
 

 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Digital Graphic Designer 

Position Category  National Officer  (x1) 
Dept: Marketing and Communications  
Staff Counterpart:  Director of Marketing and 
Communications  

Summary of the position  The Graphic Designer will assist in the creation of graphics 
and marketing collateral for our extension, colony, and new 
chapters. 

Primary Duties 1. Work with staff members to identify graphic needs for 
digital and traditional production. 
2. Maintain and ensure all assets are on-brand and 
consistent with standards. 
3. Provide innovative ideas and design solutions. 
4. Contribute to the development of integrated marketing 
campaigns. 

Secondary Duties 1. Work with assistants to provide design 
recommendations and support. 
2. Asist with the implementation of Social Media strategies. 
3. Take advantage of opportunities the National 
Organization provides to educate and update volunteers on 
strategic initiatives and new procedures. 
4. Be knowledgeable about Tri Sigma and Extension brand 
standards. 
5. Respond to communication within 48 hours, even if to 
share you are unavailable. 

Expectations  Uphold Volunteer Expectations as outlines by the 
National Organization. 

 Express a three-year commitment to the success of 
the position. 

 Commit up to 10 hours each week to the position, 



 

 

with a bi-monthly call with the Director of Marketing 
and Communications. 

 Setup calls with assistants as needed to execute 
projects. 

Qualifications and Skills QUALIFICATIONS 

 Alumnae membership in Sigma Sigma Sigma 

 Ability to check and respond to emails at least twice 
per week 

 Be a positive advocate of Sigma Sigma Sigma 

 Must be a team player 

 Previous graphic design experience 
 
SKILLS 

 Traditional and digital design experience 

 Comfort and ease with Adobe suite of software, 
including InDesign, Photoshop, and Illustrator. 

 Motivated self-starter who is able to work with 
minimal supervision and as part of a team. 

StrengthQuest strengths Achiever, Focus, Futuristic, Ideation, Relator 
 


