
SDA The Graphic Design Lead serves as the group’s primary 
graphic content creator, as well as a brand consistency 
monitor for all internal and external media. This position 
is in charge of leading any event or organizational 
branding efforts, and has the authority to make decisions 
on the graphic direction of minor projects, superseded 
only by the Director. For major projects, the Graphic 
Design Lead will establish a timeline with the Director, 
and submit a branding identity proposal to the team, 
before further refinement. The distinction between major 
and minor projects, and whether or not a proposal is 
necessary will be determined by the Director prior to 
the project beginning. Once a project’s graphic content 
has been created, the Graphic Design Lead is responsible 
for outlining specifically how the content should be 
implemented, and liaising with print shops to order any 
printing that may be necessary. With the approval of the 
Director, the Graphic Design Lead can delegate graphic 
content creation to other members of the SDA, but 
retains the authority to approve all final designs. This 
position works closely with the Web Coordinator, the 
Communications Officer, and the Copywriter.

Duties include:

• Creating all graphics for posters, newsletters, 
promotional material, events, social media, and other 
purposes and needed.

• Creating or improving the SDA’s internal branding 
guidelines. 

• Formatting any new internal documentation.

• Delegating design work to other team members as 
described above, and leading any large, team based 
branding efforts.

GRAPHIC DESIGN LEAD



SDA • Reviewing all internal and external graphics 
and documentation for brand consistency, and 
recommending changes if necessary.

• Required to upload all completed working files to the 
current communal file sharing system (ie. Google 
Drive) during a project, or within one week of a 
project’s completion. Files should be named and 
organized according to the group’s Guidebook, and 
should include all working files - editable, packaged 
and unlocked. (ie. no flattening of elements or 
otherwise preventing future editing or use).

PLEASE NOTE

As this is a skill based position, we are asking candidates 
submit a “mini-portfolio”, which we will post on our 
website next to your bio. Requirements are:

• Two 11x17” pages (JPEG) displaying two existing 
graphic design projects that you’ve completed. Layout 
is up to you, but make it your best!

• Please do not submit group work for this submission.

Please submit your images as attachments to the email in 
which you send your bio, clearly labelled as your first and 
second page.

Submissions are due on March 17th at midnight.
We look forward to seeing your submissions!


