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UNITED SUPPLIERS, INC. - JOB DESCRIPTION 
   
Job Title:  Graphic Designer Department:  Creative Services 

Reports To:  Creative Services Manager FLSA Status:  Exempt 

Approved By:  Creative Services Manager Date: December 29, 2011 

Summary: This position is responsible for designing, implementing, and coordinating of a wide variety of 
creative work and materials for United Suppliers and its owners. The Graphic Designer is also responsible for 
maintaining a consistent, fresh visual brand for United Suppliers. 

Essential Duties and Responsibilities include the following: 
• Performs internal and client-based projects, including, but not limited to, advertisements, brochures, reports, 

newsletters, posters, digital and printed signage, exhibits and displays, presentations, banners, web pages, 
business cards, letterhead, labels, tags and specialty items. 

• Consults with client or supervisor to evaluate individual project needs and provides expert analysis and input 
on design and end result. 

• Selects and obtains cost estimates to prepare a cost quote for project within quality specifications, financial 
constraints, and time schedule for project completion. 

• Creates layouts and presents samples to supervisor or client for selection by circulating proofs. 
• Prepares and reviews final layout and artwork and presents to supervisor, client, or outside vendor for final 

approval. 
• Submits layout for internal printing on paper, film, or disk. Checks proofs against final product for quality 

assurance before release to client. 
• Prioritizes, tracks, handles, and maintains records of the elements, costs, and time schedules of multiple 

projects. 
• Meets with graphics staff and Creative Services Manager to coordinate projects, designs, and deadlines. 
• Stays up-to-date with the latest design and production tools and advancements, being alert to any industry-

wide changes in design philosophy and technologies.  
• Searches for and edits both stock and in-house photography for artwork; Also studies illustrations and text for 

use in presentation of material, product, or service.  
• Develops and maintains internal United Suppliers style guidelines. 
• Other duties that may be assigned as needed 

Supervisory Responsibilities: 
This job has no supervisory responsibilities. 

General Competencies:  To perform the job successfully, an individual should demonstrate the following competencies: 

Organizational Skills/Support: Follows policies, procedures, and instructions; Meets productivity standards, 
schedules and responsibilities by using time efficiently; Completes tasks correctly and on time; Consistently at 
work and on time to meet deadlines and obligations; Commits to long hours of work when necessary to 
achieve goals; Responds promptly to customer needs and requests for service and assistance. 

Interpersonal Skills: Represents organization in a positive manner; Treats others with tact, respect and 
consideration; Maintains confidentiality; Reacts well under pressure; Able to cope with stress and deal with 
frequent change, delays, or unexpected events; Accepts responsibility for own actions and able to work 
independently; Works with integrity. 

Safety and Security: Observes safety and security procedures; Uses equipment and materials properly; Reports 
potentially unsafe conditions. 
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Qualifications: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Education and/or Experience – A Bachelor’s degree in Graphic Design or Graphic Arts; minimum two years of 
professional experience working in an agency or corporate environment; or equivalent combination of 
education and experience. Experience working with printers and in all phases of design, from concept to print. 

Computer Skills – Must be skilled in graphic design software including InDesign and/or Quark Express, 
Photoshop and Illustrator. 

Language Skills - Ability to read and interpret documents such as safety rules, operating and maintenance 
instructions, and procedure manuals; Ability to write routine reports and/or correspondence. 

Mathematical Skills - Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals; Ability to compute rate, ratio, and percent. 

Reasoning Ability - Ability to apply common sense understanding to carry out instructions furnished in 
written, oral, or diagram form; Ability to deal with problems involving several concrete variables in 
standardized situations. 

Other Skills, Abilities & Qualifications – Need to have strong customer service skills; Must be able to handle 
stress and be tolerant of irregular working hours as necessary to meet deadlines and department obligations. 

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

While performing the duties of this Job, the employee is regularly required to use hands and fingers to handle 
or feel. 90% of the time is sitting at a computer work station. The employee is often required to walk; reach 
with hands and arms; and occasionally stoop, kneel, crouch, or climb stairs. Work can, at times, be strenuous, 
occasionally requiring the employee to lift and /or move up to 60# cartons. Specific vision abilities required by 
this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to 
adjust focus. 

Work Environment The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

95% of the job is conducted in a climate controlled area. At times it may be necessary to walk between 
buildings, out-of-doors, to aid in the delivery of completed jobs, being exposed to outside weather conditions. 
The noise level in the work environment is at times moderate to loud. 

___________________________________________________________________________________ 
After reading the contents of this job description, I understand the responsibilities, requirements and 
duties expected of me. I realize this document is intended to be an accurate reflection of the position; 
however, United Suppliers, Inc. reserves the right to revise, add or eliminate job functions and duties as 
conditions warrant. I also understand that I may be required to work overtime, different shifts or hours 
outside the normally defined workday or workweek to achieve the company’s goals. I further understand 
that this job description does not constitute a contract of employment, nor alter my status as an “at-will” 
employee. 
 
________________________________________ _________________________________________ 
Employee’s Name (please print)  Supervisor’s Name (please print)  
 
_____________________________ __________ _____________________________ ___________ 
Employee’s signature Date Supervisor’s signature Date 
 


