
JOB DESCRIPTION 

Basingstoke and Deane Borough Council 
Job Description 

 

Job Title Graphic designer  

Job Number TBC Preparation date 27/06/19 

Grade (if known) 5/6 Revision date  

Business Unit Borough Development and Implementation 

Section Communications and Marketing  

Responsible to (job title) Senior Communications Officer 

Responsible for total 
number of direct reports 

0 
Responsible for total 
number of staff managed 

0 

Main purpose of job 

1. To provide an efficient, effective and high quality integrated design and publishing 
service, as part of an effective communications function for the council, its services 
and supported organisations. 

2. To support communications and marketing activity as part of the communications 
team to help maintain the council’s good reputation among residents and other 
communities and audiences and help to keep them well informed.  

 

Main responsibilities 

1. To help create effective communications and marketing campaigns, working 
together with other members of the communications team, advising on and 
delivering design concepts to staff at all levels in the organisation to meet needs 
from briefing to print or digital publication. 

2. To provide courteous and friendly customer advice for communications, design and 
print enquiries. 

3. To develop, control and manage use of the corporate brand and uphold the council’s 
style and other communications policies and protocols under the direction of the 
Senior Communications Officer and the Communications and Marketing Manager. 

4. To work with the in-house print staff, external printers and IT services team to 
ensure high quality and good value production of communications and marketing 
materials in all formats including digital communications. 

5. To prioritise design jobs, working with the communications, print and IT teams and 
according to the council’s strategic objectives, to make sure deadlines are met. 

6. To assist in maintaining the corporate library of digital images, videos and 
animations including those commissioned, purchased and created in-house, and 
logos. 

7. To ensure the effective distribution of publications  

 

 

 



 

Basingstoke and Deane Borough Council 
Job Description 

Key tasks 

1. Design communications and marketing materials, including logos, leaflets, posters, 
brochures, newsletters, press advertising, exhibitions, email newsletters and other 
digital formats to achieve the objectives of the brief and achieve high design and 
creative standards. 

2. Ensure the council’s written and digital publications and other communications 
materials are branded with the council’s corporate identity and to provide guidance 
on the implementation of the brand guidelines to staff and external graphic 
designers and partners.  

3. Develop and use design templates to protect the council’s corporate identity and 
create clear and strong branding for marketing and communications campaigns. 

4. Creation of artwork appropriate to specific printing process requirements. 

5. Help to ensure all digital images, animations and videos - commissioned, purchased 
and created in-house - and consent forms and logo use guidelines are correctly 
stored in the corporate library including photography, logos and design work. 

6. Provide photographic, animation and video support to the organisation and provide 
a map creation service using Adobe Illustrator. 

7. Assist with the presentation and design of the council’s website and social media 
channels as required. 

8. Maintain and develop the council’s community information point system and other 
distribution methods. 

9. Deal with external agencies, printers and others as appropriate on quotations and 
estimates, IT systems, document preparation and transmission issues. 

10. Liaise with IT services to select and implement relevant new technology to support 
the efficiency of the graphics service, including effective digital communications. 

11. Ensure the accurate recording of work and production information requirements, 
including a corporate database and archive of publications and design work. 

12. Provide advice and help to the communications team and other appropriate staff in 
developing marketing materials and organising marketing activities as required. 

13. Attend and take part in relevant meetings. 

14. Carry out any other duties as may reasonably be expected by the Senior 
Communications Officer or the Communications and Marketing Manager, 
commensurate with the level of the post. 

15. Ensure that service delivery complies with current regulations, accepted 
professional standards, the council's policies and procedures and appropriate 
legislation (including legislation on data protection, freedom of information, 
equalities, health and safety and safeguarding children and vulnerable adults)’. 

Essential User No 

Special features and/or 
equipment 
(anything ‘out of the 
norm’) 

Attendance at evening meetings or need to work outside 
of normal working hours may be required. 
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This document sets out the main dimensions of the job it describes.  It does not define 
all individual tasks, which may be expected to change from time to time to meet 
operational needs. 
Progression to the next level of the salary grade (from 5 to 6) is dependent upon attaining 
specified experience and skills and demonstrating the following competencies: 
 
Experience 

 Experience of creating original design work without the use of templates to meet corporate 
and specific project branding principles. 

 Understanding of the wider communications significance of graphics projects and the 
outcomes that design needs to achieve and creating artwork appropriate to the target 
audience and the method of distribution. 

 Experience of liaising with printers and distributers, both in-house and external, to meet tight 
deadlines and budgets. 

 Demonstration of the ability to look for creative solutions to design and production difficulties. 

 Higher level of experience providing creative design solutions and creating professional 
artwork for print and electronic communications, using layout, vector and raster design 
applications. 

 Experience of designing and creating interactive e-documents for screen viewing. 

 Comprehensive understanding and knowledge of printing process and experience of 
sourcing printing from external suppliers, including getting quotes and liaising on production. 

 Knowledge of finishing processes, including pagination, creasing, guillotining, folding and 
booklet making experience in creating artwork for wide format print systems and for variable 
data printing and mail processes. 

 High degree of familiarity with arranging all stages of a project from concept to production 
and distribution.  

 
Skills 

 Proficient and experienced user of Creative Suite design packages, especially Indesign, 
Illustrator and Photoshop. 

 Able to demonstrate the application of more advanced design principles. 

 Able to use design skills to produce effective electronic communications across different 
platforms, as well as printed publications.  

 Shows consistent ability to interpret and meet the needs of the customer, using methods of 
creativity to extract a brief internal and external clients with attention to detail. 

 
Performance  

 Effective management of the graphics workload at a higher level, showing an appreciation of 
relative corporate priorities.   

 Keeps up to date with best practice in the industry and is able to identify areas for its use in 
the organisation, researching and sharing this information to develop the graphic design 
function in the team. 

 Able to provide specialist graphic design advice to all levels of the organisation, interpreting 
the customer’s design needs into feasible and effective graphic design ideas, co-ordinated 
with the communications team, to meet objective with target audience.  

 Demonstrates ability to take responsibility for projects, ensuring they meet targets and 
deadlines.  

 Ensuring the design and style principles of the council’s corporate identity are reflected in all 
artwork produced. 

 

 

 


