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JOB DESCRIPTION







	


Name:
TBC
Job title:
Senior Designer – Secondary (Maternity Leave)
Date:
August 2010
Department:
Media Production Services (GPMS)

Reports to:
Lead Senior Designer - HE and Secondary
Basic purpose:

The Senior Designer – Secondary will be responsible for designing covers and texts as well as overseeing the art direction and project management of freelance and in house design of assigned publishing lists within approved brief, schedule and budget guidelines.

The Senior Designer – Secondary will possess highly conceptual and innovative design abilities ensuring design standards and best practices are adhered to.
The Senior Designer – Secondary will provide design support to the Lead Senior Designer – HE and Secondary and publishing team.
Principal accountabilities
	Key Outcome and Area
	% of Total Job
	Objectives and Tasks
	Core Competencies
	Standards

	Project Management 
	50%
	· Responsible for Secondary product design work, from print through to digital (Book design, Interactive software design, Web page design, Video/production art direction and design in consultation with other Secondary designers, multi media and publishing teams.

· Responsible for managing the workload of an assigned Secondary publishing list, in consultation with the Publishers, Sales Manager, Production Controller, assigned freelancers as required by the Lead Senior. 

· Ensuring that a high quality of creative product is upheld, maintaining consistently high standards for self and others on the team.

· Using innovation to redefine a design brief and meet the constraints of cost, time. i.e. possibility of reuse (design template).

· Delivery of contemporary ideas and design of the publishing list, on time and to budget.

· Control all stages of the projects design and communicate this to the Production Controllers, publishing teams and Lead Senior Designer.

· Coordinating schedules by planning and prioritising workload for assigned team in consultation with Lead Senior Designer.

· Minimize photo manipulation with well prepared photo shoots.


	· Highly conceptual and innovation design skills

· Project management and planning skills 
· Ability to meet deadlines and performance targets

· Multi-tasking and time management
· Excellent written and verbal communication skills

· Experience in managing print, media and other creative suppliers
· Ability to prioritise urgent tasks, and keep all aspects of the job under control

· Excellent file management

· Ability to set and exceed goals and budgets

· Organised and task-orientated

· Analytical and problem-solving abilities with keen attention to detail and follow through
· Proven CS3, InDesign, Illustrator, Photoshop, Acrobat Professional skills

· Knowledge of print production and prepress

· Ability to work independently and as part of a team


	· Customer-first focus

· Meet target completion dates 

· Achieving budget

· Embraces CL core values and competencies

· Friendly, proactive communication

· Creative thinking and initiative

· Achieving deadlines

· Technical accuracy with files



	Managing freelancer and in-house designated designers
	25%
	· Responsible for briefing, art directing and maintaining Secondary standards and processes to assigned internal designers, freelance designers, illustrators, photographers and web developers.

· Responsible for ensuring designated designers follow briefs (in consultation with publishing, editorial, production and marketing).

· Responsible for ensuring freelance designers follow Cengage design / illustration technical guidelines, and practise acceptable file management procedures.

· Responsible for ensuring freelance illustrators follow Cengage illustration technical guidelines, provide digital workflow and practise acceptable file management procedures.


	· Provides leadership and guidance

· Shows respect, courtesy and enthusiasm to others

· Demonstrated experience, overseeing the quality of in-house and freelance designers
· Collaboration, influencing and team building skills

· Ability to meet deadlines and performance targets

· Ability to adapt and manage change in a fast-paced environment 
· Ability to work effectively under pressure
· Negotiation and interpersonal skills with the ability to build relationships

· Excellent conceptual ability, to clarify and communicate essential creative elements; with an understanding of statistics, budgeting and planning.
· Ability to build rapport

· Excellent organisational and time management skills

	· Conflict resolution

· Achieving deadlines and budgets

· Minimal communication problems due to effective communication


	Teamwork and continuous improvement
	25%
	· Embrace new products and approaches developed by GPMS and Lead Senior Designer

· Assist the Lead Senior Designer to ensure the Secondary design team operates in an efficient, profitable manner.

· Assist the Lead Senior Designer to ensure that CLA Secondary design team product remains leading edge and ahead of our competition. 

· Work with Lead Senior Designer to initiate and implement innovative solutions for the design studio.  This would include process improvements to foster time and cost savings.

· Keeps abreast of current trends and the latest technological advances.
· Complies and implements the standard for the team as set forth by the Lead Senior Designer.
· Identify weakness and strengths within the team and facilitate this accordingly for positive outcome.

· Help create conclusions, approaches to problems that arise within the design and publishing teams.

· Assist the Lead Senior Designer to drive total digital illustration workflow.


	· Fosters an environment of continuous improvement by positive role modeling and collaboration

· Excellent communication skills

· Written presentation skills
· Problem solving skills
	· Self initiated training
· Continuous improvement in creative capabilities
· Continuous improvement in efficiency and effectiveness
· Cost reduction

· Digital files




Direct reports:
Nil

Main contacts:
Internal: 
Lead Senior Designer – HE and Secondary, Creative Manager, Lead Senior Designer – Primary and Export, designers, Production, Editorial, Multimedia, Publishing, Sales and Marketing team members, GMPS.

External:
Freelance designers, illustrators, photographers, multimedia, typesetting/composition suppliers, authors

Special Skills / Knowledge / Training

Professional experience

· BA/BFA in graphic design or a recognised degree or equivalent experience
· Proven 4 experience in publication design, budgeting, prepress and print processes, preferably in educational publishing, including briefing and art directing freelance designers, illustrators, photographers, typesetters
· Portfolio of work that demonstrates creative problem solving, original and strategic thinking and appropriateness to market in a variety of media. 
· Proven experience in conceptual and art directing
· Proven CS3, InDesign, Illustrator, Photoshop, Acrobat Professional skills
Core Cengage Competencies:
· Drive for results – the ability to set and exceed personal goals, pushes self and others for results

· Customer focus – dedicated to meeting the expectations and requirements of internal and external customers.  Establish and maintain effective relationships with customers and gains their respect.

· Leading change - independent worker who can effectively cope with change, make effective decisions

· Creativity – identifies new and unique opportunities and ideas

· Interpersonal savvy – relates well with others throughout the organization, builds constructive and effective relationships 

· Collaboration – works with others in the organisation to achieve collective goals.

Senior Graphic Designer (Maternity Leave)


