DESIGN ROLES & RESPONSIBILITES






Department: Business Development & Marketing
Job title: Graphic Designer & Illustrator
Reports to: Business Development Manager 
Position: Full Time 5 days a week, weekend work may be required
Start date: As soon as possible 

Detailed Roles & Responsibilities;

Signage 
· Producing large format designs for installation around the zoo
· Producing set-up sheets for maintenance including mock-ups for signage placements
· Design and printing temp signs and posters and liaising with departments to ensure they are out in the zoo 
· Sourcing materials for various projects
· Creating interp for habitats and liaising with education for species information and proof checking
· Designing further informative signs, logos, directionals and liaising with management to ensure finalised designs 
· Creating adoption plaque order for Admin 
· Organising encounter changes over working with Maintenance
· Creating health and safety signs 
· Photo points for events – Spring/ Easter, Summer 
· Driveway banners – roller banners 

Retail 
· Designing for various retail products including pin badges, magnets, keyring, bookmarks, postcards and sweet packaging etc
· Liaising with external companies to ensure design accuracy/ proofing  
· Ordering tissue paper and paper bags
· Creating design for tags
· Proof checking designs
· Communicating with specific printers regarding products and specs
· Signs for shops 

Digital 
· Creating screens (internal and external) for advertisement including offers
· Catering screens and price changes
· Weekly Subscription E-letters (Mailchimp)
· Seasonal CRM Emails – Event Launches, Passholder updates etc.
· Social media graphics, including offers
· Producing content for website
· CMS for app, website and screens
· Updating and checking the zoo map
· Overview monthly reports 

Print 
· Producing adverts and sending to publishers
· Creating forms and processes
· Zoo passes
· Leaflet, timetables and poster for events, including catering
· Main leaflet, ordering and ensuring delivery
· Christmas story book illustration 
· Adoption boxes - animal profiles/certificates – car stickers 
·  Updating and checking the zoo map 
· Catering packaging – paper cups 
· Welcome maps and encounter leaflet 
· Catering posters and price updates including, magnetic signs and posters
· Corporate sponsorship certificates and signs
· Stickers and Draw Alive sheets for Play Area 

Admin
· Working with printers and external companies on quoting, materials, and delivery
· Responding to emails, design enquiries and ordering paper and laminating supplies
· Updating and maintaining the workload and orders document
· Proof checking all marketing materials including those produced externally such as First Bus
· Management of incoming orders with our stores team
· Answering calls within the office
· Completing POs and checking invoices 
· Checking with events to ensure they have everything they need
· Working within the team to create materials requested
· Department stock take, such as ink, laminate and paper
· Liaising with animal management on photo approval
· Final design approval with management

Additional Materials
· In-house branding materials, such as; email signatures, calendar, staff card, forms
· Photography around the zoo such as catering
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