THE MAIN STREET PLAYER’S  LTD.

JOB DESCRIPTION

Graphic Designer
Upline/Reports To:   Secretary

Downline/Manages: none, non-Board position
· MSTC Company Member in good standing

· Design, Prepare, Publish and arrange for printing of all Playbills.  Ensure that ample Playbills are printed for each Production and arrange for their delivery to the Theater in a timely manner. 
· Ensure that all Playbills are prepared and given to the Producer of each production a minimum of 10 days prior to opening to allow for proofreading

· Get finished file of Playbill Printed in sufficient time to allow for finished Playbills to ready for folding no later than 2 days before opening night/day.

· Collect logos for all shows once a new season is announced
· Design road signs.  Either prepare file for the sign maker or design and print transparencies for the sign making committee (deliver finished product to Director of Marketing)
· Responsible for the design and printing (where applicable) of the following:
· Upcoming Season Flyers and Season Subscription Forms for distribution by Director of Marketing
· Flyers for each show including Main Stage, Actors Series, Main Street Junior, Kidworks, etc. for distribution by Director of Marketing

· Design of Email blasts for auditions for distribution by Director of Communications

· Design Email Blasts for all upcoming Productions for distribution by Director of Communications

· Design print ads in newspapers, magazines, Entertainment Books, etc for Director of Publicity and Public Relations

· Design, print post card mailings for distribution by Director of Marketing
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