JOB DESCRIPTION


JOB TITLE: Graphic Designer		TEAM: PR & Communications

POST HOLDER:				

DATE: January 2026		PREPARED BY: Rachael Murray


OVERALL PURPOSE OF THE JOB: 
To provide effective graphic design for printed and digital communications materials across NWT, ensuring a consistent visual brand.


REPORTING TO: PR & Communications Manager


REPORTING TO POST HOLDER: Possibly volunteers and interns/work experience

OTHER WORKING RELATIONSHIPS:

· Internal:
NWT Graphic Designer
Heads of Teams, Key Officers 
All staff from time to time
Volunteers
 
· External:
Printers, publishers, designers 
Media and publications contacts within the Wildlife Trusts nationally and regionally
Freelance editors and copywriters 
Event organisers


MAIN DUTIES:

1. Use the Adobe Creative Suite (especially InDesign and Photoshop) to produce designs for a range of products and activities, such as leaflets, advertising, posters and campaigns.  

2. Provide graphic design for NWT major publications including our members’ magazine, events leaflets and annual report. This includes meeting production timeline, content management and amends, design and proof reading.

3. Manage a design booking process to co-ordinate demand and deliver timely design across the organisation

4. Develop design briefs, thinking creatively to produce new ideas and concepts, demonstrating illustrative skills with rough sketches and choosing the appropriate media and style to meet the objectives.

5. Work on layouts and artworking publications and other communications ready for print/distribution

6. Commissioning and managing design work through external designers as and when required

7. Assist with the development of the NWT visual identity and brand guidelines to ensure publications and communications are current, relevant and engaging to their intended audiences.

8. Liaise with printers and suppliers to secure the best deal and product for NWT 

9. Liaise with illustrators and photographers as required.

10. Work as part of a team with printers, editors, freelance copywriters, photographers, illustrators, other designers, web developers and other specialists as required. 

11. Keep accurate computer and paper records, ensuring that all relevant filing systems remain effective and well ordered.

12. Maximise accessibility of NWT publications and communications to meet NWT’s  Equality, Diversity and Inclusion commitment


OTHER DUTIES:

1. Proofreading and managing other proofreaders to produce accurate and high-quality work 

2. Delivering and supporting on film editing using Adobe Premier Pro (desirable)

3. Keeping up to date with emerging technologies in design and digital media (particularly the Adobe suite)

4. Ensure NWT meets its environmental commitments when sourcing printed materials


PERSON SPECIFICATION:

· Talented and confident user of Adobe InDesign (essential), Adobe Photoshop (essential), Adobe Illustrator (desirable) and Adobe Premier Pro (desirable)
· At least a basic understanding of Canva (desirable)
· Experience of designing for print and digital7
· Creative flair, originality and a strong visual sense
· Strong PC and Microsoft Office skills
· Confidence to present and explain ideas to colleagues and clients
· The ability to grasp client needs and consider practical solutions
· Highly organised 
· Attention to detail
· Able to balance work on several projects at a time
· Good teamworking skills
· A matter-of-fact approach when ideas or designs are rejected.
· An interest in graphics, typography and new developments in design software

We value respect, integrity, trust and responsibility. We want our people to be as diverse as nature itself and so we particularly encourage applications from those currently under-represented within our sector, including people from minority ethnic backgrounds and people with disabilities. We welcome people of all backgrounds and levels of experience with nature and continually strive to improve our culture and practices. We are committed to creating a movement that recognises and truly values individual differences and identities. Please let us know if you require any adjustment processes to make our recruitment process more accessible.


LIMITS OF AUTHORITY:



CONDITIONS OF SERVICE:


