
 
 

 
 
 

JOB DESCRIPTION 
 

POSITION: Art Director 

DEPARTMENT: Marketing 

FULL TIME OR PART TIME: Full Time 

CLASSIFICATION: 
(Annual Salaried; Annual Hourly; Seasonal 
Salaried; Seasonal Hourly) 

Annual Salaried  

SCHEDULE: 
Describe typical schedule (weekdays, weeknights, 
holidays and/or weekends) 

M-F  9-6, able to work overtime as needed 

EXEMPT OR NON-EXEMPT STATUS: Exempt 

IMMEDIATE SUPERVISOR: Director of Marketing and Communications 

 
 
STATEMENT OF JOB:  
The Art Director works with the theatre Artistic Director to bring the vision of productions to life through 
concept and graphic design. Additionally, the Art Director is responsible for establishing and maintaining the 
Alley Theatre’s visual identity and oversees the creation of all design collateral to promote the Theatre. The Art 
Director is also the principal graphic designer, responsible for creating the majority of print collateral and 
supervises all projects from concept to completion. In addition, the Art Director directs other designers, either 
on staff or freelance, and reviews/edits any graphic design produced by other departments to maintain brand 
consistency. 
 
JOB DUTIES:  

 Collaborate with Artistic Director to develop key production artwork  

 Establish and maintain brand style and guidelines and oversee consistency of use 

 Conceive and design collateral including, but not limited to: paper system, key art, logos, direct mail, 
posters, brochures, annual reports, programs,  signage, digital/print ads, website graphics, social and 
e-marketing, video, and touch screens 

 Work with the Director of Marketing to maintain graphics production schedule  

 Produce and/or coordinate materials for annual Subscriber Renewal and Acquisition campaigns 
including direct mail packets, invoices, and season brochure 

 Support the fundraising efforts of the Development Department with creative collateral for special 
events, fundraising campaigns, patron and donor communications, and sponsorship acquisitions 

 Obtain estimates for printed materials and services and coordinate production with outside vendors 

 Copywriting, editing, and proofing as needed, adhering to brand style guide 
 

 
In addition to the duties listed above, the Alley Theatre expects the following of each employee:  adheres to 
Theatre’s policies and procedures; works in a safe manner;  performs duties as workload necessitates; 
maintains a positive and respectful attitude; communicates regularly with supervisor about department issues; 
demonstrates efficient time management and prioritizes workload; demonstrates regular and consistent 
attendance and punctuality; meets department productivity standards; participates in Alley Theatre events as 
needed or required; and completes other duties as assigned. 
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REQUIREMENTS:   
 

 Minimum 6 Years of graphic design or art direction experience, magazine or performing arts 
experience a plus 

 Good communication skills key 

 Able to build collaborative relationships with team and other departments 

 Excellent aesthetic judgment and strong leadership skills to oversee work of other artists and designers 

 Must be highly creative, a conceptual thinker and idea generator 

 Able to solve complex design problems resourcefully 

 Ability to work independently and support department 

 Adaptable, receptive, flexible to changes in pace, priorities and workload 

 Detail oriented  

 Proficient on Mac OS; Expert in Adobe Creative Suite; Solid knowledge of MS Office, video editing a 
plus  

 Extensive design and mechanical production knowledge 

 Knowledge of printing, binding, prepress, and specialty techniques 

 Able to work some overtime as needed 
 

 
Please submit resume, cover letter, and design samples to: graphics@alleytheatre.org 

Application Deadline: Open Until Filled 
Anticipated Start Date: As soon as practical 
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