LIVINGSTON-WYOMING ARC

NEW MEDIA INTERN JOB DESCRIPTION
TITLE: New Media Intern




REPORTS TO: Graphics Manager
PROGRAM: Hilltop Industries – Graphics


LOCATION: Mt. Morris
******************************************************************************************

PRIMARY FUNCTION: Provide Design/Layout/Color Separations for the Graphics Department to meet customer order requirements. Operate equipment associated with job responsibilities. Assist Manager or Marketing rep with marketing and selling full line of print services. Assist customers with their printing needs and ensure that customer delivery and quality needs are being met to promote ongoing positive relationships. Have a good understanding of customer service. (MAXIMUM NUMBER: TBD)
ESSENTIAL RESPONSIBILITIES:
· Perform Design, Layout and color separations on customer requested jobs that meet their quality requirements
· Assist the department with maintaining an inventory system that allows for timely ordering of supplies & materials
· Assist with the purchase of materials in a cost effective manner when necessary
· Ensure that the physical plant & equipment is in compliance with safety regulations (OSHA)
· Maintain good professional customer relations & provide excellent customer service

· Attend appropriate staff meetings and trainings
· Coordinate with Quality Control to satisfy customer specifications/requirements while maintaining ISO standards

· Meet or exceed the expectations of our customers through the effective application of an ISO Quality system
· Operate all equipment associated with pre-press operations.
· Provide top quality Graphics design and pre-press workmanship to department staff to complete customer request
· Communicate effectively both verbally and in written form with customers and staff
· Participates in corporate compliance and quality assurance activities as required

· Other related duties as assigned

POSITION PREREQUISTIES:
· High school diploma (or equivalent) with 5 years experience in computer graphics.
· Needs to be proficient in Adobe Suite- Photoshop, Illustrator, InDesign, Quark, PDF file formats, Microsoft Office (Helpful) 

· Experience with Apple and PC computers
· Able to maintain composure under pressure or during emergencies and able to use sound judgment in decision making
· Able to work well in a team environment
· Able to handle multiple priorities simultaneously
· Able to plan production of open orders to meet customer deadlines
· Safely lift up to 30 pounds
· Valid NYS drivers license with a safe driving record per agency policy
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