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75

JOB TITLE
Electronic Design Specialist

15

JOB CODE
52662

On behalf of Department of Administrative Services (DAS), Office of
Communication, provides computer-generated graphic design & visual
communications services & creates & designs for internet &/or intranet
websites: serves as senior graphic designer for agency; participates on
integrated communications teams serving agency divisions, depart-
ments & project teams; generates ideas for & completes design, layout
& production of agency internal & external, electronic & print publica-
tions (e.g.. fact sheets, brochures, educational & program materials,
reports, newsletters, magazines & other communications materials);
creates visual concepts by hand or using computer software to com-
municate ideas that inform & educate customers of DAS; creates graph-
ic design that enhances informational, marketing, educational & opera-
tional messages; develops & implements DAS brand guidelines & for-
mats; educates others about DAS & State of Ohio brands; creates lay-
out, font, color, type, logos, photography & other visual & written as-
pects of DAS & other related websites; participates in brainstorming
sessions & mocking up of design ideas; meets with clients & adjusts
designs to fit agreed upon needs; completes projects by working & co-
ordinating with State Printing, outside agencies, art services, printers;
serves as agency photographer & maintains updated photo files; man-
ages publications budget; projects budgets & maintains schedules &
deadlines; oversees maintenance, organization, inventory & distribution
of DAS Communications” materials & supplies; designs exhibits for
special activities (e.g., presentations, trade shows); produces slides,
handouts & other materials for speeches & special presentations; repre-
sents agency in an informational capacity.

Serves as back up graphic designer for components of agency website,
internet & intranet: serves as communications liaison & works directly
with DAS® Office of Information Technology (OIT) & web program-
mers; collaborates with cross-functional teams serving DAS, divisions,
project teams, contractors & other stakeholders to implement web pro-
jects & to blend designs with artwork, photographs, animations & other
visual design aspects with established web design programs; works

Knowledge of (1) agency & state poli-
cies & procedures relative to visual
communications {e.g., written, verbal,
visual)¥; (2) public relations; (3) Eng-
lish composition & grammar; (4) visual
communications; (5) web design & web
content management systems {e.g.,
DotNetNuke); (6) project management,
Skill in (7} use of graphic design soft-
ware (e.g., Adobe CS3, Freehand, Pho-
toshop, Macromedia Dreamweaver,
SharePoint*, llustrator, InDesign); (8)
use of hypertext markup language
(HIML) & Cascading Style Sheets
(CSS); (9) operation of personal com-
puter (e.g., MS Office Suite).

Ability to (10) electronically design
print materials & websites/web pages;
(11) deal with many variables & deter-
mine specific course of action; (12)
gather, collate & classify information
about data, people or things; (13) coop-
erate with co-workers on group pro-
jects; (14) communicate effectively,
both orally & in writing; (15) work with
minimai direction; {16) think conceptu-
ally; (17) prepare meaningful, concise,
& accurate reports .

Knowledge of 1%,2,3,4,5,6

Skillin7, 8,9
Ability to 10, 11, 12, 13, 14, 15, 16

*developed after employment
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with variety of clients to determine scope, andience, deliverables, &
budgets, to include tracking project timelines, meeting milestones &
resolving issues, as needed; ensures web pages & content deliverables
are created according to DAS brand & quality standards; works inde-
pendently &/or with OIT staff to troubleshoot issues that arise with
educational/communications performance of website; works with OIT
staff to develop interactive tools for website (e.g., on-line surveys, in-
formation requests); creates multimedia (e.g., animation, audio & video
files) for site as needed; serves as agency point person for posting of
online videos & other photography; ensures DAS website meets re-
quirements of users; reviews website statistics & monitors usage &
traffic levels; creates designs for & works with others to maintain con-
tent of agency’s website; updates website to include new agency com-
munications materials; analyzes use & effectiveness of website; reviews
& edits content as needed to keep web pages up-to-date; maintains ver-
sion control of website; promotes use of website internally & external-

ly.

Develops reports related to agency communications & operations; per-
forms other duties, as assigned.
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Skillin7,8,9
Ability to 10, 11, 12, 13, 14, 15, 16, 17
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