
 
Position:   Marketing and Graphic Design Specialist  

Reports to:   Executive Director  

Position Classification:   Salaried/Exempt 

Hours:   Full-time, blended office and remote options 

 
Job Summary:   
As a member of the Development and Communications team, the Marketing and Graphic Design 
Specialist will design marketing, development and communications collateral from concept/idea to 
finishing point, provide marketing and graphic design expertise, and assist the team to develop a diverse 
and inclusive brand for the Norfolk SPCA Adoption Center and veterinary clinics for both internal and 
external audiences.  
 
Duties and Responsibilities: 

 Design print and electronic marketing materials such as brochures, flyers and postcards, email 

graphics, social media graphics, direct mail appeals, event collateral, grant and major gift 

proposals, campaign materials, presentations, operational and educational manuals, signs, logos 

and promotional items; 

 Collaborate with the Development and Communications team and outside vendors on the 

redesign and management of the website; 

 Assist with photography and videography;  

 Assist with designing and sending e-blasts in conjunction with content shared on social media; 

 Edits videos for social and digital platforms; 

 Generate content and graphics that builds meaningful connections and encourages interest in 

operational, service, and development; 

 Enhance the visual presentation of the websites with creative graphic designs within brand 

standards; 

 Collaborate with Development and Communications team to complete custom design requests 

and identify design solutions and concepts using brand guidelines; 

 Maintain a dashboard that clearly demonstrates project progress and deliverable timelines; 

 Work collaboratively with all necessary shelter staff, community partners, vendors and 

volunteers, etc.; 

 Assist Communications in the management of social media channels including Facebook, 

Instagram, Twitter, YouTube and TikTok; 

 Collaborate with Executive Director, Development and Communications teams on various 

department projects and initiatives; 

 Achieves a deep understanding of our brand identity, how to use it effectively, and why certain 

standards have been established. Applies that knowledge to all assigned Norfolk SPCA projects 

to ensure deliverables are “on brand.”  

 Acts as internal advisor to extended teams as they apply the brand to several items of content 

and communication channels, ensuring consistent leverage and external experience; 



 Acts as supportive advisor on overall aesthetics of projects, including those being produced by 

outside creative services agencies; 

 Helps maintain image library and file system for completed design projects, helps teams locate 

files and access images to source photos for agency use, etc.; 

 Proofs assigned projects for errors and to ensure adherence to brand identity standards; 

 Collaboratively shares knowledge with peers and internal customers. Offers and suggests 

improvements in processes and guidance docs per experiences working with teams; 

 Customize marketing communications to target diverse audiences including donors, program 

alumni, prospective program participants, and other supporters 

 Conducts market research to identify trends, competitor offerings and demographic data. 

 Create innovative and data driven marketing campaigns using effective marketing and 

promotional channels, including media platforms to be used to communicate with supporters. 

 
Required Education and Experience:  
Bachelor's Degree in Marketing and/or Graphic Design or equivalent years of experience in the field with 
previous graphic design experience, including print, multi-media, web and online design training. 
Individual must be a highly creative and capable professional with a marketing and design background 
who will generate new ideas and assist in developing and managing brand standards, imagery, and the 
identity of the organization.  
 
Preferred Education and Experience: 
Minimum requirements include background in graphic design, plus 12 to 18 months experience working 
in a professional marketing environment handling graphic design, web or online design, advertising, and 
varied communication and design activities.  
 
Additional Eligibility Qualifications:  
This position requires strong organizational skills, flexibility, and an eye for detail, creative thinking and 
the ability to work within a team environment. This individual should be versatile and able to move 
between technical and creative projects as required. Solid graphic design training in a MAC 
environment, along with PC based application knowledge for Microsoft Outlook communication. The 
ideal candidate must think creatively to execute on new and innovative ideas while using a wide range 
of media products and design tools. Must have knowledge of Adobe Creative Suite design software, 
including but not limited to Photoshop, Illustrator, and lnDesign. Knowledge of website software and 
other design programs such as Word Press, Dreamweaver, Flash and Adobe Acrobat a plus. Professional 
photography experience a plus. Must be comfortable and willing to learn about all aspects of work in an 
animal shelter environment. Passion for the mission of the Norfolk SPCA and animal welfare. 
 
Please send letter of interest, 3 professional references, resume, and employment application to: 
Human Resources at humanresources@norfolkspca.org. Employment application can be downloaded at 
https://norfolkspca.com/employment/.  
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