
 

Rapid City Catholic School System 
Job Description 

 
 

Job title: Development Office Assistant Classification: Temporary, Hourly 

Reports to: Director of Marketing, Events and 
Fundraising and Superintendent 

Exempt Status: Non-Exempt 

Department: Development Duty Hours: 15 - 20 hours per week, ends June 30 

 
Position Overview 
To provide temporary administrative and marketing support to the Development Office 
 
Duties and Responsibilities 
Assist with current events and future event planning: 

- 2022-23 Annual Fund- solicitation of donations 
- 2023-24 Spirit Shirts- organize student design competition, begin ordering process 
- 2023 Cavalier Weekend- begin organization effort 
- June edition of Cavalier Magazine- organize volunteers, create content, coordinate with publisher 
 

Assist with Public Relations: 
- Assist in coordination of information being shared with media outlets and social media sites 
- Coordinate with the Office of Admissions regarding public relations materials for enrollment 
 

Assist with data entry and records maintenance: 
- Print and mail statements and invoices 
- Reconcile contributions  
- Send acknowledgment to donors 
- Acknowledge memorial gifts; communicate with donors 
- Oversee mailings related to the Development Office activities, update files and mailing lists as 

needed 
 
Other duties as assigned. 
 
Qualifications 
Education:   High School Diploma and additional computer training/knowledge 
  
Experience:   

- Experience developing and implementing marketing plans preferred 
- Fundraising, donation/sponsorship procurement or sales experience preferred 
- Graphic design experience preferred 
- Knowledge of basic accounting functions preferred 
- Knowledge of Microsoft Office, G Suite and Photoshop is preferred 
- Knowledge of basic accounting functions preferred 



 
 

 

Skills:   
- Must show the essential marks of Catholic faith. The ideal candidate will live a life inspired by a 

supernatural vision, founded in Christian Anthropology, animated by communion and community, 
imbued with a Catholic word view, and sustained by Gospel witness. 

- Must be able to communicate efficiently with school personnel, prospective families, alumni, media 
outlets, etc. 

- Must be energetic and creative, detail oriented 
- Must be comfortable speaking in public 
- Must have strong skills in organization and planning  
- Must be able to work well independently and as part of a team 
- Must be proficient with Microsoft Suite, Google Docs, WordPress and a variety of social media sites 
- Must be able to draft and proof letters, documents and publicity materials 

 
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, Events and Fundraising and Superintendent 
 
Supervision Exercised 
None 
 
 
 
 
 

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


