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Production Artist 

DEFINITION 

This is technical work involving updating existing creative assets, developing templates, and 
executing layouts according to established brand guidelines or creative direction; working with a 
variety of graphics software to produce final copies. Work involves the production of final assets for a 
diverse range of assignments that are utilized across organizational platforms. 
 
Assignments are completed in accordance with well-defined procedures under the general review 
and guidance of a supervisor. 
 
While the Production Artist provides basic graphic design support, it is not a professional graphic 
design position. Work involves appropriate recommendations on file formats and converting client 
requirements into production-ready digital files. 
 
 
TYPICAL DUTIES* 

Assemble and construct images into a finished document. 

Match customer needs and expectations with process requirements. 

Check client files to assess quality and format usability to determine if adjustments are required. 

Modify images to conform to layout design. 

Perform quality checks and previewing assets to ensure they meet standard delivery and 
optimization specifications. 

Securely archive and save completed work on digital storage networks. 

Generate digital proofs of text and graphics from existing established brand guidelines and/or 
creative directions. 

Make customers aware of problems and recommend solutions. 

Prepares final deliverables for use across digital assets, forms, brochures, pamphlets, booklets, 
display ads, reports or other organizational media. 

 
 
KNOWLEDGE, ABILITIES AND SKILLS 

Expertise in evaluating, troubleshooting and preparing customer files for output. 

Expertise in troubleshooting various software, hardware, file formats; strong working knowledge of 
digital imaging processes. 

Ability to critically evaluate output; thorough understanding of various imaging science concepts and 
standards. 

Expert operation of various image input, output and display technologies. 

Experience working with digital and traditional printing vendors, environmental graphics vendors and 
digital advertising vendors. 
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Requires proficiency with Adobe Creative Cloud. 

Knowledge of process printing, production, imposition, trapping and digital proofing including 
calibration of equipment and colour management. 
 
 
TRAINING AND EXPERIENCE REQUIREMENTS 

Job Level 
Completion of the twelfth (12th) school grade supplemented by graphic and desktop publishing 
courses and a minimum of three (3) years’ experience in desktop publishing, composition and 
equipment operation. 
 
* This is a class specification and not an individualized job description. A class specification represents and 
defines the general character, scope of duties and responsibilities of all positions within a specific job 
classification. It is not intended to describe nor does it necessarily list the essential job functions for a specific 
position in a classification. Positions may perform some of the duties listed above but this does not necessarily 
qualify for placement into this classification. 
 

 

 
Salary Plan ​ ​ 21M​ 21A​ 21B​ ​ 21C 
Job Code​ ​ 0359​ ​ 0362 
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