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University of Edinburgh 
 

Job Description  
 
1. Job Details 
 
Job title: Graphic Services Manager 
School/Support Department: Physics  
Unit (if applicable): 
Line manager: Technical Services Manager 
 
2. Job Purpose 
Providing a comprehensive photographic and applied service in the School of Physics. 
To advise, design and develop uses of applied photography to enable Teaching and Research Staff to plan and 
realise their results. 
Promoting the awareness of science to schools, to the general public, and industry. 
 
3. Main Responsibilities 
 Approx. % 

of time 
1. Supervising postgraduate and fourth year student projects requiring applied 
photography techniques involving still or video images.  Teaching the use of digital 
programmes, Photoshop, Media 100, and Adobe Premier.  Planning their work and 
liaising where needed with jointly funded specialised equipment. Arranging to use 
other graphic image services.  Likewise, high speed video when required. 

10 

 
2. Publicity Committee member; graphic design of Schools publications, sourcing 
printing costs, placing orders, supervising the finished publications, liaising with 
printers to deliver goods within timeframe specified. 

10 

 
3. Web site; design, implement and support Web site, arrange copyright agreements 
for use of our images purchased from the site. Dealing with day to day enquiries about 
charges for archive images. 

15 

 
4. Photography for other Schools, Colleges, and the University; University 
magazines, annual reports, strategic plan, undergraduate and postgraduate 
brochures. This requires meetings with designers, planning work schedule, arranging 
appointments with clients and delivering within tight timeframes. 

25 

 
5. Preparing and producing estimates for other schools and outside organisations, 
presenting their final bills, responsibility for my managing my own finances. 

  5 

 
6. Co-ordinate, and participate in the organisation of, exhibitions and displays      3 
  
7.   Designing and developing uses of applied photography techniques to produce 
dynamic images that can promote the groups within the School to the outside world. 

  25 

8.   Digital Image manipulation and archiving for publication, web, and copyright use. 
 
9.   Providing consultancy for external organisations 

    3 
 
    3 

 
 
4.   Planning and Organising 
Jobholder is expected to set their own work programme; managing the demands as they present themselves; 
ensuring that the work progresses smoothly; and that deliverables for which they are responsible for are completed 
on time and to the quality expected. 
Liaising with internal and external designers, planning work schedule, arranging appointments with clients, 
interpreting client brief, and fulfilling their expectations within agreed timeframe. 
Plan logistics of, and co-ordinate, photographic assignments and activities. 
Develop specific goals and plans to prioritise, organise, and accomplish commissioned work. 
The complex and diverse range of duties demands an ability to work well under pressure, and to the highest 
professional standards, to prevent the client base going elsewhere. 
 
 
 
5.   Problem Solving 
Be a principle source of information on equipment and applied techniques. 
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Develop new applied techniques, design or adapt new equipment, research new developments. 
Jobholder is expected to have such knowledge and experience as required to solve all problems on their own and 
take a proactive approach to their work. 
As problems occur, manage them to meet the deadlines agreed and adapt working practices to suit.  
 
6.  Decision Making 
Jobholder will be solely responsible for the quality of the work produced and the timescale taken to complete the 
task. The charging structure for work will also fall within the job requirements and the estimates for costs of 
proposed commissions, internal requests and copyright charges. 
At committee level, the jobholder will be expected to give advice, propose the best solution to members of the 
project group, and implement any work arising as a result.  
 
7. Key Contacts/Relationships 
Mainly teaching, research and admin. staff, but can be any staff or PG student, within the School of Physics, (incl. 
EPCC and NeSC), and all other parts of the University (see Dimensions).  
Many external contacts, including designers, printers, media staff, and those requiring consultancy work. 
Good communication and people skills are an essential component of the job. 
 
8. Knowledge, Skills and Experience Needed for the Job 
Degree in Photography or City and Guilds Advanced Certificate in Applied Photography.  Also preferably a member 
of a Professional body and at least six years post qualifying experience. 
Jobholder must be able to demonstrate a solid understanding of photo-manipulation packages including, 
Photoshop, Media 100, and Adobe Premier and a working knowledge of HTML to manage the web site.  
Ability to use templates and graphic design packages is essential, as the post holder is expected to organise the 
yearly postgraduate poster session, including knowledge of large scale printing. 
 
9.  Dimensions  
The service is offered to all parts of the School of Physics, to other Schools within the CSE and elsewhere in the 
University, Central Services, Planning, Communication and Public Affairs, Undergraduate and Postgraduate 
prospectus, ERI, EPIS. 
The images created are a vital part of the University’s marketing, and have a bearing on student recruitment. 
Travel to different locations, and work outside normal hours, is expected. 
Income generated by the post averages £16k per year. 
 
10. Job Context and any other relevant information 
The jobholder needs to be a highly skilled and experienced individual in their field, as the academic and research 
groups of the School rely heavily on a comprehensive service. Internal contacts within the rest of the College of 
Science and Engineering are vital as this generates an annual revenue stream which supports the post. Other 
Schools and Colleges of the University and central support services also use this service and contribute financially 
to the post. Some of this income enables new equipment to be purchased and therefore the service is self sufficient. 
The Schools folio of images needs regular updating to ensure an up-to-date supply of suitable resource material. 
The jobholder has to have considerable experience to contribute to the development the digital archive and a 
working knowledge of HTML would be needed.   
The Job Holder is responsible for producing highly creative images of an abstract nature encapsulating the very 
essence of the science involved, these photographic images will need to be of exhibition quality. This will draw 
deeply on the post holder’s creative nature and passion which will require a deep understanding gained by 
discussion with the scientists involved to reveal the sometimes esoteric nature of the concepts.  
The resulting images will not only be used to publicise the science but be able to stand alone as an exhibition of 
excellence. These images of excellence will be used as a visual springboard not only by the school and the college, 
but by the University as a whole in the publicity of its complex science.  
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