
 
 

Job Description 
 
Job Title:  Graphic Designer & E-Marketing Coordinator 
Department:  Marketing Department 
Reports To:  Director of Marketing & Public Relations 
Prepared Date:  January, 2016 
FLSA: Exempt 
Status: Full-Time, Year-Round 
 

NOTE:  This job description shall not be construed as a contract for employment. 
 
JOB SUMMARY  
The Graphic Design & E-Marketing Coordinator is a key member of the marketing team that specializes in graphics design/layout and 
email marketing for Snowbasin Resort. The Graphic Design & E-Marketing Coordinator works on coordinating and designing 
advertising/marketing communications including print, website advertisements, direct mail, promotional items, flyers and on-site 
signage. The Graphic Design & E-Marketing Coordinator owns the overall email marketing program and is responsible for managing 
the flow of guest email communications. Responsibilities include the implementation and execution of email campaigns, ensuring 
they are conducted in a way that provides in-depth reporting, aligns with best practices and integrates with existing/future campaign 
management tools.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
Graphic Design/Layout: 

 Works with marketing team to conceptualize, create and execute all Snowbasin Resort graphic design projects related to 
printed media (brochures, newspaper, magazines, posters, signage, presentations, etc.) 

 Create web advertisements (html5, static, etc.) 

 Create all graphics for snowbasin.com (marquee, call outs, landing page headers, etc.) 

 Create all graphics and images for email communications 

 Create digital signage and oversee execution of on-site locations 

 Maintain effective communication with marketing team to establish art direction for upcoming projects 

 Ensure print deadlines are scheduled and met 

 Ensure art direction is consistent with brand 

 Responsible for obtaining all quotes from a variety of vendors and organizing delivery 

 
Email Marketing:  

 Coordinate email marketing campaigns including planning, development, deployment, testing and reporting 

 Oversee overall marketing and per-event email campaign strategies 

 Oversee and improve customer segmentation and CRM utilizing existing database 

 Ensure email structure and content is compelling, accurate and on-brand 

 Collaborate on image selection, copy, properly time messaging and content 

 Design and Analyze email testing strategies 

 Manage special email requests for internal  business units and coordinate timelines and deliverables  

 
Miscellaneous: 

 Inventory/organization of photographs using digital asset management system and backup of all files/materials 

 Support Marketing & Public Relations Coordinator with maintenance of website content for snowbasin.com, as needed  

 Provide on-site assistance with marketing events and activations 
 
REQUIRED QUALIFICATIONS 

 3-5 years of professional graphic design experience 
 Must be proficient in Illustrator, Photoshop, Adobe, InDesign, Creative Suite, Flash and Microsoft Office applications 
 Must have exceptional ability to manage time professionally and execute ideas from initial concept to finished work 

 Experience with high-volume, fast paced working environment 
 Basic knowledge of HTML 
 Strong attention to detail 
 Strong organizational skills with ability to work quickly and efficiently  
 Must possess excellent writing and proofreading skills 
 Ability to work with multiple personalities in a diverse environment in a team atmosphere 
 Must be able to manage multiple projects, across several categories 
 Must enjoy and thrive in a fast-paced environment 
 Positive, pro-active, “Bring-it-On” Attitude 
 Passion for ski/snowboard industry 
 Preferred candidate is intermediate/advanced skier or snowboarder 

 



EDUCATION  
Must possess a 4-year degree in related field from a college or university. 
 
EQUIPMENT USED: 

 Personal computer, telephone, scanner, mobile phone, smart phone, radio, copy machine, fax and other basic office 
equipment 

 Skis and/or Snowboard 
 
RESPONSIBILITIES TO SAFETY: 

 Protect, promote, and train safety of self, co-workers, and Snowbasin Resort guests at all times. 
 Promptly report any potentially harmful equipment or situations to the immediate manager 
 Report safety-related accidents and incidents at once to immediate manager and appropriate department(s), following 

documented procedures. 
 Follow all company and department safety policies and procedures as outlined in the Resort’s Occupational Safety & Health 

Compliance Manual and department-specific procedures or manuals. 
 Operate equipment in a safe manner that will not lead to injury of yourself or others. 
 Drive in accordance with the law and Snowbasin Resort policies. 


