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Preserving America’s Heritage

POSITION DESCRIPTION

SERIES - 0301

PRINT/WEB DESIGNER:  [GG-11/12]

ADVISORY COUNCIL ON HISTORIC PRESERVATION 

Summary

This position is located in the Office of Communications, Education, and Outreach (OCEO) of the Advisory Council on Historic Preservation (ACHP), Washington, DC. OCEO conveys the ACHP’s vision and message to partners, customers, and the general public using a full array of print and electronic media. Applying agency graphic standards, OCEO develops and produces all ACHP print, Web, and event products, including special reports, brochures, forms, exhibits, and Web sites. 

The ACHP is an independent Federal agency established by the National Historic Preservation Act of 1966, which directs the agency to advise the President and the Congress on historic preservation maters, and entrusts the ACHP with the unique mission of advancing historic preservation within the Federal Government and the national historic preservation program. The ACHP has 35 full time staff operating with a budget of $4,536,000 for fiscal year 2005. 

Major Duties

With oversight by the Director, OCEO, the Print/Web Designer will work within established brand and technical guidelines to provide graphic design and design maintenance for print projects that convey and explain the ACHP’s message. With oversight by the Director, OCEO, and in consultation with the ACHP Web Manager, the incumbent also will design, script, optimize, and troubleshoot Web pages. General responsibilities include:

· Redesign of existing Web sites

· Development of new Web sites, Web databases, and Web applications, as needed

· Redesign and production oversight of ACHP print and exhibit materials

· Development of new print and exhibit materials, as needed

The incumbent will be responsible for redesigning and building the ACHP’s various Web sites using a variety of graphics software applications, techniques, and tools while following the ACHP’s established graphic standards. 

The incumbent also will conceptualize, design, and produce print materials such as flyers, course registration materials, signage, and exhibits. He or she will be responsible for designing and producing print-ready art including brochures, forms, reports, booklets, and digitizing graphics and photos. The incumbent will import word processing files into page layout software, as needed. 

The Print/Web Designer will coordinate the printing production process, including writing printing and other reproduction specifications; selection of ink, paper, and print quality; and inspection of proofs for accuracy. He or she also will consult with ACHP staff to identify their graphics needs, budget constraints, and project deadlines. Finally, he or she is responsible for maintaining accessible digital records of work they produce. 

In addition, the position requires strong organization and communication skills, attention to detail, good time-management skills, and ability to work as part of a team. 

Knowledge Required by the Print/Web Designer

The following have been identified as being important to the performance of this position and the 

The Print/Web Designer must possess the following knowledge, skills, and abilities:

· Proficiency in Dreamweaver; Illustrator; Photoshop; Cold Fusion/database integration; HTML; XML; CSS; JavaScript; Flash; FTP; and at least one server-side scripting language such as CGI or ASP/VBS

· Proficiency in PageMaker/Quark XPress; Acrobat; Word; Powerpoint; and Access 

· Proficiency in creating print and Web graphics using a range of media, methods, and techniques 

· Proficiency in print and online photograph requirements and procedures

· Knowledge of printing and reproduction processes and techniques 

· Knowledge of Section 508 and security requirements for Federal Web sites

· Knowledge of cross-browser and mobile-device compatibility protocols

· Excellent verbal and written communication skills

· Excellent visual design esthetics and formal print and Web design training

· Strong interpersonal skills and the ability to effectively communicate with a wide range of individuals

· Ability to work quickly and manage multiple projects and timelines

At a minimum, the incumbent must have three years of experience directly related to this Print/Web Designer position description. 

Supervisory Controls
The incumbent works under the supervision and oversight of the OCEO Director, and in coordination with the ACHP Web Manager for Web related tasks. The Director OCEO provides general administrative and policy direction defining the Print/Web Designer’s assignment in terms of broad agency mission goals and priorities. The Web Manager is responsible for writing and editing Web page content, and working with the incumbent to coordinate layouts with content. The incumbent works under general administrative supervision in carrying out duties and major responsibilities. The incumbent and Director mutually determine the time frames for completion of projects or assignments. Completed work is reviewed by the Director OCEO for overall effectiveness in accomplishing goals and objectives.

Guidelines
The Print/Web Designer adheres to generally accepted industry standards for print design, Web site design, and application of sound visual design principals. The incumbent uses sound judgment coupled with on-the-job experience to inform development of work products that insure the finished products meet or exceed industry standards.

Complexity
Responsibilities of the incumbent are diverse, requiring professional maturity, decision-making capabilities, sound judgment, and good communication and personal interaction skills. The incumbent must be able to move either print or Web design projects from the conceptual design phase to completion. The Print/Web Designer must create high-quality design products that take into account the requestor’s expressed objectives, agency mission, and end-users.  Projects require consultation with the project requestor to determine audience, use, timing, and budget, if applicable.

Print projects may require creating several design concepts and subsequent revisions and adjustments. After creating electronic files, the incumbent must develop clear print production instruction and standardized bid requests. This process may also require coordination with outside contractors, the U.S. Government Printing Office, and other vendors.

Similarly, creation of Web pages, online surveys, and other Web-related design and functionality tasks are equally complex and challenging, frequently requiring coordination with both ACHP staff and outside vendors. Coordination with both the product requestor and end user is necessary to ensure a user-friendly interface. Coordination with the ACHP’s Internet service provider will be necessary for some Web site modifications. 

Scope and Effect
The incumbent is responsible for graphically conveying ACHP’s image and message to Federal agencies and other preservation partners, the general public, and others through a coordinated suite of print and Web materials. The Print/Web Designer, with oversight of the Director, OCEO, is expected to produce print and Web materials in a way that demonstrates the ACHP’s professionalism and leading position in the preservation community as the policy adviser to the President and Congress on historic preservation issues.   

Success of the incumbent’s activities affects the role of the ACHP in the national historic preservation program and its relationship with its partners, and must consistently be of a high quality. The most visible products are those associated with the ACHP’s administration of the annual Preserve America Presidential Awards program, which includes a call for nominations, awards brochure, a special Web site for media coverage, printed event program, and more.

Personal Contacts
Contacts outside the ACHP include printing companies, the U.S. Government Printing Office, technical support personnel, and may also include Preserve America partner agencies and others. Contacts internal to the ACHP include all staff, and occasionally ACHP members: eight non-Federal members appointed by the President; a member of an Indian tribe or Native Hawaiian organization appointed by the President; a governor and mayor appointed by the President; the Secretaries of Interior, Agriculture, Defense, and Transportation; the Administrators of the Environmental Protection Agency and General Services Administration; the Chairman of the National Trust for Historic Preservation; the Architect of the Capitol; and the President of the National Conference of State Historic Preservation Officers. 

Purpose of Contacts
Contacts are to facilitate the Print/Web Designer’s ability to design and produce necessary print and Web materials to further the goals and objectives of the ACHP and National Historic Preservation Act. Contact with ACHP staff will identify specific office needs ranging from on-line surveys, materials for conduct of successful training courses, to design and formatting of special reports. To print jobs costing over $2,500 the incumbent may need to work with the Government Printing Office to secure a printing company services. Print jobs under $2,500 can be arranged in-house but will require close coordination with printing companies.

Physical Demands
Work is normally sedentary, requiring a minimum of physical exertion. 

Work Environment
Work is performed in an office setting.
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