
 

 
Graphic Designer #00893 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  21 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Help achieve and communicate the City’s vision and goals through application of two or more design or 
media occupations including photographic, graphic design, graphic art, or web page design support and 
artistic services for the City of Virginia Beach; develop and design two dimensional or photographic 
images for use in a variety of internal and external communication materials or for web pages in a 
positive, creative manner using computer software, computer programming skills, digital photography, or 
other media; advise internal customers on graphic design options; and make recommendations to meet 
desired outcomes within budgetary and deadline constraints. 
 
Representative Work Functions and Responsibilities 
Photography: Photographs city events and members in a positive, creative manner for city, local, state 
and regional publications; performs all aspects of photographic production from initial concept through 
final production; operates all types of photographic production equipment including digital cameras, 
lighting equipment, and photo editing software; manages and maintains the city’s repository of 
photographic images; maintains photographic supply inventory; maintains an online current and archival 
repository of digital photos; maintains a thumbnail catalog of all online digital photos; recruits and trains 
volunteers to help photograph events; assigns and directs volunteer photographers; coordinates and 
schedules photo shoots; meets with city and school representatives and recommends the best method 
and format to achieve desired results. Assumes on-call (ALPHA) status in case of emergency and/or 
inclement weather to provide photography services as required.  
 
Graphic Design: Works with the department to provide graphic design and marketing materials for 
addressing issues and promoting programs, services or events; provides artistic services for internal and 
external communication materials including brochures, newsletters, displays, presentations, 
advertisements, logos and other materials; develops and coordinates graphic concepts and conducts 
research to determine the priority, method and materials to be used; prepares preliminary layouts, 
conceptual schematic studies and freehand perspectives relating to departmental goals; uses computer 
systems, various software applications and other graphic arts media to produce visuals or proofs of the 
final products in single to full color separations. 
 
Web page design: Provides graphic design support for the city’s web sites, which can include design of 
site styles, page layouts, information architecture, navigation schema, online graphics, advertisements, 
multimedia and related materials; collaborates with web team and internal customers in developing site 
designs; works directly with programmers to ensure compliance in technical issues; develops custom text 
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and graphic content and adapts existing content to a web-friendly format; creates graphics, page layouts 
and design templates for city web sites to enhance and maintain the city’s web presence and online 
marketing efforts. 
 
Graphic art or illustration: Prepares graphic illustrations of raw data from sketches, diagrams or oral 
instructions, by hand drawing or using desktop publishing software; performs additional graphic art and 
drafting work as required.  
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Produce creative materials to promote the City’s programs, services and events using creativity, sound 
design principles and graphic design skills; effectively establish and maintains working relationships with 
city departments, City Council, agencies, vendors and suppliers; accurately manages resources; 
demonstrates flexibility, creativity and a customer focus when making decisions and solving problems; 
creates high quality print material, photos, or designs within required deadlines; maintains equipment and 
assesses when equipment repairs, replacements, or upgrades are necessary or more cost effective; 
demonstrates proficiency in at least two media occupational areas of graphic design, photography, 
graphic art, or web page design; directs photographic or design assignments from concept to final 
production. 
 
Minimum Qualifications 
Requires any combination of education (above high school level) and/or experience and training 
equivalent to three (3) years in at least two of the areas of photography, graphic design, graphic art, and 
web page design providing the required knowledge, skills and abilities and associated with such positions 
as photographer, graphic designer, creative designer, graphic artist, web designer, or photo journalist.   
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of photographic principles and all aspects of equipment operation and 
techniques. 

2. Knowledge of all phases of photographic production, including directing, lighting, shooting, 
editing, and digital processes. 

3. Knowledge of artistic principles, graphic design industry standards and print production 
processes to manage all aspects of print production in the development of communication 
materials. 

4. Knowledge of city agencies and the Virginia Beach area. 
5. Knowledge of computer operations and programs for graphic production and administrative 

processes. 
6. Knowledge of oral, written and visual communications and basic printing procedures. 
7. Knowledge of studio photographic situations. 
8. Knowledge of HTML, XHTML, CSS and JavaScript. 
9. Knowledge of Flash, Actionscript Dreamweaver, Illustrator, InDesign, and PhotoShop 

software, technologies and tools. 
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B. Skills 
1. Skill in producing quality photographic images in accordance with sound photographic 

principles and techniques. 
2. Skill in directing photographic productions. 
3. Skill in photographic lighting, editing and use of related technologies. 
4. Skill in creating and integrating photographic and computer enhanced effects. 
5. Skill in conceptualizing, planning, designing and preparing graphic art; producing planned 

production projects, laying out copy and utilizing, appropriate formatting and design 
techniques;  creating camera-ready original artwork; proofreading, detecting and correcting 
errors, omissions and other design, graphic or structural errors 

6. Skills in using specialized graphic design and related software, including the Adobe Creative 
Suite/CS2 (Photoshop, Illustrator and InDesign) and Dreamweaver.  

7. Skill is using HTML, JavaScript, Flash and action scripting technologies to design web pages. 
C. Abilities 

1. Ability to perceive photographic situations and subject matter and depict them in a creative 
manner. 

2. Ability to quickly understand, learn and implement new technologies. 
3. Ability to visually communicate a message or service to attract attention and promote impact, 

understanding and retention of information. 
4. Ability to work independently on multiple projects and meet deadlines. 
5. Ability to give and take direction. 
6. Ability to work nights, weekends and holidays as needed. 
7. Ability to supervise, train and direct volunteer photographic interns. 
8. Ability to lift and carry heavy photographic equipment. 
9. Ability to work effectively with individuals and groups with diverse backgrounds. 
10. Ability to operate equipment that supports design and pre-press production capability such as 

single or multiple printers, scanners and digital imaging equipment. 
11. Ability to meet deadlines and manage multiple projects simultaneously. 
12. Ability to use computers and applicable software tools to create and display graphic art, 

designs, and photos and produce the desired end product. 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title. A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


