
  Graphic Designer Job Description 
 
 

The EIS Marketing/Graphic Designer (MGD) provides marketing and promotional support for a variety of 
programs and services coordinated by Ethnic and Intercultural Services (EIS). This includes the design of 
logos, posters, table tents, brochures, promotional items, and annual publications. In addition, it provides 
programmatic support to the Director of the Ethnic and Intercultural Services (EIS). Working independently 
most of the time, the MGD is part of a large team of student leaders who help implement many of the EIS’s 
programs and services.  

Responsibilities & Expectations  
 
1. Collaborate with others in the development of an overall theme, look, and feel of publications and 
promotions for EIS and its office. Communicate with professional staff about the finish project. 
2. Participate in mandatory trainings, starting in mid-August before fall classes begin, and assist with 
Orientation and Welcome.  
3. Participate in the off-campus, weekend Intercultural Retreat in Nov. 2014.  
4. Consult with departmental professional staff on the design and editing of publications to ensure adherence 
to College design guidelines and standards  
5. Creatively design posters, banners and other print publicity  
6. Maintain departmental and program specific websites  
7. Promote events electronically through a variety of methods  
8. Meet regularly with the Administrative Coordinator and Manager  
9. Attend weekly meetings of other students. 
10. Represent the EIS on committees and at campus events.  
11. Support other EIS staff with their primary responsibilities.  
12. Immediately report work-related progress and problems/concerns to the EIS Director.  
13. Other duties as assigned. 
 
Qualifications 
1.Minimum 2.5 cumulative and major GPA.  
2. Must be available for all trainings, and able to work both fall AND spring semesters.  
3. Proficiency with graphic design software including Microsoft Publisher and Adobe Creative Suite 
(Photoshop, Illustrator, and InDesign) and Microsoft Office (Word, Excel, etc.).  
4. Ability to multi-task and manage multiple projects with overlapping deadlines 
5. Working knowledge of web design and web design software.    
6. Demonstrated experience in graphic design of posters, brochures, and websites  
7. Demonstrated understanding of the mission and purpose of EIS as well as commitment to diversity 
education and social justice. 
8. Desire to create creative publications that are meaningful to students and other audiences  
9. Willingness to serve as part of a team, enthusiasm and motivation to learn.  
10. Attention to detail, problem solving abilities, and decision-making and strong organizational skills.   
11. Creativity, integrity, positive attitude and strong work ethic. 
12. Strong organizational and leadership skills as well as excellent oral and written communication skills. 
13. Federal work-study preferred. 
14. No other campus jobs. 
 
Compensation  
On average, the MGD works up to 10 hours per week. Some evening and weekend hours required. The MGD 
is paid hourly according to the LMU’s Student Employee Pay Scale set by Payroll. 
 


