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Rogers MN 55374 seeking an enthusiastic self-starter who is willing to 

work hard and keep cool under pressure.  This is the perfect opportunity for a graphic or 

production artist with minimal experience to start a career path at a company focused on 

employee growth and customer satisfaction.  This position entails setting up customer 

provided copy and logos for Hot Stamping or Pad Printing along with entering orders and 

contacting customers with art questions or to procure order authorization.  We offer training 

and support to ensure your success. Benefits: 8 paid holidays, PTO up to 80-hours-year, 

Medical and Dental and employee funded Insurance programs for Whole Life, disability long 

or short term. 

 

Position: Production Artist  

Status: Non-Exempt Full Time 

Starting Wage: $14.00-$17.00 DOQ and experience 

Hours: 8:00 am to 4:30 pm, Monday – Friday 

 
Production artists use their expertise in design and computer applications to review final designs and 

layouts. In finalizing the products, artists may suggest improvements and modify formats to increase the 

quality of production and ensure that standards are met. Other technical duties may include scaling, 

cropping, retouching, repositioning and preflighting, or eliminating defective and excessive imaging. 

Production artists may also be responsible for archiving and updating graphic files. 
 

Qualification and Skills 

 

 Minimum two years’ experience in product art or equivalent certification.  

 Minimum two years customer service and data entry experience 

 Proficiency with Corel Draw primarily, Adobe Creative Suite: Illustrator, and /or 

Photoshop. 

 Demonstrated ability to understand and translate customer needs. 

 Excellent written, verbal and organizational skills 

 Detailed-oriented 

 Prioritize and balance multiple tasks simultaneously 

 Work effectively without close supervision 

 Display a customer-oriented approach and a creative, positive outlook on all projects 

 Work quickly and efficiently on varied orders for a range of customers 

 Understanding hot stamping and pad printing a plus. 

 Computer literacy Microsoft medium level 

 Experience in telephone etiquette and protocol.  

 Team player 

 

 

Responsibilities: 

 Receive and analyze customer artwork for usability, setting up existing art for 

proofing, creating artwork proofs for customers, and printing acetates as directed  
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 Become familiar with equipment and product line to layout jobs for accuracy and 

efficiency. 

 Correspond with customers and vendors for accurate order management. 

 Fax orders for approval. Involves understanding and using accounting software in 

concert with contact management software to ensure accuracy of orders. 

 Maintain superior level of accuracy while doing any work, particularly involving 

order management. 

 Send literature as requested by customers or sales reps using current catalog request 

system.  Including printing and updating literature for sales reps. 

 Maintain file systems and daily filing tasks for all orders. 

 Maintain office and production equipment in the Graphics and Shop that are assigned 

to the Graphics Department.  

 Maintain accurate customer records in all software systems, CRM, accounting and 

other programs as trained. 

 Required to learn customer levels, price guide, product line, imprint specifications, 

production guidelines and shipping information in order to provide superior customer 

service. 

 Perform other related duties in support of the Graphics Department as assigned by 

management. 

 Learn CRM (GoldMine and Accounting (QuickBooks Enterprise) systems. 

 Back up other office personnel as needed.. 

 

 

Growth Opportunities: Marketing and web design etc.  

 

    


