POSITION DESCRIPTION

POSITION:  

GRAPHIC ARTIST 



LICENSE:  Yes




(BMRC – Part Time)

DEPARTMENT: 
Marketing & Department   


GRADE: 9 
REPORTS TO: 
Director of Marketing
 


STATUS: Exempt
POSITION SUMMARY:

This position is responsible for all graphic design duties, plus implementation and production responsibilities for Bay Mills Resort & Casinos, Kings Club Casino, Wild Bluff Golf Course and Bay Mills Indian Community. 
ESSENTIAL FUNCTIONS:

1. Development of advertising campaigns. 
2. Complete concept and design of necessary campaign elements, e.g., print ads, posters, slot toppers, invitations, menus, etc. on time and according to job schedule.

3. Prepare art files for production per instructions of each vendor and medium.

4. Monitor press checks on complex print projects to ensure design is properly produced according to designer’s intentions.

5. Do in-house production of posters, backlit signage and printed materials.

6. Create and implement digital media for card reader ads, digital signage and digital advertising campaigns.

7. Maintain content on the website for the casinos and golf course. 

8. Assists Marketing Department as needed for promotions and special events.

9. Maintain organized file of completed work via server and on other devises.

10. Other duties may be assigned within the scope and complexity of this position’s essential functions.

11. Must attend all mandatory trainings designed by the Human Resources Department and/or Department Manager including Title 31.

PHYSICAL REQUIREMENTS:

While performing the duties of this job, the employee is regularly required to sit with occasional standing and walking.  Occasionally the employee must bend, squat, and crouch.  The employee is occasionally required to use hands for firm manipulation and reach with hands and arms above shoulder level.  The employee must occasionally lift and/or move up to 25 pounds.  


POSITION REQUIREMENTS:

1. Education in graphics art is not necessary, but preferred.  Experience in a similar position is helpful.

2. Must be knowledgeable of 4-color process design and set-up and understand various medium effects on design.

3. Must be proficient in freehand illustration skills.

4. Must be proficient in with HTML, InDesign, Joomla, Microsoft Office, Adobe Creative Suite, Freehand, Flash, Fireworks, Dreamweaver, in MAC format.  

5. Retail design and/or casino experience is helpful.  

6. Must be able to work under pressure and adhere to deadlines.

7. Must be able to travel.

8. Must posses a personable, customer service attitude along with strong organizational ability to handle multiple tasks simultaneously.

9. Must present a well-groomed, professional appearance and speak, understand and write in the English language.

10. Excellent communication and interpersonal skills.

11. Must be flexible and able to work any day and hours as needed by casino.

12. Must assist with Marketing Department functions as needed. 

13. Must have an excellent past work record.

14. Must be able to obtain a gaming license through the Bay Mills Gaming Commission and maintain eligibility throughout employment.

15. To perform this position successfully, an individual must be able to satisfactorily perform each function listed under the essential functions and physical demands categories of this position description.

PREFERENCE:
Preference will be given to those of Native American descent.

CLOSING DATE:  
March 24, 2017 (4:30pm)

APPLY TO:

Send Resume and/or Application to:




Heather Lyons; Recruiter




Bay Mills Human Resources Department





12124 W. Lakeshore Drive




Brimley, MI  49715




hrleapley@baymills.org



Subject: Graphic Artist
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