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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Graphic Artist
	Job Title:
	Graphic Artist
	FLSA Status: 
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Professional and artistic work that includes preparing drawings or paintings for use by various media to complement printed or spoken words. Contacts are primarily with end-users, who may be internal employees or external clients. The individual will establish contacts for the purpose of exchanging information, such as requests or updates on projects; explaining and clarifying requirements; or interpreting notes, rough sketches and related data. Assignments are accompanied by general instructions, limitations, the expected quality and quantity of results, deadlines and priorities. Requires significant independent judgment to select a style, technique and medium, depending on the assignment. Work is reviewed upon completion to ensure end-user satisfaction.

Essential Duties and Responsibilities

· Studies layouts, sketches of proposed illustrations and related materials to become familiar with assignments. 
· Determines the style, technique and medium best suited to produce the desired effects and conform with reproduction requirements, or receives specific instructions regarding these variables. 
· Formulates concepts and renders illustrations and details from models, sketches, memory and imagination. 
· Discusses illustrations at various stages of completion and makes changes as necessary. 
· May select fonts, draw lettering, lay out material, select colors and perform other related duties. 
· Incumbent's work may be identifiable according to a specific style, technique or medium, the subject material or a combination of factors. 
· May draw or paint graphic material and lettering to be used for titles, backgrounds, screen advertising, commercial logos and other visual layouts.

Education and/or Experience

High school diploma or equivalent, including, or supplemented with, course work in art or commercial art.

3 years of experience as a graphic designer. An equivalent combination of education and experience may be substituted.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Knowledge of the principles, methods and techniques of drawing and painting. 
· Ability to prepare a variety of drawings and paintings. 
· Ability to skillfully use art instruments and apparatus.

Physical Demands

The physical demands described here 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 functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
Work Environment

Work is mainly performed in a normal office environment. Noise levels are usually moderate.

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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