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Job description: 

Design and production manager 

 
Job title:  Design and production manager 
Job location: UK (Haywards Heath, West Sussex) 
Reports to:  Global head of online and design 
Responsible for:  2 x producers, lead graphic designer, graphic designer and campaign designer 
Department:  Individual Giving and Marketing 
 
Job purpose 
The design and production manager is responsible for the timely, cost-effective and high-quality 
delivery of design and digital projects and materials across Sightsavers, acting as traffic manager 
for work briefed into the team from across the global organisation, leading on key strategic projects, 
and managing two producers and three designers. 
 
They’ll enjoy close working relationships with their own reports and the wider online and design 
team, and be a communications expert who has the authority and experience to critique briefs and 
to work with colleagues to ensure those briefs fit with Sightsavers’ brand and strategy. 
 
Accountabilities: 
 
1. Manage incoming service requests to the team, supported by the production coordinator, and 

schedule these and assign resources accordingly 
2. Work with internal teams and third parties to ensure that all aspects of projects are delivered 

accurately and to required deadlines 
3. Manage projects and ensure producers manage projects to agreed scopes and timescales, 

including integrated projects where digital, print, events, media and social media components all 
require coordination and cohesion 

4. Oversee project design and production, reporting any potential disputes, changing requirements 
or delays in a timely manner, and reviewing project performance 

5. Provide supportive management and professional development opportunities for team members 
6. Provide design and creative feedback for the wider online and design team 
7. Deputise for the head of online and design as and where necessary 
 
The principle accountabilities are not meant to be an exhaustive list of tasks. Flexibility is essential 
and the job holder is expected to carry out any other related duties that are within the employee's 
skills and abilities whenever reasonably instructed. 
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Jobholder entry requirements 

Knowledge, skills and experience: 

 Demonstrable ability to work proactively and autonomously and be accountable for own 
decisions 

 Ability to work confidently with internal stakeholders and external suppliers at all levels and with 
different personality types; influencing and negotiating skills 

 Positive, demonstrable people management skills 

 Experience of project and resource planning, and project reporting 

 Strong written and oral communication skills 

 Demonstrable budget management experience 

 Experience with Adobe Creative Cloud, in particular InDesign, Photoshop and Premiere 

 Experience using image libraries, file and content management systems is essential 

 Passion for visual and digital communications, and a good eye for quality design 

 An understanding of and commitment to equality of opportunities for disabled people, with a 
particular focus on accessible communications 
 

 Experience of working for a charity or within the design sector is an advantage 

 Swedish, Norwegian, Italian or French language skills would be welcome but are not essential 
 
Core behaviours:  

 Planning and Organising                                                  

 Delivery and Implementation 

 Communicating and Influencing                          

 Decision Making and Accountability 

 Flexibility and Self-motivation 
 
Key relationships 
Internal 

 Online and design team-mates 

 Media, Events and sector-specific Communications teams 

 Individual Giving and Marketing department colleagues 

 Content stakeholders across Sightsavers 

 Country office staff 
 
External 

 External agencies when required 

 Partner organisations 


