
Social Media and Marketing Coordinator

Job Status: Full-time

Classification: Non-Exempt
Reports to: VP of Communication and Marketing
Salary: $30,000-$40,000

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.

Job Summary:
The Social Media and Marketing Coordinator is responsible for fostering awareness of and support for

Red Cloud Indian School’s mission and efforts; building and enhancing RCIS’s recognition and perception

in the community; maintaining office files and procedures; and supporting the overall Communications

and Marketing efforts of Red Cloud Indian School.

I.  Essential Duties:
● Lead and implement online marketing strategies through social media accounts that align with

the Red Cloud brand standards.
● Develop original content and suggest creative ways to attract more followers to Red Cloud’s

social media accounts and website.
● Create engaging text, image/photo, and video content to highlight the various events, programs,

and initiatives of the schools, The Heritage Center, pastoral, and transformative programs.
● Maintain an optimal posting schedule, considering web traffic, customer engagement metrics,

and Red Cloud’s programmatic needs.
● Suggest new ways to attract prospective customers, like promotions and campaigns.
● Oversee Studio operations including coordinating studio schedule, keeping inventory of studio

equipment, maintaining and ordering equipment. Responsible for the professional and efficient
managing of visitors, vendors, clients, telephone calls and messages as well as a variety of
clerical duties that support studio operations.

● Assist with campus tours with donors and visitors of the institution.
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● Serve as one of the points of contacts for external audiences contacting RCIS for general
information, visiting, donating and partnerships. This includes, but not limited to, responding to
phone calls, letters and emails on behalf of the institution.

● Maintain an understanding of current RCIS presentation to present to tours and visitors that
includes current knowledge of RCIS initiatives and activities.

● Develop and maintain relationships with organizational staff in The Heritage Center, school staff
and faculty, pastoral community, and Advancement/External Affairs staff to keep informed of
organizational updates and successes.

● Responsible for clerical duties of the Communications office, including but not limited to:
o answer and direct phone calls
o prepare mailings
o database entry and updates
o maintain records and files
o update process and procedure manuals
o research
o open, sort, distribute and prepare response to correspondence

● Assist in coordinating special events on campus, as assigned.
● Collect and maintain visitor feedback using designated survey instruments.
● Other job-related duties assigned.

II.  Job Qualifications

● Bachelor's or Associate’s degree.
● Understanding of Red Cloud Indian School’s mission, philosophy and needs to better educate

interested individuals and groups about the institution.
● General knowledge of the Pine Ridge Indian Reservation.
● Familiarity with computers and computer software systems.
● Ability to manage multiple projects and stakeholders concurrently.
● Friendly and outgoing with strong communication skills and public speaking experience.
● High level of maturity, with a commitment to presenting high-quality educational information

and facts.
● Ability to initiate conversation and interact with culturally diverse visitors and groups while

initiating and building interest in RCIS.
● Represent Red Cloud to both internal staff and external clients in a manner that is at all times

professional, knowledgeable, tactful, poised, and efficient.
● Demonstrated leadership, initiative and time-management skills.
● Self-motivated with the ability to work both independently and within a team setting.
● Flexible and interested in learning.

Physical requirements: Ability to sit at a desk and use a personal computer, telephone or other desktop
office equipment—60% of work time, walking and standing for extended periods of time —35% of work
time, bending at the waist and lifting less than 5 lbs.—3% of work time, bending at the waist and lifting
5-15 lbs. 2% of work time.

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.
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To Apply:

Send completed application and materials to:

Brenda Bad Heart Bull, Human Resources Director

Red Cloud Indian School

100 Mission Drive

Pine Ridge, SD 57770

email:brendabadheartbull@redcloudschool.org
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