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Job Title:  Design Assistant
Reports to:  Graphic Services Coordinator
Starting Pay:  $10/hr
Revision Date:  03/21/22
Kilcawley Center Student Union Overview: 

Kilcawley Center Student Union is more than just a building.
To complement the academic mission of the University and to promote a thriving campus community. Kilcawley Center enhances the University community by providing:

· Inclusive environments where all people are valued through quality programs, dining, retail and support services.

· Student involvement and leadership development opportunities through student employment that offers learning and experiences outside the classroom.

· Facilities and programs that encourage interaction among the University Community.

Kilcawley Center at Youngstown State University strives to create an innovative and inclusive environment acting as the epicenter for campus engagement by complementing the overall academic experience. We are committed to building community by providing programs, experiences, and promoting institutional pride that encourages student development and engagement within our facility and on our campus.

Job Summary:


Assists in creating print and digital designs for a range of needs, including advertisements, banners, posters, flyers, logos, and social media content, etc. Other support activities include, but are not limited to communicating with customers, printing, and finishing (cutting, laminating, mounting), photography, videography, and ringing register sales.
A. Primary job responsibility 
1. Create new designs and/or update existing

2. Manage communications with customers through email, in-person and over the phone

a. Gather necessary details (content, images, sizes, printing material/finishing)

b. Submit proofs and make changes as requested

c. Be open to receiving critiques of designs

d. Notify customers when orders are ready for pick-up
3. Print large and small format projects

a. Change paper rolls up to 42 inch wide in large format printer

b. Fill paper trays in Xerox printer
4. Complete finishing: cut/trim using an x-acto knife, mount and/or laminate
5. Figure pricing and complete billing forms

6. Ring cash sales on register
7. Count cash drawer on opening and closing shifts

8. Provide excellent customer service 

9. Attend all staff trainings, staff meetings and professional development workshops/lectures

10. Create and maintain a safe and inclusive environment for all Graphic Services patrons
11. Perform other duties as assigned
B. Knowledge, Skills and Abilities  
1. Knowledge of Kilcawley Center Student Union and KC policies and procedures.
 

2. Have knowledge of the Adobe Suite, specifically InDesign, Illustrator and Photoshop 
3. Technical knowledge of design principles: typography, consistency, alignment, color

4. Technical knowledge of file formats and print-ready requirements – (resolution, color mode)
5. File management/organization – have knowledge of or be open to learning 
6. Excellent Customer Service skills 

7. Effective verbal and written communication skills

8. Ability to learn new software programs and technical equipment.

9. Cumulative 2.0 GPA

C. Physical Requirements

1. Lifting 10 ~ 20 pounds (large format paper rolls)

D. Opportunities for Skill Development on the Job
Common Outcomes
1. Professionalism

2. Communication

3. Critical Thinking

4. Problem Solving

Job Specific Outcomes
5. Increases proficiency in the completion of designs
6. Increases technical knowledge of Adobe Suite
7. Customer relations

8. Autonomy/initiative

9. Planning and organization

10. Support an inclusive environment

11. Responsibility/accountability
12. Teamwork/relationship building
13. Management/adaptability/administrative skills
E. Apply online at https://ysu.edu/kilcawley-center/jobs
