
 
 

 

 

JOB ANNOUNCEMENT:  Graphic Designer/Marketing Specialist (Shared Services) 

OPENING DATE:  March 21, 2017 

CLOSING DATE:  Open Until Filled 

SALARY:  $32,000-$38,000 per year, DOE 

STATUS:  Full-time Regular, Non-Exempt  

POSITION SUMMARY:  The Graphic Designer/Marketing Specialist performs advanced, specialized work in 
the graphic design and production of printed materials. This position maintains websites and creates 
electronic mailings as well as monitors, updates and controls social media outlets. The position works with 
the Marketing + Creative Director to ensure materials are created in a timely manner. This position works for 
both Mittleman Jewish Community Center (MJCC) and Portland Jewish Academy (PJA).  

We are seeking a creative, responsible individual who enjoys collaborating and working in a dynamic team. 

Any combination of experience and training that demonstrates the ability to perform the duties of the 
position is qualifying. This would typically include: 

• Bachelor’s degree in graphic design, marketing or a related field 

• Professional graphic design experience that includes the coordination of large projects  

• Experience managing social media 

• Knowledge of modern marketing principles and practices 

Knowledge:  Knowledge of practices, methods and techniques of graphic design and layout, including web 
marketing; social media and internet culture; knowledge of branding with a creative lens; knowledge of 
project management; knowledge of print production industry. 

Skill:  Skill in the use of Adobe Creative Suite; skill in the use of Microsoft Office software applications; and 
all PC applications; skill in use of large production machines is helpful. 

Ability: Ability to project a positive, professional image of the MJCC and PJA; ability to conceptualize 
projects and interpret information to create graphic designs; ability to accept criticism and work with a 
team; ability to adapt graphic design and writing style to differing audiences and purposes;  ability to 
communicate effectively, both orally and in writing; ability to manage and juggle multiple projects and 
shifting priorities; ability to organize and execute work independently, under the pressure of time-sensitive 
deadlines; ability to work with grace and good humor under pressure; ability to meet and deal courteously 
and effectively with other employees, vendors and the public. 

PHYSICAL REQUIREMENTS OF THE POSITION:  Duties are primarily performed in an office environment 
while sitting at a desk for extended periods. This position requires visual acuity within normal limits with the 
ability to discern varying shades of color. Duties require the ability to use a computer keyboard and mouse 
for extended periods.  

 

 

 

 

 



 
 

 

 

TYPICAL EXAMPLES OF WORK:  (These examples represent the essential functions of the position.  They are 
not, however, inclusive of all the duties the position may perform.) 

1.  GRAPHIC DESIGN: Design and coordinate printed materials for MJCC membership promotions, fundraising 
events, arts + cultural events, day camp, fitness classes and more. Create membership campaigns which include 
direct mail, advertisements, and banners. Work with supervisor and marketing team to determine themes, 
design concepts, and timelines for all projects. Create concept design for PJA admissions advertisements and 
events as well as the annual auction. Coordinate with printer to ensure timely delivery of materials or print in-
house. 

 
2.  DIGITAL COMMUNICATIONS: Ensure that websites are current, easy to use, and effectively communicate 

pertinent information. Work with supervisor to manage social media outlets and analyze data through google 
analytics.  Create and disseminate electronic newsletters and email blasts. 

 
3. KNOWLEDGE OF MARKETING PRINCIPLES: Collaborate with supervisor to strategize marketing plans for both 

organizations. Participate in brainstorming concept ideas with audience in mind.  
 

TO APPLY:  Apply online at our website: www.pjaproud.org (select “About Us,” then select “Employment”).  
A completed PJA application is required, as is a resume.  Once you have submitted the online application 
and resume, please e-mail your design portfolio, or link to it, to bewer@oregonjcc.org.   

Portland Jewish Academy and Mittleman Jewish Community Center are Equal Opportunity Employers and 
are open to everyone. 
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