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Graphic Designer 

Contract: Full time, permanent

Salary: £17,219 - £20,574
Northern School of Contemporary Dance is a specialist Higher Education Institution based in Leeds, renowned for its forward-thinking undergraduate and postgraduate programmes. Students come to us from all over the world and from all backgrounds to train in dance, and we equip them with the skills they need to become the dance artists, educators and leaders of the future.

As well as its high quality HE provision, the school has an ambitious Learning & Participation department which reaches local children, young people and adults of all abilities on a weekly basis, a public programme of performances at our venue- Riley Theatre, which seats 250 people, and an award-winning postgraduate dance company- VERVE, which each year tours the breadth of the UK and into Europe.   

The School is currently looking for a talented designer with a proven track record of producing creative solutions in print and digital formats. 

You’ll work as part of a collaborative and creative Marketing team on a wide range of projects, across all areas of the organisation’s delivery, so an ability to manage a varied workload and multiple demands is essential.  
You’ll have an excellent portfolio of work that demonstrates your skills, and have knowledge of the latest design trends, and when to use them. Additional knowledge and experience in a related field, such as digital media/video editing would be ideal. 

As an equal opportunities employer we positively encourage applications from suitably qualified and eligible candidates regardless of sex, race, disability, sexual orientation, religion or belief. 
Applicants can download a job pack and application form from http://www.nscd.ac.uk/job-opportunities/ For any queries contact Geraldine McDowall, HR Manager on 0113 219 3046 or email Geraldine.mcdowall@nscd.ac.uk 

To apply for this role, please send a completed application form to Geraldine McDowall, HR Manager at Geraldine.mcdowall@nscd.ac.uk and complete the equal opportunities form online. 

Applicants are welcome to submit a CV alongside the completed application form and online monitoring form, but unaccompanied CVs will not be considered.
Closing Date: 12 noon Monday 16 September 

Interviews: week commencing 23 September
JOB DESCRIPTION

Post:

  
Graphic Designer 
Reporting to:
Marketing and Communications Manager

Other Working  
Marketing Assistant, Digital Content Officer, 

Relationships:
Director of Studies, Admissions Manager, 
Programming, Events and Front of House Manager, 

VERVE Artistic Director, Head of Undergraduate Studies, 

Head of Postgraduate Studies, Head of Learning & Participation
PURPOSE OF THE POST:
· An integral part of the Marketing & Communications team, the post holder will work closely with staff across the organisation to design major materials for the following areas:
· Student recruitment 
· Student Services

· Learning & Participation 
· Artist development
· Riley Theatre performances & events
· VERVE, the postgraduate touring company
· assessment performances, on and off-site (undergraduate and postgraduate)
· internal and corporate communications
· Fundraising initiatives

· Contribute to effective implementation of marketing & communications campaigns across all operational areas of the School, aimed at our various audiences & stakeholders.
· Ensure our output is consistent and reflective of the quality of our work and what we do
MAIN RESPONSIBILITES
· Create compelling & clear design for print communications across the organisation’s activities, including prospectus, brochures, flyers, posters, leaflets, programmes, point of display, publication adverts, stationery, merchandise
· Generate engaging and responsive design for digital communications including website, e-flyers, email, social media and in-house screens 

· Design and produce physical elements of the visual environment of the school, such as banners, vinyls, and on-site signage 

· Oversee the design process from start to finish including briefing, idea generation, execution, artworking, proofing and checks, and sign off from relevant parties

· Share responsibility for planning schedules to ensure timely delivery of high quality print within set timescales and to deadlines
· Prepare artwork for print and send to relevant print companies

· Work as part of the Marketing team to maintain and apply a consistent visual identity for the NSCD brand and sub-brands (VERVE, Riley Theatre, L&P, CAT)
· Develop visual brand guidelines for the school’s various strands of activity
· Work with and generate print and digital templates where appropriate, for use by the marketing team and other departments where relevant
· Work closely with external providers including web developers, agencies and other designers where required to deliver outcomes, including briefing and quality control 

· Oversee print production from artwork to finished print, gathering quotes from suppliers and advising on printer selection / options to ensure value for money 
· Design and develop email campaigns using mailchimp, for a range of target audiences and stakeholders 
· Ensure all partners, funders and collaborators are appropriately credited in promotional materials

· Support the production of rich content for our digital channels and website where required, including photography, video, gifs 

· Maintain and update digital photo archives, and the print archive 
· Provide photographic editing support for the marketing team including retouching and conversion to appropriate formats
· Stay up to date with the latest trends and developments in design, and be able to advise on their application where appropriate
· Liaise with external third parties (eg visiting artists, companies and venues) regarding print and digital requirements for marketing campaigns and gather materials/content
General
· To undertake professional development / training where considered necessary

· To undertake such administrative duties as may be required by the Marketing & Communications Manager and Marketing team.
· Promote the profile and image of the School externally wherever possible
· To follow the School code of practice in matters such as Health and Safety and Equal Opportunities.
· To support all agreed Quality Assurance Systems within the School
The above list is not exclusive or exhaustive and the post holder will be required to undertake such duties as may reasonably be expected within the scope and grading of the post. All members of staff are required to be professional, cooperative and flexible in line with the needs of the school

Graphic Designer 

PERSON SPECIFICATION

	Criteria


	Essential 
	Desirable

	Education/Qualifications 

	Degree or equivalent, or appropriate professional experience 
	X
	

	Professional qualification in art/graphic design 
	X 
	

	

	Previous experience

	Experience working as an in-house graphic designer
	
	X 

	Experience working in an office environment 
	X
	

	At least 1 years’ experience of working professionally in a 

similar role (graphic designer)
	X
	

	Working in the performing arts / charity sectors
	
	X

	Overseeing the design process from start to finished product
	X
	

	Working in a Higher Education environment 
	
	X

	Developing brand guidelines & templates
	X
	

	Producing design solutions to briefs according to various timescales 
and budgets
	X
	

	Commissioning printers and managing print relationships
	X
	

	

	Skills & knowledge 

	Highly skilled in Adobe Creative Suite (InDesign, Illustrator and Photoshop)
	X
	

	Print production and pre-flight checking 
	X
	

	Excellent interpersonal and verbal communication skills
	X
	

	Good written English 
	X
	

	Ability to work imaginatively and creatively, within guidelines
	X
	

	Knowledge of various print options & finishes 
	X
	

	Generating digital assets for web and social media channels
	X
	

	Adobe Premiere/After Effects/Final Cut software 
	
	X

	Wordpress Content Management System 
	
	X

	HTML and web coding
	
	X

	Mailchimp email platform
	
	X

	Broad knowledge of marketing communications principles
	
	X

	Knowledge of the performing arts sector
	
	X

	Knowledge of the HE sector 
	
	X

	

	Personal Attributes

	Willingness to work as part of a small, committed, enthusiastic team
	X
	

	Meticulous attention to detail 
	X
	

	Proactive and conscientious approach to work 
	X
	

	Flexibility to meet strict deadlines
	X
	

	Well organised and able to prioritise a busy workload
	X 
	

	Ability to stay calm under pressure
	X
	

	Interest in the arts 
	X
	

	Interest in dance 
	
	X


Terms and Conditions
Full terms and conditions of employment will be supplied to the successful candidate, but in brief these are:

Place of employment:
NSCD, 98 Chapeltown Road, Leeds LS7 4BH  

Hours of work:
37 hours per week 

Remuneration:
£17,219 - £20,574 
Contract:


Permanent full-time 
Probationary period:
Six months
Leave entitlement:
25 days, plus eight bank holidays.
Period of notice:
Two months
Pension:
West Yorkshire pension scheme
Other benefits:
Staff training and development opportunities;

Free or reduced-price tickets for some performances
Other conditions:
‘NSCD is committed to safeguarding and promoting the welfare of children and young people and requires all staff to demonstrate this commitment in every aspect of their work.’
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