
Sample Job Descriptions 

Job Description and Person Specification
Job Title:  Senior Graphic Photographer

Reports to:  Medical Illustration Manager

Accountable to: Medical Illustration Manager

Grade:   Band 6

  

1. JOB PURPOSE

To participate in all aspects of graphic design and illustration within the healthcare 
environment providing a graphic and art design service which is responsive to the needs 
of the Trust.

2. JOB DIMENSIONS

The Medical Illustration department is based at Organisation B and provides the 
photographic and illustrative service to Organisation B NHS Foundation Trust across 
two sites. The department employs Clinical Photographers and medical graphic 
designers who work as part of the Medical Illustration Team. 

The Design service is provided for all clinical specialties and senior managers within 
the Foundation Trust in addition to some external clients and provides graphic design, 
illustration and preparation of artwork for print, technical and anatomical illustration, 
exhibition and poster preparation and multimedia development.

The post holder is required to promote the department’s core values of positive 
customer care, quality and respect always putting the patient first.

3. ORGANISATIONAL CHART

The Medical Illustration Department is part of the Diagnostics, Surgery and Anaesthesia 
Directorate and has a complement of thirteen members of staff.

The department’s structure chart is appended to this document.

4. KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

All post-holders are expected to possess a media qualification to degree level or 
equivalent in addition to having (or be working towards achieving) the Staffordshire 
University Certificate in Medical Illustration or equivalent. All post-holders will be 
expected to be computer-literate and familiar with current industry-standard software 
and systems e.g. Adobe Creative Suite, WordPress, Quark, Flash, SharePoint.

The graphic designers should have a sympathetic and professional attitude to patients 
and clients. He/she should also have a smart appearance and the ability to effectively 
communicate with both medical staff and the general public. The ability to work 
cheerfully and effectively as part of a team, under pressure, to meet constant deadlines 
is essential.

The post-holder is required to comply with all relevant Trust and departmental policies 
and procedures and be committed to continual learning with recognition that mistakes 
provide opportunities for learning and improvement in the future.
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5. PRIMARY DUTIES & AREAS OF RESPONSIBILITY 

This is an outline of the tasks, responsibilities and outcomes required for the role and is 
not exhaustive:

a) To participate in all aspects of graphics for Medical Illustration liaising with 
customers and administration staff to progress projects from costing and briefing 
through to completion.

b) To liaise with users of the Medical Illustration Service on a one-to-one basis in the 
conception and production of illustrative material in order to interpret their brief 
and ensure that their requirements are fulfilled. Formulating and analysing options 
to fit client’s requirements which are fit-for-purpose, cost effective and meet quality 
standards.

c) To liaise with printers to ensure that all commissioned print is of a high quality, 
meets specification and is delivered on time. This involves giving detailed 
specification for print, gaining estimates, verifying proofs, negotiating deadlines 
and checking the quality of printed material and co-ordinating delivery.

d) To efficiently manage workflow within the Graphics Section in order to meet client’s 
requirements in an efficient and timely manner – acting as account manager for 
projects and liaising with clients.

e) To competently visualise, design and production of graphic and typographic 
material for print, displays, scientific posters, exhibitions, web design, digital media, 
brochures and leaflets.

f) To competently visualise design and production of graphic and typographic 
material for patients understanding the special needs of end users.

g) The preparation of multi-media graphics in the form of charts and diagrams to be 
used as slides and prints for lectures, publications, exhibitions and conferences. 

h) The preparation of corporate and marketing material in the form of banners, 
exhibition material, brochures and multi-media in support of marketing campaigns.

i) To produce technical illustrations and “free-hand” drawings for reproduction in 
monochrome and colour both manually and digitally.

j) To be computer literate with regard to specialist computer graphics, illustration, 
desk-top-publishing and web page design as well as utilising computers for job 
tracking, maintenance of records and statistics.

k) The preparation of digital artwork for publication and print.

l) The development of technical strategies to improve the service including 
applications, websites and other media for publication on the worldwide web and 
internal communication systems providing technical and creative support for 
clients ensuring integration with organisational CMS and databases.

m) To be conversant with modern trends in clinical, scientific and technical illustration 
and to keep abreast of technological development within the medical illustrative 
field. 
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n) To assist in the implementation of new technologies and techniques in graphics 
providing training to health professionals and writing of department protocols and 
works instructions as appropriate appropriate.

o) To maintain the documentation graphics requests, worksheets and the filing and 
storage of artwork and subsequent archiving in line with departmental procedures.

p) To self-manage and effectively prioritise workload in order to ensure that services 
are provided to meet requirements.

q) To be fully conversant with all forms of graphic design and illustration and have a 
sufficient knowledge of design, typesetting, print processes and techniques to be 
able to troubleshoot problems.

r) To implement NHS and corporate guidelines in the execution of work and 
demonstrate awareness of copyright and consent issues relating to the use of 
images.

s) Represent the department at meetings to offer guidance on design projects in lieu 
of the Head of Medical Illustration.

t) Contribute to the effective day-to-day running of the department, assisting in the 
development of good working practices and assisting in the ongoing development 
of the Medical Illustration Quality Management system and helping support other 
members of the MID team.

u) Continuously updating and enhancing own relevant knowldege and skill set by 
means of reading, software experimentation, courses and consultation with 
colleagues.

v) Other duties of a similar nature as determined from time to time by the Medical 
Illustration Manager.

Additional Duties
a) To deputise for the Head of Medical Illustration in relation to Graphics.

b) To plan, organise and monitor the work of the Graphics Section allocating projects 
and preparing the Graphics timetable.

c) To prepare, monitor and analyse Key Performance Indicators for the Graphics 
Section.

d) To be responsible for the organisation, monitoring and maintenance of all 
computer archiving and back-up systems within the Graphics section. 

e) To lead the section in the development and management of client web sites 
working closely with the Trust’s Web Management Team.

f) To undertake training of staff in support of the Graphics function.

g) To work as an auditor within the organisation.
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Health and Safety/Risk Management
The jobholder must comply at all times with Organisation B NHS Foundation Trust 
Health and Safety policies, in particular by following agreed safe working procedures 
and reporting incidents using the Trust’s Risk Incident Reporting System.

Equality and Diversity
The jobholder is required to abide by the Trust’s polices and procedures and to actively 
support the Trust’s commitment to equality and diversity in both employment and 
the delivery of services.  All patients, staff and visitors must be treated equitably, with 
dignity and respect taking into account their race, gender, ethnic origin, age, disability, 
sexuality etc”.

Training and Personal Development – Continuous Professional Development
The post holder must take responsibility in agreement with his/her line manager for his/
her own personal development by ensuring that Continuous Professional Development 
remains a priority.  The post holder will be required to maintain and up-to-date CPD 
portfolio.

The post-holder will undertake all mandatory training required for the role and will 
remain informed regarding the development of new technology through an accredited 
CPD scheme and be involved with any further training process.

Patient and Public Involvement
All staff will be expected to comply with S.242 of the NHS Act 2006.

Respect for Patient Confidentiality
The jobholder should respect patient confidentiality at all times and not divulge patient 
information unless sanctioned by the requirements of the role.

Environment and Sustainability
All employees have a responsibility to promote sustainability and carbon reduction 
within the Foundation Trust adhering to our Sustainable Development Strategy and 
therefore ensuring that all our business is conducted in a sustainable manner

Infection Prevention and Control
All employees have a personal responsibility to comply with Trust and departmental 
Infection Prevention and Control policies to protect their own health, the health of 
patients, visitors and other employees and to prevent Health care associated infections.  
This includes a requirement to maintain a safe, clean and tidy work environment and to 
complete mandatory Infection Prevention and Control training as provided by the Trust.

Safeguarding Children and Adults
All employees have a responsibility to safeguard and promote the welfare of children 
and adults. The postholder will be responsible for ensuring they undertake the 
appropriate level of training in accordance with the safeguarding policy training strategy 
and that they are aware of and work within the safeguarding policies of the Trust
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6. COMMUNICATION & WORKING RELATIONSHIPS

The post holder will be expected to work unsupervised as part of the Medical Illustration 
team and will report to the Medical Illustration Manager on a daily basis. The post 
holder will be required to work cheerfully and effectively as part of a team, under 
pressure, to meet constant deadlines. Good communication skills are essential and the 
post holder will be required to effectively communicate internally to a range of clients 
and externally to other agencies sometimes outside of the NHS.

7. SPECIAL WORKING CONDITIONS

The post-holder will be based in the main department but may also work at other acute 
sites. The post-holder may be required to work irregular hours on occasions in order to 
satisfactorily fulfil the requirements of the post.

The post-holder is subject to the satisfactory completion of a pre-employment health 
screening to be undertaken by the Trust’s Department of Occupational Medicine. 

Additionally, because of the nature of the work, this post is exempt from the provisions 
of Section 4(2) of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  
Applicants for the post are not entitled to withhold information about convictions 
which for other purposes are “spent” under the provisions of the Act and in the event of 
employment, any failure to disclose such convictions may result in disciplinary action or 
dismissal by the Trust.

8. JOB DESCRIPTION AGREEMENT

Jobholder’s Signature:  __________________________________

Date:     __________________________________

Head of Department’s Job Title: __________________________________

Head of Department’s Signature: __________________________________

Date     __________________________________

Your attention is drawn to the confidential nature of information collected within the 
NHS. The unauthorised use or disclosure of patient or other personal information is 
a dismissible offence and in the case of computerised information could result in a 
prosecution for an offence or action for civil damages under the Data Protection Act.


