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JOB DESCRIPTION


Job Title:	Creative Manager

Facility:	Brooklyn Park

Department:	Sales

Reports to:	President/ CEO


SUMMARY  
Serve as the Creative Manager for the agency, including design of artwork and/or illustration for internal projects, and external clients as assigned by the Creative Director. Works with Project Management for project communication, schedules/timelines, and quality control. Manages creative preparation of files.

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following.  Other duties may be assigned as needed. 
· Taking direction from Creative Director or Project Management of Agency, the Creative Manager leads the internal day-to-day creative production of assigned projects from inception to completion. 
· Understand the agency’s end-to-end services positioning/capabilities and be able to speak to them internally
· or in existing or new client meetings as needed.
· Manage all assigned projects to budget and timeline goals while delivering a high-quality end-product. 
· Attends sales/client meetings as needed. 
· Controls the purchasing of art supplies and inventory.  
· Responsible for set-up of creative job ticket and coding work correctly in Workamajig.  
· Art directs photoshoots to ensure accurate placement/composition of photography in layout. 
· Manages all creative file preparation. 
· Acts as in-house photography resource.
· Develop and maintain internal partnerships with other departments including but not limited to: Account
· Management, New Business Development, Digital, Data/Analytics, Project Management, and Print Sales.
· Administrative tasks as required.

QUALIFICATIONS
· 10+ years as a graphic designer.
· Strong project management and client service skills.
· Excellent written and verbal communication skills.
· Self-motivated and ability to work independently.
· High level of initiative and ability to work well in a collaborative and dynamic team environment.
· Ability to handle stressful situations and deadline pressures.
· Proficiency in MS Office, Workamajig and all design software (Creative Suite, Photoshop, etc.).
· High school diploma or equivalent, and two-year degree in Graphic Design.

PHYSICAL REQUIREMENTS
· Constant strong communication, sitting, and working on a computer.
· Frequent walking & standing.
· Occasional lifting 20+lbs, pulling, pushing, bending, reaching, kneeling, stooping, climbing stairs.

Occasional: Occupation requires this activity up to 33% of the time (0 - 2.5 hrs./day of 8-hour day)
Frequent: Occupation requires this activity from 33%-66% of the time (2.5 - 5.5+ hrs./day of hour 8-hour day)
Constant: Occupation requires this activity more than 66% of the time (5.5+ hrs./day of 8-hour day)
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