
Assistant Designer
Volunteer Position Description

Overview: Alpha Sigma Tau is committed to using marketing and communications to
enrich the Sisterhood Experience. When done right, communications can help grow and
strengthen both the quantity and quality of meaningful interactions that comprise the
bonds between Sisters. Effective communications reinforce the idea that the “AΣT story”
manifests itself over and over again in the lives of members, chapters, and communities
across the country. Communications also play an important role in keeping members and
others informed about the Sorority and its practices, events, opportunities, and benefits of
membership.

To achieve the Sorority’s communications goals, Alpha Sigma Tau has established the
“Communications Team” to create collateral, graphics, and other communications pieces.
The team is comprised of member volunteers in the following roles:

● The Anchor Team
● Staff writers
● Assistant designers
● Photographers, as applicable

On The Anchor Team, the Assistant Designer supports the Designer by creating magazine
designs and layouts. Additionally, the Assistant Designer may work on or create the layout
and digital production files for publication and/or electronic documents, such as PDFs.
These can include but are not limited to postcards, infographics, full-page fliers, posters,
logos, and more.

Reports to: Designer, Headquarters Staff members

Direct Reports: None

Key Interactions:
● The Anchor Editorial Team
● Headquarters Staff
● Other designers and assistant designers



Note on The Anchor: The magazine is currently produced three times a year. The spring
issue is typically finalized in early March, and the fall issue is typically finalized in early
October. The summer issue is electronic and is typically finalized in early July. The time
commitment is 3-8 hours per week during the layout process (generally 10-12 weeks) and
10-15 hours per week during issue finalization (generally 2 weeks).

Primary Responsibilities and Expectations:
● Develop magazine layouts in Adobe InDesign
● Create spot illustrations, ads, and/or feature layouts
● Adhere to the Sorority’s visual identity guidelines during all projects
● Work closely with other members of the Anchor Editorial Team to ensure alignment

between photography and additional content
● Present layout and design considerations to the Designer
● Utilize the Basecamp web-based project management tool to track projects
● Understand that the Sorority retains ownership of all images, graphics, content, etc.

created by volunteers for Sorority projects and reserves all applicable rights and
protections. Volunteers may access and use their work as part of their professional
portfolios and for use in marketing their professional services.

Required Qualifications:
● Proven experience with publication layout and design
● Expertise in desktop publishing software and preparing files for print
● Ability to commit and adhere to production timelines and deadlines
● Strong understanding of copyright and image use limitations
● Driven by the mission of Alpha Sigma Tau

Preferred Skills and Attributes:
● Membership in Alpha Sigma Tau; must be in good standing
● Ability to utilize multiple methods of technology (Microsoft Office, video

conferencing services, Basecamp project management tool, etc.)
● Developed ability to work independently and as a member of a remote team
● Strong written and verbal communication skills
● Access to Adobe InDesign (required); Photoshop, Lightroom, and Illustrator

(recommended) or software of choice

Application Process:

Interested applicants should complete the Communications Volunteer Application and
upload attachments of the following additional required materials:

1. Resume

https://form.jotform.com/222775163570155


2. 2-3 samples of your design and layout work
3. Responses to the following questions:

a. What is your experience with publication layout design?
b. What experience do you have with collaborating with teams and leaders

remotely?


