
JO-CARROLL ENERGY 

Summary Position Description 

 

POSITION TITLE:  Graphic Design & Publications Coordinator 
DEPARTMENT:   Communications and Marketing 
REPORTS TO:   Director of Communications and Marketing 
DIRECTLY SUPERVISES: None 
FLSA CLASS:  Non-Exempt (Non-Union) 
JOB GRADE:     

Purpose of Position 
This position combines communication skills with graphic design expertise to assist the 
communications & marketing team in executing an effective communications and member 
engagement strategy. The coordinator will serve as the lead graphic designer, playing an 
integral part in marketing campaign development; updating existing templates and materials 
and creating new designs; will assist in oversight and execution of marketing campaigns; and 
will be a part of the communication and marketing team’s brainstorming and planning process 
to create relevant, holistic campaigns to promote the cooperative, our programs and services. 
Works collaboratively with the team to tell the cooperative story through the creation of 
compelling print, digital and video content consistent with the cooperative’s vision, mission and 
values. This position is responsible for maintaining the cooperative’s web presence. 

This role brings to the team a creative problem-solver who will take the initiative to ask 
questions, anticipate hurdles and bring a positive attitude to work on graphics, advertisements, 
print materials and communication campaigns for use with the co-op’s stakeholders and public.  

Primary Responsibilities and Duties: 
1. Serve as the primary graphic designer and photographer. 
2. Assist with or develop and execute print and digital marketing campaigns. 
3. Design and create a variety of materials to include but not limited to advertising, 

marketing and product brochures, bill inserts, displays, signs, pamphlets, etc. 
4. Ensure all creative materials undergo brand review and adhere to brand guidelines. 
5. Provide primary maintenances of the cooperative’s web presence. 
6. Coordinate production of the cooperative’s newsletter and annual report. 
7. Manage relationships with print vendors. 
8. Work with the team to develop relevant, meaningful content. 
9. ssist with member functions such as the Annual Meeting, Member Appreciation Days 

and other special events. 
10. Promote and represent a positive image for the Cooperative through participation in 

community activities and events of local. May be asked to give presentations to civic 
and school groups. 

11. Create support materials for Cooperative staff and business units, as needed. 



12. Stay current with media and marketing trends and proactively search for opportunities 
to recommend other communications and marketing programs to department manager. 

13. Provide input for the communications and marketing budget. 
14. Act as a back-up for the Director of Communications and Marketing in the event of an 

outage, crisis, or emergency. 
15. Perform any other duties assigned to fulfill the objectives of the cooperative. 

Minimum Qualifications 
1. Four-year degree from an accredited college or university in graphic design, marketing, 

communications or related field OR two-year degree and two years of professional 
experience. 

2. Expert-level skill in Adobe Creative Suite (InDesign, Photoshop, Illustrator, etc.) and 
Microsoft PowerPoint.  

3. Proficiency in Microsoft Office and the ability to write in a professional manner. 
4. Excellent design, writing, editing and proofing skills to develop professional and 

effective communications material.  Candidate should submit portfolio pieces that 
demonstrate abilities in design, writing and other relevant skills. 

5. Experience in – or the desire to learn – photography and videography and basic photo 
and video editing.Capable of making full use of all available tools and technologies. 

6. Effective creative thinking, problem-solving, communication and planning skills. 
7. Self-motivation, attention to detail and the ability to work within deadlines. 
8. Demonstrated high level of interpersonal skills, poise, tact and diplomacy to handle 

sensitive and confidential situation in written and verbal communication.   
16. Must be member-service oriented and possess the ability to work in a fast-paced 

environment, effectively handle multiple projects and priorities, consistently meeting 
project deadlines with a high degree of accuracy and attention to detail. 

17. Enthusiastic team player who takes initiative, able to balance multiple priorities, is detail 
oriented and deadline driven. 

Working Conditions 
1. Normal working hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. 
2. Need to travel independently to various locations both inside and outside the 

Cooperative’s service territory. Some overnight travel may be required.  
3. Usually working indoors in a normal business environment, but with occasional day trips 

in or near service area including site visits with public or areas where crews are working.   
4. Attendance at evening and weekend events will be necessary.   
5. Sitting, lifting, standing walking, pushing/pulling and reaching/stretching.   
6. Must possess and maintain a valid driver’s license and vehicle insurance.  

Physical Demands of the Position 

1. Physical activity, to include walking, stopping, bending, lifting up to 25 lbs., climbing, 
kneeling, reaching, crawling, and pushing.  Repetitive motion with hands and fingers. 



2. Must be able to communicate clearly and accurately for work and safety compliance.  
Must be able to see close and far distances. 
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