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Create, manipulate, and edit photographs, graphics, and/or video content for use in website applications, PowerPoint 
presentations, marquee screens, printed material and other informational and marketing applications. E 
 
Maintain graphics file storage and retrieval systems, including graphic arts copy, production files, print cost, and other 
department related records. E 
 
Participate in training and professional development to build on skills and keep updates on changing graphic 
capabilities. E 
 
Lead and work with school improvement initiatives that close student achievement gaps between racial, ethnic, and 
economic groups by working with all of the diverse communities.  E 
 
Provide a positive climate of interaction and communication between school staffs, families, and the community, as 
related to District Communications. E 
 
Perform related duties consistent with the scope and intent of the position.  
 
TRAINING, EDUCATION AND EXPERIENCE: 
 
Any combination equivalent to: bachelor’s degree from an accredited college or university with major coursework in 
visual or graphic art, communications, business administration, marketing, or related field. A minimum of three (3) 
years’ experience in graphic art design, layout and setup functions using desktop publication software, including two 
years coordinating the production of complex technical art projects, and at least one year of lead experience.  
 
LICENSES AND OTHER REQUIREMENTS:   
 
Valid California driver’s license and proof of automobile insurance. 
 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 

 Expert knowledge of the principl
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 Arrange, layout and make effective use of visual materials.
 Interpret user requirements into appropriate graphic materials.
 Maintain graphic and file storage systems, including graphic arts copy, production files and cost records.
 Understand and follow oral and written instructions.
 Communicate clearly and concisely, both orally and in writing.
 Establish and maintain effective working relationships.
 Sit for prolonged periods of time; extensive use of a computer keyboard.
 Demonstrate sensitivity to and understanding of the diverse academic, socioeconomic, cultural, linguistic,

racial and ethnic backgrounds, and disabilities of District students and staff.
 Maintain confidentiality as appropriate.
 Analyze situations accurately, and adopt and effective course of action.
 Work independently and complete assignments in an independent manner with little direction.
 Meet schedules and timelines.
 Compose correspondence and written materials independently.
 Utilize effective leadership skills that work well within a team setting.
 Meet District standards of professional conduct as outlined in Board Policy.
 Detail oriented with time management and organizational skills.

WORKING CONDITIONS: 
 
SAMPLE ENVIRONMENT: 
Office environment; drive a vehicle to conduct work. 

SAMPLE PHYSICAL ABILITIES: 
Hearing and speaking to make presentations, and exchange information in person and on the telephone; dexterity of 
hands and fingers to operate a computer keyboard; see to read a variety of materials, prepare documents and reports, 
and view a computer monitor; sit or stand for extended periods 


