
 

 
 

 

 
 

JOB DESCRIPTION 
 

Visual Design 
Specialist  

 
Applications will be accepted until 5:00 p.m. on Wednesday, August 12th, 2026. 
Complete an online application on our website: www.mrcpl.org/about/employment  
Application forms are also available and accepted at all MRCPL locations. 
Please include a letter of interest and current resume with your application. 
 

This is a 40 hour per week position.  
 

Reports to: Community Engagement Coordinator FLSA Status: Non-Exempt 
Pay Grade: 17; $17.75/hr to start Location: Main Library Annex 

 
Positions Supervised:  None 
 
POSITION SUMMARY:  In coordination with the Community Engagement Coordinator, the Visual 
Design Specialist is responsible for designing and maintaining the visual aspects of the MRCPL 
brand across all platforms.  
 
 
QUALIFICATIONS: 
 

1.​ Bachelor’s degree in communications, graphic design, marketing or related field is required. 
2.​ Advanced computer skills and ability to use Microsoft Office, GSuite, internet and email 
3.​ Experience with Macintosh, Adobe Creative Suite and Canva  
4.​ Photography and videography experience preferred 
5.​ Public service experience is highly desired. 
6.​ Good oral communication, listening and telephone skills 
7.​ Excellent command of the English language 
8.​ Ability to read, write, speak and understand English language 
9.​ Reliability and above average work attendance with ability to work flexible schedule 

including day, evening and weekend hours 
10.​Physical requirements: Engage in extended periods of sitting, keyboarding on desktop and 

other handheld devices, standing, walking, typing and viewing computer monitors and using 
telephone equipment.  Engage in intermittent periods of bending, stooping, stretching, 
twisting/turning, reaching overhead, climbing 2-step stool and round stool 14 inches from the 
ground, walking outside in all weather conditions, driving, climbing stairs, lifting and carrying 
equipment and materials occasionally weighing 40 – 60 pounds and pushing loaded book 
trucks weighing 75 - 100 pounds or more on tile and carpet. Must be able to use hands and 
fingers to grasp, handle and manipulate materials and operate tools and controls, including 
computers, phones and office equipment. 
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11.​Favorable results of pre-employment background check 
12.​Reliable transportation in order to meet work requirements 
13.​Valid vehicle operator’s license with acceptable driving record and current vehicle insurance. 

Travel within Richland County is required. 
14.​Required at time of hire: proof of eligibility to work in the United States  

 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 

1.​ Knowledge of Library policies, procedures and operations, including emergency response 
(acquired after hire) 

2.​ Knowledge of safe work practices and safe lifting techniques. (acquired after hire) 
3.​ Knowledge of Dewey Decimal System and alphabetization principles (acquired after hire) 
4.​ Skill in reading and comprehending and general mathematics 
5.​ Experience and skill in photography, layout and design principles, and website design 
6.​ Knowledge of clerical duties, methods and practices 
7.​ Excellent organizational skills with attention to detail and accuracy 
8.​ Ability to actively listen 
9.​ Ability to simultaneously manage duties and complete work with multiple interruptions and 

distractions 
10.​Ability to understand and follow specific instructions 
11.​Ability to work independently in the absence of close supervision 
12.​Ability to prioritize work and efficiently carry our assigned tasks and projects 
13.​Ability to perform tasks in areas where seating is not provided, unless reasonable 

accommodation is requested 
14.​Ability to remain mentally alert, focusing attention on detail and accuracy 

 
 
ESSENTIAL TASKS AND RESPONSIBILITIES: 

Note:  The duties listed below illustrate but do not limit the tasks performed by persons in 
this classification.  
 

1.​ Consistently provide superior customer service. 
2.​ Exhibit professional, courteous and approachable demeanor at all times. 
3.​ Handle multiple interruptions at once, sustaining productivity and accuracy. 
4.​ Partner with the Communications Team to execute marketing plans across all mediums with 

clearly defined goals consistent with the Library’s goals and messaging. 
5.​ Design marketing assets including digital images, videos, print images, signage, fliers, 

brochures, billboards, etc. that successfully market the MRCPL system, including branches 
and First Call 211.  

6.​ With direction from the Community Engagement Coordinator, design engaging marketing 
and promotional materials with a clear understanding of the audience and the types of 
written and visual content and appropriate mediums to which the audience can relate. 

7.​ Ensure that all marketing follows MRCPL Brand Guidelines in terms of style, quality and 
tone. 

8.​ Operate the Library’s switchboard, properly forwarding calls. 
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9.​ Assist in the production of in-house printed materials including forms, fliers, booklets, 
booklists and other promotional items. 

10.​Proofread promotional materials. 
11.​As needed, represent the library at community events by interacting with the public to 

support library goals. 
12.​Assist in opening and closing procedures, as required. 
13.​Compile and report statistics, as requested. 
14.​Maintain regular and predictable attendance. 
15.​With reasonable accommodation, meet the physical requirements and perform essential 

tasks and responsibilities reliably within 6 months of on-the-job experience and training  
 
 
ADDITIONAL TASKS AND RESPONSIBILITIES: 

Note:  The duties listed below illustrate but do not limit the tasks performed by persons in 
this classification.  

 
1.​ Adhere to, support and effectively implement Administration and Board policy, procedures 

and core values. 
2.​ Safely operate scissor lift and dock door. 
3.​ Book and coordinate use of the Library’s meeting rooms using online scheduling software. 
4.​ Assist in coordinating the meeting room details, including setup, with Buildings and ground 

and applicable library staff. 
5.​ Work flexible schedule, including days, evenings and weekends, to meet the needs of the 

Library. 
6.​ Work Sunday rotation, as scheduled. 
7.​ Assist in maintaining the public bulletin boards and other advertising/marketing spaces at 

the Main Library and occasionally at additional library locations. 
8.​ Attend meetings as scheduled by the Community Engagement Coordinator. 
9.​ Attend Staff Development Day, and additional workshops and seminars as assigned. 
10.​Perform additional tasks as required by the upward chain of command, which moves from 

the Visual Design Specialist to the Community Engagement Coordinator to the Director. 
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