
 

Rapid City Catholic School System 
 

Job Description 
 
Job title: Director of Public Relations and Event 
Planning 

Classification: Salaried 

Reports to: Director of Marketing & Public 
Relations, Superintendent 

Exempt Status: Exempt 

Department: Development Duty Hours: 8:00 am – 5:00pm, Monday through Friday. 
Some evenings and weekends for special events 

 

Position Overview 

To fundraise for the Rapid City Catholic School System by planning and overseeing events, soliciting monetary                
and other donations, networking on behalf of the RCCSS and managing various types of advertising               
media 

 

Duties and Responsibilities 

Help acquire funds to provide financial resources for the RCCSS: 
- Assist in donation and sponsorship procurement 
- Assist in selling corporate advertising  
- Planning and execution of all major fundraisers 

Plan and oversee fundraising events: 
- Major events include, but are not limited to: Winterfest, Mayfest, Bishops Golf Tournament, Countdown 

to Christmas 
- Design and distribute event advertisements and promotionals  
- Increase event participation and income  
- Solicit and organize donations, baskets and prizes; coordinate volunteers 
- Set up and host events, includes supervising volunteers 

Oversee fundraisers: 
- Fundraisers include, but are not limited to: Catholic United Raffle, Spirit Shirt sales 
- Design and distribute information; communicate details and deadlines to school families 
- Increase fundraiser participation and income 
- Accurately record funds raised; distribute prizes/rewards as needed 

Networking: 
- Represent RCCSS in Diocesan, public and community forums 
- Represent RCCSS in the local media, includes distributing press releases and radio/tv appearances 
- Increase alumni, donor and potential donor network 
- Act as liaison between RCCSS and parish priests 
- Manage RCCSS social media accounts, including Facebook, InstaGram, Twitter, the RCCSS app and 

RCCSS website 
- Recruit and manage volunteers; track volunteer hours 

Document design and graphic design: 
- Create flyers and promos for digital and print as needed 
- Create videoboard ads for sponsors 



- Update and design RCCSS Family Directory annually 
- Update and design RCCSS Annual Report 

Keep record of Development Office fundraising: 
- Attend Development Committee meetings and take minutes 
- Provide report for monthly School Board Meetings 
- Record financial contributions; coordinate expense and revenue data; maintain financial records and 

transactions 
- Communicate with donors, alumni and potential donors, including recognition, follow-up, pledge 

reminders, tax receipts and thank you letters 
- Draft, finalize, print, mail and maintain database for all appeals 
- Track analytics for digital accounts; tally attendance at live events 

Other duties as assigned. 
 
Qualifications 

Education: Bachelors Degree or 5 years related work experience 
 

Experience:  
- Fundraising, donation/sponsorship procurement or sales experience required 
- Graphic design experience required 
- Public speaking and event planning experience preferred 
- Public relations or marketing experience preferred 
- Knowledge of basic accounting functions preferred 

 
Skills:  

- Strong skills in organization and planning  
- Energetic and creative 
- Proficient with Microsoft Suite, Adobe Creative Suite, Google Docs, WordPress and a variety of social 

media sites 
- Detail oriented 
- Must be able to draft and proof letters, documents and publicity materials, including graphics 
- Must be able to communicate efficiently with school personnel, prospective families, alumni, media 

outlets, etc. 
 

Physical requirements 

Employee should be able to navigate stairs, walk between school buildings, and lift 10-20 pounds frequently, 40                 
pounds occasionally. Must be able to communicate clearly in English.  
 

Supervision Received 

 

 Director of Marketing & Public Relations; Superintendent 
 

Supervision Exercised 

 

Administrative Assistant to the Development Office 
 



 

The RCCSS reserves the right to alter this position’s job description/job duties to meet the needs and goals of                   
the system 
 
Approved by: 
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