SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Graphics Specialist (Continued)

San Bernardino Community College District

Graphics Specialist
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, provides skilled graphic arts services by designing and producing professional-level graphic products and using a wide variety of media techniques in support of District and campus needs.
representative Duties

The following duties are typical for this classification.
1. Creates graphic layout and design for a variety of printed material, including forms, flyers, brochures, programs, certificates, newsletters, and publications of significant complexity and difficulty.
2. Evaluates and prioritizes projects according to requested due date and print services press schedule; manages project design from inception to completion within established timelines.
3. Communicates with customers during project design to determine printing and graphic needs; advises and makes recommendations to customers regarding graphic aspects of projects; makes editorial content suggestions to improve the text of projects.
4. Creates eye-catching logos, layouts, and other printed material; determines format, design and layout of publications.
5. Prepares and reviews electronic files for correct layout and formatting before sending files to the offset press; performs other pre-production duties.
6. Uses a variety of graphic software to enhance or manipulate photos and graphic artwork by retouching, sizing, and cropping; arranges elements into attractive and effective layout; scans photographs and artwork.

7. Operates and maintains graphics equipment, such as computers, printers, and scanners; monitors and updates computer software.

8. Researches various projects for design, concepts, and image ideas.

9. Performs District-wide archiving of electronic files.
10. Maintains currency in graphics and desktop publishing software, equipment, and techniques.

11. Assembles large-profile materials, such as custom signs and posters; may assist in the printing process.
12. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Considerable knowledge of the principles of graphic design, composition, balance and style.

Methods, materials, and equipment used in graphic design, layout, and other technical aspects of production such as color separations and pre-press procedures.

Computers, related equipment, and current desktop publishing software.

Correct English usage, including spelling, grammar, and punctuation. 

Ability to:

Utilize creative skills in graphics projects.

Translate written and verbal ideas and concepts into graphic artwork.

Prioritize, organize, and schedule work to meet deadlines.

Perform graphic design and desktop publishing activities.

Adapt to changing technologies and learn functionality of new equipment and systems.

Understand and follow general written and oral directions.

Proofread materials to be printed.

Exercise artistic judgment and discretion.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to 60 semester units of college course work including at least 15 semester units in basic design, graphics design, computer graphics, or desktop publishing.
Experience:
Two years of work experience where the duties performed involved layout and design of a variety of publications utilizing desktop publishing software.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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