JOB DESCRIPTION

GRAFIX DEPARTMENT ART COORDINATOR / WEB DEVELOPER

SUPPORT SERVICES DIVISION

UNIVERSITY OF VICTORIA STUDENTS’ SOCIETY

FUNCTION:

1. Designs, develops and administrates all aspects of graphic design for the UVSS including web, social media, photography, video and print.

2. Oversees the smooth running of the graphic department.

ORGANIZATIONAL RELATIONSHIPS:

1.  Reports and is responsible to the Support and Administrative Services Division Manager.

DUTIES:

1. Supervise the coordination of the workflow in the Grafix Department for the UVSS and its operations.

2. Assists the Support and Administrative Services Division Manager in the selection, hiring, scheduling, evaluation and discipline for all department student staff.

3. Responsible for the training of department student staff.

4. Administrate different aspects of the UVSS web and social media presence, including creation and updates of email, list serve and ftp accounts for clients as well as the design, development and maintenance of the UVSS web and social media presence. 

5. Give advice and assist department managers with their department web sites.
6. Create, design and optimize content for web, social media and print using a variety of graphics, database, animation and other software programs.
7. Communicate with Internet Service Providers to administrate server functions.

8. Monitor UVSS web usage and social media stats to better optimize UVSS web and social media presence to serve the University of Victoria Students’ Society. 

9. Ensure UVSS web and social media presence is current, accessible and intuitive for all users, including those with disabilities.
10. Responsible for work order digital printing including pre-press production and calibration.

11. Other related duties as assigned by the Division Manager.
QUALIFICATIONS:

1.  Two years experience in a busy graphics environment.

2.  Staff supervision experience is required.

3.  Minimum two years experience using Dreamweaver or similar web developing program, Photoshop, Illustrator, Acrobat, In Design and be proficient on both the Macintosh and PC Platforms.

4.  Demonstrated knowledge of the principles and application of print design including sending jobs to large and small scale printers.

5.  Demonstrated knowledge of the principles and application of web design and programming languages, specifically html and css, basic php and javascript.

6.  Demonstrated ability to use social networking for promotions.
7.  Demonstrated willingness and enthusiasm to learn new technologies/skills as necessary.


8.  Writing and editing experience an asset.

9.  Demonstrated organizational abilities with strong interpersonal skills.

10.  Ability to work independently with little supervision. 
11.  Demonstrated ability to meet deadlines and an understanding of print media an asset.

This is a permanent, hourly waged, union position.
