
 

 
 
Position:                         IT Director/Graphic Designer 
Term:                         2019-2020 
Estimated Hours per Week:   5-10 
 

The Sobey School of Business Commerce Society is a student run society at Saint Mary’s University. Our goal is 
to provide students with networking opportunities, business and university resources, while inspiring peer to 
peer engagement. The society encourages participation and advancement of our member’s skills in all aspects of 
university life while helping them develop business skills, build their professional network, and learn from local 
business leaders. 
The IT Director/Graphic Designer will apply their creative and technological talents to create eye-catching 
designs to promote Society events online and around campus. This role will also be responsible for maintaining 
and updating the society website with relevant information, as well as coordinating the Audio and Visual at 
events with larger venues. 
 

ROLE PROFILE: The selected candidate will work as an active member of the Commerce Society 
Executive Team to ensure that members are receiving clear and consistent information via digital and 
print media, and the society website. Also, this candidate will work closely with the Public Relations 
Director to ensure that relevant media is being distributed efficiently to members via social media, 
email, through the website, and print-outs.  
 
Duties will include:  

A) Design Media Content 
For each organized event (i.e. Wine and Cheese, Industry Nights, Workshops, etc.), create 
a poster and media screen. This includes the following: 

 1x Vertical 11”x17” poster (with 0.25” bleed) i.e. 11.5 x 17.5 
o Email the .jpg to the Public Relations Director / President for approval 
o Email the .pdf (CMYK) version to the print shop (print.centre@smu.ca) 

 1x Horizontal 2560x1440 pixel media screen/Facebook header   
o Email the .jpg version to SSB Communications Officer to be put up on TV 

screens around campus 
o Email the .jpg version to Public Relations Director for social media and weekly 

newsletters 
 

B) Update Website 
On a regular basis update the Society’s website. This will keep the members up-to-date and 
aware of anything new. 

 Website designed through web development platform Wix (www.wix.com) 
 Will be responsible for key events such as updating Executive Team page once 

candidates determined, editing website dates, updating past/present/future events, 
uploading event photos to website 

 Renew the website in February 2020 as required 
 

C) Annual Business Dinner 
In addition to coordinating the Audio and Visual team at the chosen venue, this is the premier 
event for the society and it requires a large amount of promotional content such as the following: 

http://www.wix.com/


 1x Vertical 24”x36” poster (with 0.25” bleed) i.e. 24.5 x 36.5 
 1x Vertical 11”x17” poster (with 0.25” bleed) i.e. 11.5 x 17.5 
 1x Horizontal 2560x1440 pixel media screen/Facebook header   
 1x Horizontal 972x170 pixel banner for ticket purchasing site 
 SSBCS Prep PowerPoint for sponsors 
 SSBCS Table Agenda 
 Sponsorship Package 

 
The candidate will also be responsible for updating the Society website with the relevant information 
regarding the Annual Business Dinner including: 

 Linking the dinner registration site to the website 
 Coordinating the voting for the Professor of the Year awards and linking this to the 

website as well 
 

D) General Duties  
 Reporting issues, questions and concerns to the President 
 Assisting in executing other Commerce Society Events 

 

Technical Skills: 

 Google Drive 

 Creativity and Marketing skills 

 Competence and Personal Access to Adobe Photoshop or InDesign 

 Basic knowledge of Wix.com and website design 

 Basic features of Microsoft Office 
 

Further instructions regarding website technicalities/renewal will be provided to candidate once 
selected. Existing examples of sponsorship packages and media designs will be available for 
reference or editing for future events once selected. In your cover letter please provide relevant 
examples of media and website design experiences and indicate whether you have personal access 
to Adobe Photoshop or InDesign. Samples of previous work are not necessary but would be 
considered an asset when reviewing applications. 
 

This position is open to all Saint Mary’s University students with any background and major. This 
opportunity is ideal for a hard working, self-motivated student who values the importance of teamwork 
and can demonstrate excellent communication & organizational skills. Past experience of working in 
student groups and societies will be an asset.  
 

Please send applications including a brief resume and a concise Cover Letter to 
Commercesociety.smu@gmail.com no later than Sunday, March 24th at 5:00pm. Monday, March 25th, 
at our general meeting at 5:30pm (LA 276), applicants are required to do a 1-2 minute speech for our 
election.  
 
If you have any questions for the position, please email us at Commercesociety.smu@gmail.com 
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