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	JOB FAMILY:

Facilities Management
JOB PROFILE NAME: 
Graphic Designer
HOURS OF WORK:
24 hours weekly – 3 Day week - Tue, Wed, Thur
LINE MANAGED BY:

Senior Graphic Designer



	BUSINESS GROUP OVERVIEW

	Founded in 1966 by Pierre Bellon in Marseilles, France, Sodexo is now the worldwide leader in Quality of Life services. For over 40 years, we have developed unique expertise, backed by nearly 419,000 employees in 80 countries across the globe.

In combining the diverse talents of our teams, Sodexo is the only company to integrate a complete offer of innovative services, based on over 100 professions. We develop, manage and deliver a unique array of On-site Services, Benefits & Rewards Services and Personal and Home Services for all our clients to improve the Quality of Life. 

Our experiences with our over 75 million customers each and every day enable us to develop Quality of Life services that reinforce the well-being of individuals, improving their effectiveness and helping companies and organizations to improve performance…every day.




	BUSINESS UNIT / FUNCTION OVERVIEW

	The Graphic Design and Print Services department (GD&P Services) are the centre of excellence in communications delivery for Shell U.K. Limited.



	JOB FAMILY

	GD&P Services are part of the Facilities Management department within Shell U.K. Limited.


	PURPOSE OF THE JOB

	To deliver creative, effective, best-value communication material that meets agreed expectations of clients; to guide and advise Shell clients on media solutions and services. To actively promote the adoption and use of smart-working techniques and methods including e-delivery of information and latest GD&P Services technologies.



	JOB LEVEL OVERVIEW

	The Job Holder will work closely with the team and will work within clearly established work routines / instructions. He / she will be competent in the application of standardised work routines.


	KEY OBJECTIVES OF THE JOB

	The Graphic Designer (GD) works within the Graphic Design and Print Services team (GD&P Services) which is part of the Facilities Management department within Shell U.K. Limited, providing services in graphic design, visual communication, DTP, technical illustrations and multi-media, management and provision of Shell information.

The GD assists with creating, developing and providing Graphic Communications solutions to Shell. The GD communicates across all disciplines within Shell.




MAIN ACCOUNTABILITIES

	OPERATIONAL ACCOUNTABILITIES

	Principal Accountabilities:

Provide support to Shell clients in the areas of (conceptual) graphic design / communications and DTP, emphasis on technical content; advise Shell customers on the different options for publishing information; responsibility for the whole lifecycle of a project – from initial design to the actual realisation of the end-products. Co-ordinate projects, liaising with all disciplines involved, including direct liaison with Shell clients and direct reporting lines. Ensuring that work is carried out in accordance with Graphic Design & Print Services business practices and any appropriate Shell policies, procedures and Brand guidelines; meeting agreed expectations of creativity and service quality; advise on the creation and / or improvement of existing Work Instructions (WIs) as work demands, maintaining work plan utilising work planning software for ongoing and planned jobs, reporting to clients as required; making clients and potential clients aware of all services; integrity maintenance of information. Comply with Shell’s on-site Health & Safety policies.



	BEHAVIOURIAL COMPETENCIES

	People Success Factors:

-  Customer Focus

· Planning & Organising

· Building Relationships

· Delivery through People

· Contributing to Continuous Improvement


	ADDITIONAL ROLE INFORMATION

	Decision Making:

Required to assess any work requests received by the GD&P Services Team and select the most appropriate means of execution and delivery. Prioritise work depending on the urgency of job requests. The main concept within GD&P Services is the ability to assess and formulate creative decisions when developing GD&P Services communication.

Problem Solving:

The GD is expected to communicate across disciplines, clients and all GD&P Services team members, in order to pre-empt / resolve / minimise problems.
Challenge:
One of the major challenges is to work within a team of self-motivated and multitasking individuals taking ownership and making decisions. Working on projects that are for Shell Global. The incumbent is expected to play an active role in shaping the evolving team and manage the projects with a customer base from a multitude of disciplines and nationalities.

Qualifications & Experience:
A recognised qualification in a Graphic / Art / Design / Visual Communication or related subject.
Knowledge on the Oil & Gas Industry.
Relevant experience in the professional design environment.
Required Competencies:

Proven track record of providing graphic communication solutions.

Ability to project manage a wide range of jobs from conception through to delivery.

Proven commercial awareness to make best value decisions.

Produce and provide cost estimates and cost planning (In co-operation with project leaders).
A creative, delivery focussed team player with excellent design and communication skills. 

Proven ability to design in relation to marketing / communication.

Ability to work independently and multi task within project delivery.

Fluent in English.
Competent with required computer systems and applications as used within the Shell computer environment mainly: -

· Adobe Creative Suite (InDesign, Illustrator, Photoshop and Acrobat)
· Microsoft Office (Powerpoint, Word and Excel).
Core Competencies:
· Visual Design & Communication skills
· Planning / Project Managementt Skills

· Skilled communication with wide range of Shell Personnel / Customer liaison skills

· Fully able to take a wide range of jobs from conception through to delivery

· Consistently apply common standards and best practices
· Competent with required computer systems and applications as used within the Shell computer environment.




	BENEFITS PACKAGE

	TBA




