MOAT

JOB DESCRIPTION & PERSON SPECIFICATION

	Job Title:
	Graphic Designer

	Directorate:
	Communications & Public Affairs

	Department:
	Executive Office

	Reports to (title):
	Senior Graphic Designer / Communication Manager

	Directly supervises:
	N/A

	Updated:
	May 2014


Main Purpose of Job:

To work within Moat’s Design Unit to provide a professional graphic and digital design service to Moat, designing and coordinating production of corporate documents, online content and promotional material.
To support the work of the Communications and Public Affairs Team.
Key Tasks:
1. To develop and maintain Moat’s visual identity and associated guidelines, ensuring all Moat publications and resources meet our standards, convey our corporate identity, reflect the Moat Values and strategic ambition and the changing role of a social housing provider.

2. Support the Senior Graphic Designer to provide a ‘design agency service’ to the organisation: work with internal customers to develop an annual design plan.
3. Act as lead for in-house film production, providing design and production support as needed.

4. Use digital design skills to support ongoing development of Moat’s website and intranet, create visual identity for new homes microsites and support social media activity across the business.
5. Provide design support to the Sales and Marketing team helping to producing branding, brochures and other online and print materials to promote new developments, and maximise sales. 
6. Plan, design and produce corporate online and print collateral including brochures, posters, flyers, awards and bid documents, logos, newsletters, e-communications and annual reports.

7. Work with Moat’s print suppliers to deliver the design service, recommending suitable courses of action, and ensuring that value for money is achieved at all times.
8. Where external agencies are used, liaise with printers and suppliers to provide technical briefings on the required print/production specifications.
9. Play a key role in the development and promotion of a strategic shift to e-communications for core customer publications and marketing materials.
10. Lead on maintaining Moat’s visual media library, ensuring a structure which can be readily searched and sourcing new images to meet Moat’s communication needs.
11. Identify opportunities to reduce costs whilst maintaining the quality of the products.
12. Work with the Senior Graphic Designer to identify areas of graphic and digital design skill to improve and develop.
Carry out all duties in accordance with Moat’s:

· Equal opportunities policy

· Health and safety policy

· Policy on confidential reporting (whistleblowing)
Carry out any other duties consistent with the post that may be required from time to time, at the discretion of the line manager.
PERSON SPECIFICATION : Graphic Designer
	CORE COMPETENCIES

	Drive for Results
	2

	Customer Service
	2

	Teamplay
	2

	Interpersonal Effectiveness / Managing Relationships
	2

	Change Orientation
	1

	MANAGEMENT COMPETENCIES

	Managing people and performance
	n/a

	Managing Resources
	n/a

	Strategic Capability
	n/a

	Visionary Leadership
	n/a


This table should be read in conjunction with the Moat Competency Framework.

TECHNICAL COMPETENCIES
Entry Requirements
· A good standard of education, with particularly good written English.

· Recognised qualification in graphic or digital design
· A good working knowledge of MS Office applications.

· A good working knowledge of Mac-based design applications – InDesign, Quark, Photoshop, Illustrator – and of new media and film production applications.
· A good working knowledge of digital design 

· A flair for creative design, supported by practical experience and a quality portfolio of work.

· A good awareness of legislation relating to data protection, copyright, reproduction rights and the Property Misdescriptions Act.
· An awareness of the social housing sector.

Proficient requirements

· Detailed knowledge of legislation relating to data protection, copyright, reproduction rights the Property Misdescriptions Act as it relates to design and publication.
· Expertise in the use of graphic and digital design applications, including in new and emerging technologies.
· Experience using online content management systems (CMS)

· Excellent literacy skills.

· A good awareness of best practice in the design field.

· A good awareness of regulatory requirements of the social housing field as it relates to graphic design and publishing.

