
������������������������������������������������������������������������������������������
��������	�
����
��������������
����������������
���������������������� �������������������������������

����
����� �!"�#� $�%� ��%$&�#"'$"%����� �!"�#� $�%� ��%$&�#"'$"%����� �!"�#� $�%� ��%$&�#"'$"%����� �!"�#� $�%� ��%$&�#"'$"% ����

��������������������������������������������������� �������������������������������������������������������������� �������������������������������������������������������������� �������������������������������������������������������������� ������������ ���
 

GUADALUPE CULTURAL ARTS CENTER JOB DESCRIPTION 
 
 
Job Title:    GRAPHIC ARTIST 
 
Supervisor's Title:   Director, Development   Status:  Exempt 
 
General Purpose:  The Graphic Artist designs all materials to market and publicize the 
Guadalupe's events and programs to the public. The person also is responsible for scheduling 
the production of all such materials and seeing that they are delivered in a timely fashion. The 
artist should develop a recognizable brand image for the Guadalupe Cultural Arts Center as 
well as ones for signature events. Designs and updates the GCAC web site. 
 
Essential Duties & Responsibilities: 
 
Communicates the image and the message of the Guadalupe through his/her visual work, and 
must work closely with the Program Directors, Development, PR/ Marketing the Gift Shop, and 
the Endowment Office to effectively market and publicize the Guadalupe as a whole. 
 
Discusses up coming events with Staff to gain knowledge about the 
events/programs/campaigns and develops graphics accordingly.  Creates an on-going 
production schedule. 
 
Designs and prepares designs and marketing materials for GCAC programs from concept 
through production, and final delivery. Designs and formats the GCAC Tonantzin magazine 
issues, newsletters, mailings, newspaper ads, brochures, flyers, CDs, videos, posters, signs, 
etc. utilizing desktop publishing computer software programs (Photoshop, Pagemaker, Adobe 
Illustrator or other current software programs). 
 
Must be responsible for including donors of the Guadalupe on all materials and any other 
pertinent program/acknowledgment information as required by each graphics project. 
 
Negotiates prices and contracts with printers and submits them for approval to supervisor.  
Prepares paperwork, specifications hard copies, folding drafts, black/white and color rough 
Copies proofs and establishes timelines with printers and ensures compliance with them. 
 
Coordinates finished art work with printers and other service houses.  Must be able to utilize 
electronic computer files, software programs, scanning procedures, file conversions and page 
layouts. 
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Ensures computers, scanners and printers are properly maintained and upgraded when 
needed. 
 
Keeps Graphics Office fully supplied with computer and arts supplies. 
 
Performs related duties as assigned or as the situation dictates. 
 
 
Required Knowledge, Skills and Abilities: 
 
Advanced computer skills. 
 
Knowledge of graphics design. 
 
Ability to create artistic designs. 
 
Refined sense of aesthetics. 
 
Ability to work with little or no supervision. 
 
Ability to work well with all staff. 
 
Fluency in both English and Spanish 
 
 
Required Education & Experience: 
 
Bachelor's Degree in Visual Arts, Computer Graphics, Design or other Visual  Technology. 
 
At least two years experience in Computer Graphics and Web Design. 
 
Marketing experience preferred. 
 


