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Position Description 

Reviewed: August 2019 

Position Title:  

EFT: 

Department: 

Location: 

Graphic Designer 

0.8  

Business Development 

Parkville, Victoria 

Position reports to: 

Position supervises: 

Operations and Campaign Manager, Marketing  

NIL 

Purpose of Position:  

The graphic designer contributes to the development and production of national communications 

materials.  They ensure that Dementia Australia is professionally and consistently represented in print 

and digital. This role is also responsible for ensuring that all materials are published in a Dementia-

friendly accessible manner for viewing in print and online.  

 

Position Responsibilities 

Independent 

Responsibilities 

 Designs marketing communication material for Dementia Australia 

business units according to client briefs and feedback, creating high 

quality work to tight deadlines. 

 Uses creative skills to bring contemporary creative ideas to the forefront, 

while keeping to current brand and accessibility guidelines.   

 Provide recommendation for collateral that increases readability, 

engagement and consumer relevance 

 Prepares final layouts for production including mark-up and assembly of 

final layouts for printing/printer or e-distribution.  

 Creates visual elements for a range of online platforms and social media 

presence in order to promote Dementia Australia to wider audiences.   

 Develops and maintains a suite of templates for use internally and 

externally, ie Brochures, Letterheads, PowerPoint & Word templates and 

Event Flyers 

 Responsible for developing and maintaining design assets, including 

logos, photos and artwork, in accordance with a consistent naming 

convention (including version control standards) and storage processes 

aligned to those of the Marketing department. 
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 Actively collaborates as a member of the Marketing Operations team and 

contributes to project delivery by communication with stakeholders via 

Wrike (project management software), and manages the production of 

collateral from concept to completion including managing of external 

suppliers. 

 Updates design skills regularly and actively seeks out new ideas, concepts 

and creative thinking that can be utilised within design work.   

Management 

Support 

 Build a cooperative and supportive culture and build positive working 

relations across the team 

Organisational 

Responsibilities  

 Communicate and act in ways that are consistent with the organisation’s 

values.  

 Support and promote the work of the organisation, maintaining a positive 

image of the organisation. 

 Apply and uphold the principles of a respectful, inclusive and diverse 

workplace, free from discrimination, harassment or bullying.  

Policies and 

Procedures  

 Adhere to, and comply with organisational policies, processes and 

procedures, using appropriate systems where required.  

 Model the organisation’s values, play a role in raising the profile of these 

values and associated behaviours across the organisation.  

 Demonstrate a strong commitment to a quality culture, implementing 

standards of excellence and a continuous improvement business focus.  

 Support and promote a strong safety culture by ensuring all work 

activities are performed in compliance with the organisation’s Work 

Health and Safety Policy. 

Qualifications: 

Graphic design qualifications and/or a minimum of four years’ experience in the design and 

production of graphic resources. 

Experience, Skills and Knowledge: 

1. Four or more years’ experience in a similar graphic design role*  

2. Excellent interpersonal and communication skills (written and verbal)*  

3. Proven capability in designing for print, online and motion graphics on a PC  ( InDesign and 

Photoshop)* 

4. Superior organisational skills and attention to detail*  

5. Capacity to work with minimum supervision, ability to prioritise*  

6. Familiarity with the Web Content Accessibility Guidelines* 
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7. Commitment to working toward team goals   

8. An empathy and concern for people with dementia and their carers* 

* Key selection criteria 

Conditions of Employment: 

 A six month qualifying period applies to all new incumbents. 

 Salary packaging is available. 

Additional Requirements: 

The (prospective) employee will be required to: 

1. Maintain a current driver’s licence in the relevant state. 

2. Provide evidence of entitlement to work in Australia, the maintenance of such entitlement being 

critical to continuance in the role. 

3. Undertake a Police Check prior to being offered the position. 

4. Be flexible in work hours at times to meet the reasonable demands of this position. 

5. Be willing to undertake travel as may be required with the position. 

Signatures: 

The employee’s signature indicates: 

 that the employee has read, understood and accepted this Position Description. 

 that the employee is not aware of any condition (physical or psychological) which may 

negatively impact on his/her ability to carry out the duties as described. 

 

Employee: Manager: 

 

Name:  __________________________  Name:  __________________________ 

 

Sign:  __________________________  Sign:  __________________________ 

 

Date: __________________________  Date:   __________________________ 

 

 


