
 

  
 

JOB DESCRIPTION 
 

POSITION:          Graphic Designer 
DEPARTMENT:   Administration 
LOCATION:  115-15 Farmers Blvd, St. Albans, NY 11412 
REPORTS TO: Chief Executive Officer 
SALARY:          $15.00 hourly 
SCHEDULE: 2:30 pm – 5:30 pm (Monday – Friday) This position is performance based and is also contingent 

on funding availability. 
JOB SUMMARY:  SMEL is seeking a part-time Graphic Designer to assist with our extensive marketing, 

fundraising, communications efforts, and corporate identity. The Graphic Designer’s primary 
responsibility is to support organization through a variety of channels, including but not limited to 
web application, mobile, print, brochures, newsletters, website layouts and other print collateral 
materials. Qualified candidates will possess strong graphic design skills, be detail-oriented, self-
motivated and have the ability to organize and execute tasks in a fast-paced environment. 

 
EDUCATION, EXPERIENCE AND REQUIREMENTS: 
• High School Diploma required; College Degree Preferred.  
• 2 – 3 years of experience working as an in-house/freelance graphic designer or as a member of a graphics design 

department. 
• Proficient in Adobe Creative Suite: primarily Illustrator, Photoshop, and InDesign.  
• Working knowledge of CSS3, HTML5 and others. 
• Strong command of all Office applications. 
• Possess a solid understanding of graphics standards for print, email, social media, and the web. 
• Have an in-depth knowledge of social media platforms and the latest digital marketing trends. 
• Be organized, proactive, detail oriented, and able to adhere to tight deadlines.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 
• Design attractive and effective printed materials, digital assets, and other promotional collateral in accordance with 

brand standards to support SMEL’s fundraising and programmatic efforts. 
• Creation of various marketing materials such as emails, banners, flyers, promotional items, logos, and direct mail. 
• Creation of digital assets for social channels, web platforms, and PowerPoint presentations.  
• Able to pull assets from client websites and create ads based on their brand guidelines with little to no guidance. 
• Prepare design files for production and manage all aspects of production. 
• Ensure that all graphics are developed and delivered on time. Maintain accuracy of all content. 
• Be on hand to take photos and video as needed. 
• Ability to work on multiple projects simultaneously.  
• Work with external creative vendors as required. 
• Actively stay abreast of design and digital trends. 
• Perform other duties as assigned. 
 
EOE 
HOW TO APPLY: 
Please read the specialty opportunities listed below and submit a cover letter, outlining how your skills & experience meet 
the specific components you are applying for, and your resume. Also provide us with three professional references that we 
can contact (at least one should be from a former supervisor) with the subject header “Graphic Designer” to 
careers@smelny.org. No phone calls, please. 
 


