
 

 

Title Graphic Designer/ 

Marketing Coordinator  

Reporting to COO 

Location HQ Effective Date June 1, 2020 

FLSA status Non-Exempt Status Full-time 

 

Summary/Objective:  The Graphic Designer/Marketing Coordinator supports the implementation of 

marketing and advertising initiatives.  

Essential Job  Duties (Reasonable accommodations may be made to enable individuals with disabilities 

to perform the essential functions.) 

GRAPHIC DESIGN (50% of time) 

1. Consistently produces creative and accurate graphic design artwork to support all marketing 

efforts (including website, marketing materials, in store graphics, email blasts, and social media). 

2. Presents sample of finished layout sample to the creative director for approval. 

3. Support the marketing department by maintaining website content. 

4. Supports the team with product photography. 

5. Maintains the marketing materials artwork library.  Catalogs and files all materials in a logical 

and easily accessible manner; ensures they are continuously up to date. 

ADMINISTRATIVE SUPPORT (30% of time) 

1. Reporting 

a. Prepares marketing reports by collecting, analyzing, and summarizing sales data. 

b. Produce marketing reports as requested including: weekly merchandising reports and 

weekly/monthly best sellers 

2. Provides administrative support to HQ functions as needed 

MARKETING SUPPORT (20% of time) 

1. Work in collaboration with the Marketing team to fulfill day-to-day activities that lead to the 

completion of Marketing projects and tasks on time and on budget.   

2. Maintains branding standards on all marketing materials. 

3. Works with retail stores to support the marketing needs of promotional instore events and pop-

ups by identifying, assembling, and coordinating materials. 

4. Works effectively with all internal teams to create cohesive designs that reflect our corporate 

brand, culture and goals. 

 

 

 

 

 

 



Competencies 

1. Adaptive design eye and skill  

2. Exceptional technical computer skills in Microsoft Office and graphics design using Adobe 

Suite of products  

3. Results oriented with a customer focus 

4. Thoroughness and attention to detail 

5. Familiarity with CRM systems, direct marketing, market segmentation, marketing research, 

project management, reporting research results, understanding the Hammer Made customer 

6. Shows a high level of initiative  

7. Time management skills and the ability to multi-task 

8. Ability to communicate effectively and clearly, reflecting an appropriate sense of urgency to 

all levels of management with a collaborative style  

9. Ability to absorb and apply constructive criticism from peers and management 

10. Positive and helpful attitude – good team player – willingness to learn 

11. Flexibility with changing project demands 

12. Strong organizational skills 

Supervisory Responsibility:  This position has no supervisory responsibilities. 

Required Education and Experience 

• Bachelor’s Degree in Graphic Design, Fine Art Design, Marketing or related discipline, preferred.  

• 1-3 years experience with Adobe Suite (Illustrator, Photoshop and InDesign), specifically with 

mockups, web design and multimedia presentation  

• 1-3 years in professional commercial design, preferably with a marketing or creative agency  

• Experience organizing and maintaining digital files. 

 

Work Environment:  This job operates in an office setting. This role routinely uses standard office 

equipment such as computers, phones, copiers, filing cabinets, digital cameras. 

Physical Demands (The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job).  This is largely a sedentary role; 

however, some standing/walking is required. The employee is frequently required to sit for long periods 

of time.  Excellent vision as well as color vision are required for this position 

Position Type and Expected Hours of Work:  This is a full-time position. Days and hours of work are 

Monday through Friday, 8:30 a.m. to 5 p.m. Occasional evening and weekend work may be required as 

job duties demand. 

Travel:  No travel is expected for this position. 

 


