
Red Cloud Indian School
Job Description

Position: Graduate Success Associate
Department: Administration
Supervisor: Director of Graduate Success
Status: Full-Time
Classification: Exempt
Written by: Director of Graduate Success
_______________________________________________________________________

Mission
The mission of Red Cloud Indian School (RCIS), a Catholic Institution administered by the Jesuits
and the Lakota People, is to develop and grow as a vibrant Church, through an education of the
mind and spirit that promotes the values of the Lakota Culture.  RCIS includes two elementary
schools, a high school, Heritage Center, and sixteen parishes on Pine Ridge Indian Reservation in
SW South Dakota.  By integrating both Lakota culture and heritage with spiritual beliefs from the
Lakota and Catholic traditions, RCIS aims to educate both the mind and the heart of its students,
creating leaders of tomorrow with competence, conscience, and compassion.

Graduate Success Summary:
The Red Cloud Graduate Success program is committed to supporting RCHS students and
graduates on their higher education pathways. As well as, maintaining and developing
partnerships, opportunities and networks that assist our graduates on their pathways. Working
in the office of Graduate Success is a very unique and rewarding opportunity, however, it is also
very demanding and requires patience and understanding.

Position Summary:
The Graduate Success Associate will work directly under the Director of Graduate Success, and
perform a wide range of duties and responsibilities. Duties related to the office operations of
the graduate success program, the success of RCHS graduates, alumni engagement and event
planning. The Graduate Success Associate will assist in promoting the success of RCHS graduates
pursuing higher education. They will assist RCHS seniors in completing college, scholarship and
any other application processes, when needed. They will also promote alumni engagement by
planning small and large alumni events, and maintaining the RCHS alumni social media pages
and annual newsletter. They will assist in building and maintaining relationships with
institutions, programs and individuals that offer scholarship, opportunities or resources to our
students. As well as other duties assigned by the Director of Graduate Success.



Duties and Responsibilities
● Communicate and update the Director of Graduate Success regularly
● Maintain the office operations of the Graduate Success Program
● Manage communication including emails, massages, texts and phone calls
● Schedule appointments, meetings, reservations and travel arrangements
● Create reports, including memos and business letters
● Learn to complete and process purchase orders
● Maintain and update budgets, files and databases in a confidential manner
● Work effectively with students, parents, community and staff
● Assisting in helping high school students complete their applications, such as, college,

scholarship, and FAFSA applications, when needed.
● Must be willing to travel to visit alumni on their campuses, and to assist in taking high

school students on college tours.
● Organize care packages for alumni in college or the military by gathering addresses,

creating the care packages and mailing of the packages
● Assist with communicating with RCHS graduates
● Help organize and implement small to large scale events for RCHS alumni
● Be open to sharing your own experiences, growth, and advice with students, parents

and staff
● Be able and willing to work with complex situations, routinely shifting demands and

priorities as they arise.
● Establish and maintain a RCHS alumni network through the RCIS website, social media,

and newsletter
● Other duties and responsibilities as assigned

A.   Qualifications
● Bachelor’s Degree
● Must hold a valid driver’s license.
● Red Cloud High School Alumni Preferred
● Have a passion to support youth in higher education
● Strong organizational and time management skills, and ability to prioritize
● Strong verbal and written communication skills
● Must be a self-starter and driven
● Adaptable and comfortable with routinely shifting demands
● Must be able to maintain confidentiality and respect for sensitive and personal

information
● Working knowledge of general office equipment and software
● Open to growth both professionally and intellectually

B. Physical requirements:
● Must be able to sit at a desk and use a computer, phone and other office equipment for

long periods of time
● Must be able and willing to travel including bus, train, plane, car, ferry or navigate other

means of transportation
● Must be able to navigate, on foot, of a college campus



● Must be able to lift 30 lbs

Certification: I have read and understand the preceding job duties, specifications, requirements,
and accountabilities, and agree to execute the same in a manner that promotes equality of
opportunity, dignity and due respect for all, consistent with the Mission of the Red Cloud Indian
School, Inc.

To Apply:
Please send materials to
Brenda Bad Heart Bull, Human Resources Director
Red Cloud Indian School
100 Mission Drive
Pine Ridge, SD 57770
brendabadheartbull@redcloudschool.org

mailto:brendabadheartbull@redcloudschool.org

