
Clarks Summit University 
 

Job Description 
 
Position  Creative Media Specialist 

Reports Directly to  Executive Director of Marketing & Communications 

Primary Summary/Function 
The position of Creative Media Specialist exists to support the marketing and communications team in 
designing electronic and print materials for a variety of mediums, video creation and photography, as 
appropriate.  

 
Primary Duties 

1. Conceptualizes, designs, and produces promotional materials such as flyers, ads, brochures, web, 
video and social media content. 

2. Consults with department project representative to identify their needs, budget constraints, and 
reasonable deadlines for the project as needed. 

3. Edits creative content and creates media needed for website, digital ads, social media and other 
mediums. 

4. Assists in the management and content creation for key CSU social media channels. 
5. Assists the director with contacting print vendors to obtain bids/estimates and ensure print 

deadlines are met, inspect print proofs, and to measure print quality and accuracy. 
6. Arranges photo shoots and serves as primary marketing department photographer. 
7. Assists in the oversight of student graphics and media workers in providing input on creatives and 

helping to ensure assignments are completed on time. 
8. Assists in the general monitoring of the Clarks Summit University brand consistency. 
9. Keeps track of inventory and is the point person for checking out equipment for use by other 

approved departments/personnel. 
10. Participates in production and/or marketing planning group sessions and meetings. 
11. Completes other projects/duties as assigned by the Executive Director of Marketing & 

Communications and the Project Manager. 
 
Qualifications 

1. Maintains and displays a dynamic, consistent and growing relationship with Jesus Christ and is 
characterized by purity, integrity and godliness. 

2. Knowledge of principles and practices of graphic design, video and media creation. 
3. Strong interpersonal skills and the ability to effectively communicate with a wide range of 

individuals and constituencies in a diverse community. 
4. Ability to work on a team and adapt to various demands and needs. 
5. Ability to create and produce creatives using a range of media, methods, techniques and 

equipment. 
6. Knowledge of key software, resources and photographic requirements and procedures. 
7. Skills in the utilization of specified computerized graphic design programs, specifically Adobe 

programs. 
8. Possesses an attention to detail on all projects, and an ability to communicate effectively, both 

orally and in writing. 
9. Ability to develop media per specifications for intended medium(s). 

 
Approvals 
  _________________________________________   _________________  
 Executive Director of Marketing & Communications Date 
 
 
 
  _________________________________________   _________________  
 President Date 


