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Job descriptions. 

Job descriptions come in all shapes and sizes. They can 
be as brief or detailed as your needs.

Generally, they should include these components: 

»» employer name 
»» job title – some think we should be democratic and 

creatives don’t need titles but titles do give help 
everyone understand where they (and others) sit in 
the hierarchy of a studio. They:
•	 reflect the job and duties being performed
•	 rank a job with other jobs in the company
•	  are free of gender or age implications
•	 benchmark employees against similar roles in 

the industry (handy for the purposes of equity in 
pay and conditions)

•	  are self-explanatory for recruitment purposes.
»» hours of work 
»» purpose
»» responsibilities, including a breakdown of skills  

and necessary competencies
»» salary – rather than assign a particular salary to a 

position, work out a salary range that is competitive 
with similar positions in other organisations and 
allows for variations in education and experience

»» a breakdown of key tasks  
(using a percentage of time)

»» KPIs for the position
»» an organisation chart.

An annotated example of a job description is on the 
following page.
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JOB DESCRIPTION
FOR Carol Mackay

POSITION  Studio manager

DATE July 2017

ROTO PARTNERS
Thinking outside the box

THE POSITION KPIs 

ORGANISATION CHART 

Key  
performance

• increase revenue by 
maintaining the forecast 
RP profit margin KPI 

• ensure designers are 
allocated enough tasks 
that they are able to 
reach their billed hours 
KPI

• analyse project P+L 
reports for quote 
accuracy, productivity 
and profitability, taking 
action as required to 
ensure profitability

• accept all responsibilities 
of your role, whilst 
maintaining some 
flexibility and adaptability 
in the face of unexpected 
situations.

Reporting 
overview  

Weekly reporting
• manage WIP meeting 

every Monday morning.

• manage and contribute 
on issues related to 
workflow and studio 
efficiency.

FOUNDER/OWNER,  
CREATIVE DIRECTOR 

CLIENT SERVICE

 BOOKKEEPER 
(PARTTIME)

STUDIO MANAGER 
NEW BUSINESS 
DEVELOPMENT

SENIOR DESIGNER

CLIENT SERVICE (DESIGN 
MANAGER)

DESIGNERSTRATEGIST WEB DESIGNER
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ABOUT ROTO PARTNERS
Il invelle catempe renihil iciisim ustrum idelia pa cus quiandi 
illores cipsus alit quiatiis et dundioribus poris nihici blam, cus 
andi dem eniatectota parum, corem repro blandae dolore, 
nonsequamus quiam vellatis es nimoditatia int fugias aut pra 
volum velest recestincil et haruptae consequ ideliam eate sit, 
commoditium veligni maximag natiam quat.
Pisquatquias sitibustio illam, cor rem. Eped quas id quam qui 
odicatur?

ABOUT THE POSITION
Job title Studio manager, Roto Partners

Reports to: Skye Trainer, Studio owner

Hours: Full time, Monday to Friday 9.00am to 
5.30pm  
1 hour lunch break.

Purpose: Manage the workflow to complete projects  
to the satisfaction of clients, on time and 
budget and within the financial guidelines  
of Roto Partners.

Responsibilities: The planning, scheduling and managing of 
studio workflow.

 Assisted by and delegate authority and 
responsbility to Client service manager

 You have responsibility for:  
  strategist 
  senior designer 
  designer 
  web designer 
  bookkeeper

Salary: Range in accordance with experience 
$75,000 inc super – $120K inc super 
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RESPONSIBILITIES
Scheduling 70%

Operations 10%

Finance 10%

Production management  10%

AREAS OF RESPONSIBILITY:
Scheduling  
70%

SKILLS
• liaision between all 

members of the studio

• write detailed project 
plans, task and scheduling

• allocate work load for 
amendments as needed

• work with client service 
define scope, resources, 
estimates, and timelines

• meet deadlines

• allocate briefs according to 
a skills and strengths

• manage streamtime

• deliver work on/before 
deadline, on/below budget

• ensure time-sheets and 
costs are in streamtime 
ready for invoicing

• assess potential risks for 
discussion with the owner 
and client service

• manage job completion 
process

• report on job and 
finalisation at weekly WIP 
meeting

• locate and liaise with 
suppliers 

• maintaining overflow 
by managing freelance 
network

COMPETENCIES
• strong communication

• exceptional time 
management abilities

• ability to negotiate

Operations  
10%

SKILLS
• managing resources to 

ensure studio is kept 
running efficiently

• identifying/managing 
human resource issues to 
keep staff comfortable/
content

• researching best practice 
and possible improvements 
to studio operations and 
use of streamtime.

COMPETENCIES
• strong communication

• exceptional time 
management abilities

• ability to negotiate

Finance  
10%

SKILLS
• ensuring projects are 

within the profit range KPI

• managing the costs of 
projects to ensure they 
are delivered on or under 
budget

• preparing job P+L 
statements.

COMPETENCIES
• financial acument 

• strong communication

• exceptional time 
management abilities

Project 
management 10%

Support client service to 
manage production by:

• manage all production 
estimates

• manage external 
suppliers

• quality control all external 
production.

Remote client service: 
maintain a good relationship 
with clients and manage 
projects through telephone 
communication.  

COMPETENCIES
• strong communication

• exceptional time 
management abilities

• ability to negotiate

Design the document to align 
with studio brand and values. 

Who we are and what 
we do – the elevator 
spiel about the studio.

A summary of the position.

KPIs are a useful 
measurement tool that 
takes assessing the 
performance of a staff 
member from a subjective 
view to an objective view.

KPIs can be a vital 
reference in the event  
of disputes or  
disciplinary issues.

An example for a design 
studio manager may be  
a meeting a specific  
profit margin.

Relationships.

It is important to include reporting lines 
and working relationships in your job 
description, and an organisational chart 
is the perfect way to do it.

Reporting lines clarify the 
responsibilities of the position by 
showing who the candidate reports 
to and who reports to them. This is 
important, not only for compliance, but 
to show the structure of a studio and 
how your position fits into it.

Responsibilities.

The crux of the job description is a list of 
responsibilities, along with the amount 
of time expected to be dedicated to each 
task represented as a percentage.

Descriptions of responsibilities should 
be no more than two or three sentences 
in length and should be outcome-based, 
containing an action, an object and a 
purpose (for example compiles monthly 
reports to allow monitoring of the 
department’s budget).

The list of responsibilities will vary 
in length, but as short as possible, 
otherwise the document becomes  
an operational manual rather than  
a job description.

Roles in smaller companies may have 
more tasks due to designers needing  
to be ‘all rounders’ but aim to keep  
your list to less than 15 tasks.

Skills and competencies.

Skills and competencies should be listed 
separately from each other, as they are 
two quite separate things. Skills are 
activities a candidate can perform based 
on what they have learned through 
study and practice. They are often 
vocational. Competencies are the traits 
or attributes you expect the candidate to 
display in the role. 

An example of a skill is the ability to 
give effective presentations. It is a skill 
that can be learned through study and 
practice.

An example of a competency is strong 
communication which is an innate 
characteristic displayed by a person. 
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