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Job Title:  Creative Director 

Department: Marketing 

Reports To: Vice President of Marketing and Strategic Engagement 

Supervision Exercised: Graphic Designer, Creative Services and Publications Manager 

FLSA Status: Full time, exempt 

Prepared/Reviewed: Russell Kelban 

Prepared Date:  March 30, 2022 

Approved By: Janice Romano 

Approved Date: March 31, 2022 

SUMMARY: The Creative Director has oversight of the execution and production of graphic and 

design for all print, digital, and broadcast marketing materials for the Oregon Symphony. In addition 

to interfacing effectively with the leadership, marketing, and creative team members, the Creative 

Director also works closely with other departments that require creative materials. The Creative 

Director must have excellent organizational abilities, be comfortable working in a deadline-driven, 

time-sensitive work environment and be capable of managing multiple projects and designers. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

1. Oversees the content and production of creative concepts that are used in all visual 
communication platforms including digital, print, and mobile. These include all social, paid 
media, mobile platforms, websites, and presentation decks; and managing each phase of the 
internal and external approval process (internal project-owners/key stakeholders,

artists/artist management, licensors, etc.) of all creative projects.

2. Supervises the Creative Services and Publications Manager (CSPM) and partners with CSPM 
to establish reasonable schedules to meet due dates, identify project priorities and help 
manage workflow.

3. Supervises Graphic Designer to confirm they meet creative standards of organization and that 

their work aligns with strategic direction and priorities.

4. Partners with project owners in order to define strategic goals and identify measure of 
success.

5. Creates season campaign graphic concepts, subscription and single ticket sales-related 
collateral and print/digital advertising, web pages, eNewsletters, presentation slides, event 
invitations, and corporate ID materials.

6. Maintains a graphic/branding standard of excellence throughout the organization, including 
reviewing outsourced materials. Establishes and maintains consistency between print and 
digital brand materials and guarantees that all styles align with brand.

7. Creates images appropriate for multi-media uses (e.g., digital content/series and 
presentations). Collaborates with Website & Digital Content Manager and Director of Media 
Production to ensure brand standard consistency.

8. Advises/consults on overall creative strategy across Marketing, Development, Programming, 
and Operations departments, including the OSA’s Education and Community programming 
communication materials.

9. Hires and supervises internal and external production designers, photographers and 
illustrators on a project-specific basis.
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10. Ensures that the creative team operates in an efficient and innovative manner.

11. Helps expand Oregon Symphony’s roster of talent outside the organization including creative

agencies and freelancers to help with content and production.

12. Manages and oversees budgets related to the creation and production of

marketing/communication materials. Budgets include, but are not limited to: external

contractors, photography/illustration/copywriting, printing, and the licensing or purchasing of

needed software/technology and creative assets. Creative Director partners with VP to

generate budgets each fiscal year.

13. Performs other duties as may be assigned.

QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, 

and/or ability required. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

• Education and/or Experience: Minimum of seven years of hands-on graphic design (print and 

digital), project management, and supervisory experience required. Bachelor’s degree 
required.

o Experience with creative strategy development and management of an in-house 
design department or agency equivalent, including oversight and management of 
multiple projects, campaigns, and staff.

o Multimedia (including print and digital) design experience required

• Language Skills: Ability to communicate clearly using written and spoken English

• Mathematical Skills: Ability to calculate printing costs, size/dimension of advertising and 
other collateral. Ability to forecast and budget accurately.

• Reasoning Ability: Ability to analyze creative and logistical issues and envision viable options.

• Computer Skills: Excellent Adobe CS skills (InDesign, Photoshop, Illustrator). Working 
knowledge of Microsoft Office, including Excel and Word. Must be comfortable operating in a 
dual PC and Mac environment.

• Certificates, Licenses, Registrations: None required

OTHER SKILLS AND ABILITIES:  

Ability to complete significant volume of projects by deadline while maintaining emphasis on 

creativity and design cohesion.  

ABOUT THE OREGON SYMPHONY: The Oregon Symphony is a vibrant nonprofit organization, which 

has achieved record ticket sales and contributions in recent years. At a time when many orchestras 

are reducing their classical programming, the Oregon Symphony continues to invest in the art form, 

reach new audiences, and deepen its community engagement.  

The Symphony unites exceptional musicians, a world-class conducting staff, an unrelenting focus on 

excellence, a compelling vision, and a strong commitment to the greater good. As the largest arts 

organization in the largest city in the state, the Symphony is central to a thriving cultural community 

in Oregon and Southwest Washington. It is propelled by the desire to bring the power of music to 

more people in new ways, always moving music forward.  

Each year, the multi-Grammy nominated Oregon Symphony performs more than 115 concerts in 

Portland, Salem, Newberg, and beyond. It also produces award-winning educational and community 

events in schools, correctional facilities, homeless shelters, immigration centers, retirement homes, 

and sports venues. While unable to perform in person during the 20/21 season, the Oregon 

Symphony invested in digital programming and livestream capability. Programs like Symphony 

Storytime—in English and Spanish—and Essential Sounds grabbed national attention and brought 
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hope and healing to people around the globe. Through its many programs, the Oregon Symphony 

directly serves more than 250,000 people annually and reaches tens of millions more in 

communities far and wide through broadcast and digital offerings.  

The Oregon Symphony employs 77 full-time professional musicians represented by the American 

Federation of Musicians, led by Music Director David Danzmayr. Under Danzmayr, a new Creative 

Alliance features extraordinary artists and cultural thought leaders, including Nathalie Joachim, 

Gabriela Lena Frank, Jun Märkl, Gabriel Kahane, Simone Lamsma, and Johannes Moser. Beyond this 

august group, the Symphony engages dozens of guest conductors and soloists each year to perform 

with the orchestra.  

The Oregon Symphony’s annual operating budget is approximately $22 million, of which 80% is 

spent on artistic and engagement programs. It employs a full-time staff of 45, who are responsible 

for concert production, marketing, public relations, education, community engagement, fundraising, 

customer service, accounting, and financial reporting. It is governed by a volunteer Board of 

Directors and is supported by thousands of individuals, businesses, and foundations, and also 

receives funding from the Regional Arts & Cultural Council, the Oregon Arts Commission, and the 

National Endowment for the Arts.  

COMPETENCIES: To perform the job successfully, an individual should demonstrate the following 

competencies: 

• Design - Generates creative solutions; Translates concepts and information into images;

Uses feedback to modify designs; Applies design principles; Demonstrates attention to detail.

• Problem Solving - Works well in group problem solving situations; Uses reason even when

dealing with emotional topics.

• Project Management - Develops project plans; Coordinates projects; Communicates changes

and progress; Completes projects on time and budget.

• Customer Service - Responds promptly to project owners’ needs; Solicits feedback to

improve service; Responds to requests for service and assistance; Meets commitments.

• Interpersonal Skills - Focuses on solving conflict; Maintains confidentiality; Listens to others

without interrupting; Keeps emotions under control; Remains open to others' ideas and

explores new approaches.

• Communication – Speaks and writes clearly, informatively, and persuasively; Listens and

seeks clarification; Responds well to questions; Demonstrates group presentation skills;

Participates in meetings.

• Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness

to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit;

Puts success of team above own interests; Supports everyone's efforts to succeed.

• Delegation - Delegates work assignments; Matches the responsibility to the person; Gives

authority to work independently; Fosters quality focus in others; Sets expectations and

monitors delegated activities.

• Leadership - Exhibits confidence in self and others; Accepts feedback from others. Promotes

diversity and inclusion in the workplace.

• Ethics - Treats people with respect; Keeps commitments; inspires the trust of others; Works

with integrity and ethically.

• Organizational Support - Follows policies and procedures; Completes administrative tasks

correctly and on time; Supports organization's goals and values; conserves organizational

resources; Observes safety and security procedures.
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• Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment;

Supports and explains reasoning for decisions; Includes appropriate people in decision-

making process; Makes timely decisions.

• Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes

obstacles; Measures self against standard of excellence.

• Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently.

• Professionalism - Reacts well under pressure; Accepts responsibility for own actions; Follows

through on commitments.

• Quality and Quantity - Monitors own work to ensure quality; Meets productivity standards;

Completes work in timely manner.

• Dependability - Is consistently at work and on time; Ensures work responsibilities are covered

when absent; Follows instructions, responds to management direction; Takes responsibility

for own actions; Completes tasks on time or notifies appropriate person with an alternate

plan.

Physical Demands: The physical demands described here are representative of those that must be 

met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this job, the employee is frequently required to sit; use hands to 

touch, handle, or feel; reach with hands and arms; and talk or hear. The employee is occasionally 

required to stand and walk. The employee must occasionally lift and/or move up to 10 pounds. 

Specific vision abilities required by this job include close vision, distance vision, depth perception 

and ability to adjust focus in order to use computer monitor. 

Work Environment: The work environment characteristics described here are representative of those 

an employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

While performing the duties of this job, the employee is occasionally exposed to moving mechanical 

parts such as computer printers. The noise level in the work environment is usually moderate. 

The Oregon Symphony is an equal opportunity employer and is committed to diversity, equity, and 

inclusion in all facets of the organization. We seek to develop a diverse candidate pool and welcome 

nominations and applications from all qualified candidates regardless of race, gender, sexual 

orientation, age, disability, religion, or national origin.  




