
Job Title: Part Time Production Specialist/Graphic Designer 

 

OVERVIEW: 

Under the direction & supervision of the PP&R Marketing Manager, in conjunction with zone services 

leadership, the Production Designer supports the work of several recreation professionals at various 

community centers through the City of Portland.  

BASIC REQUIREMENTS: 

1. 750 hours of recent experience in Production Design. 

2. Demonstrated experience creating a variety of print ready documents including logos, web 

images, posters, banners, brochures, forms, quarterly catalogs, and complete marketing 

campaigns. 

3. Proficient in (professional experience preferred) Adobe CS: InDesign, Photoshop, Acrobat, and 

Illustrator on a PC platform. 

4. Demonstrated graphics and design skills and the ability to follow through on detailed work. 

5. Demonstrated knowledge of methods, practices, and terminology of the printing and print 

production industry 

6. Experience with web based applications including schedule updates, photos, graphics, formats, 

banners, social media and some html.  

KNOWLEDGE, SKILLS, & ABILITIES: 

1. The ability to manage and prioritize multiple projects with aggressive deadlines. 

2. Ability to communicate effectively with diverse groups of people. 

3. Ability to manage time effectively & prioritize work assignments. 

4. Ability to accept constructive criticism and/or supervision.  

5. Ability to represent Portland Parks & Recreation in a professional manner and follow 

organization’s rules, policies, & procedures. 

6. Ability to follow direction & communicate verbally & in writing. 

7. Ability to operate a computer and advanced graphics, design, presentation and desktop 

publishing software to create visually appealing and effective graphic designs and layout and 

visual materials. Experience with newsprint preferred. 

DUTIES AND RESPONSIBILITIES:  

1. Complete routine production design assignment in compliance with PP&R graphic standards 

and carry them through all design and print projects (as applicable). 

2. Design and prepare electronic and print promotional campaign materials, which may include 
posters, newspaper advertisements, table tents, tickets, banners, handbills, logo design etc.  

3. Accurately display a wide range of information and coordinate the duplication and 

reproduction of graphic materials into finished products or documents and may be asked to 

occasionally perform basic data collection tasks. 

4. Build, pre-flight, process, store and back-up of all advertising/marketing promotional 

materials. 



5. Offer proofs for ads and promotional materials for advertising/events/audience 

development teams. 

6. Spot potential technical problems before they happen. 
7. Gain knowledge and understanding of Active Net software and registrations systems 

(system used for customers to sign up for activities within PP&R system).  

8. Continually update knowledge of graphics and mapping software, & computer technology. 

9. Attend staff meetings and training as requested by supervisor.  
10. Keep accurate track of work hours on office timesheets and submit them on time. 

 

HOURS: Part time—hours and workload fluctuates with peak times quarterly averaging 10-25 

hours a week. 

RATE:   $21.00-25.40 DOE 

 


