Operations Assistant Team Leader

Position Title: 		Assistant Team Leader
Department:    		Holy Rosary Mission (Pastoral)
Location:		Sacred Heart Church or Designated Office
Supervisor:       		Operations Team Leader
Direct Subordinates:	None or as delegated by Team Leader
Status:              		Full-time (36 hours per week)
Classification:  		Non-Exempt
Schedule:         		Monday-Thursday. Weekends occasionally required.
Starting Salary:		$42K-$48K DOE
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VISION
A Lakȟóta Catholic Community 
prayerfully walking with Jesus through 
grieving → healing → growing → thriving


MISSION
Experience Jesus Empowering Us
Making Disciples
Engaging our Community
Position Summary 
The Operations Assistant Team Leader provides critical administrative and operational support to the Operations Team Leader and the Pastoral Department as a whole. In this role, the Assistant Team Leader is expected to demonstrate, after appropriate training, comprehensive knowledge and competency across all areas of Operations.
This position assists in the supervision and coordination of operations staff and serves as the second-in-command of the Operations Team. The Assistant Team Leader also plays a key role in financial oversight and communications and is responsible for coordinating designated operational areas as assigned by the Team Leader.
This position reports directly to the Operations Team Leader. It is primarily an on-site role and requires occasional travel. Limited remote work may be permitted under specific circumstances; however, the majority of responsibilities are performed in-office.

I. RESPONSIBILITIES AND DUTIES:
A. Operations Team - Areas of Responsibility
1. Budget and Finance
2. Communications
3. Management  of Hall Buildings and Vehicle Fleet
4. Fundraising
5. Database and Data Management
6. Delegated supervision of operations staff
7. Other duties as assigned by the Operations Team Leader

B. Key Administrative Duties as a Member of the Operations Team 
1. The Operations Assistance Team Leader will be assigned specific responsibilities from the following:
a) Execute financial operations tasks to ensure fiduciary responsibility, internal controls, and accurate record keeping. Tasks assigned could include budget monitoring, processing of accounts payable, counting money and preparing deposits in accordance with department cash handling policies.
b) Assist Operations Team Leader with the management and fiduciary responsibilities of hall rentals.
c) Develop communications, in collaboration with Team Leader and other teams , the news, events, and other pertinent information about our ministry to be shared with  the Lakȟóta Catholic community’s stakeholders, e.g. parishioners, Reservation communities, friends across the United States, sister parishes, donors, and Maȟpíya Lúta |Red Cloud staff, administration, and board of directors.
d) Donor database management and development of donor communications
e) Collect and manage data to support all teams efforts to use data for metrics and report data to appropriate stakeholders.
f) May help in recording and maintaining the Lakȟóta Catholic community’s civil, canonical, sacramental, burial, and other records.
g) Manage databases of parishioners, friends, and donors.
h) Assist in management and care of vehicle fleet.
i) Assist the Discipleship Team and/or Pastoral and Social Ministry Team in needed clerical, organizational, visitor service, or other tasks.

2. Other duties as assigned by the Operations Team Leader.

C. Other Administration Duties as a Member of the Operations Team
1. Participate in regularly scheduled check-ins and staff meetings.
2. Annual Professional Enrichment:
a) Meet regularly throughout the year with Team Leader for ongoing feedback and support, including at least one formal performance appraisal session, for reflection on mutually agreed upon goals and objectives in ministry.
b) Participate in Maȟpíya Lúta | Red Cloud employee activities.
3. Uphold the norms, guidelines, and procedures of the Diocese of Rapid City Pastoral Handbook and Maȟpíya Lúta |Red Cloud’s policies and procedures.

II. POSITION SPECIFICATIONS: 
A. Required Education and Skills:   
1. Experience with database management and accounting software
2. Graphic design experience.
3. Finance and budget literacy
4. Ability to supervise others
5. A valid driver license and ability to cleared to operate Mahpiya Luta vehicles
6. Understands the importance of maintaining confidentiality.
7. Excellent interpersonal and communication skills both verbal and written, to deal with difficult and sensitive situations.
8. Strong relationship building skills and ability to demonstrate to people that they are important and valued.
9. Ability to positively represent our Lakȟóta Catholic community to those who call, write or visit.
10. Proven ability to set priorities, organize, meet deadlines, and multitask.
11. High degree of attention to detail. Must be a team player and yet have the ability to work independently to accomplish tasks.
12. Maintains physical, emotional, spiritual, and psychological well-being.
13. Knowledge and skill in bookkeeping, office technology, database management, and overall management operations.
14. Ability and willingness to work scheduled hours.
15. Bachelor's degree or its equivalent.


B. Preferred Education and Skills:
1. Participates actively and regularly in the worship and sacramental life of the Catholic Church.
2. Experience with Mac platforms, Microsoft office applications 
3. Master’s Degree in related field

C. Physical requirements:
1. Ability to do the following activities throughout a work day, Including, but not limited to: sitting at a desk to use computer/phone/office equipment to meet ministry, outreach and administrative duty requirements. (76%)
2. Ability to do multiple activities throughout a work week, Including, but not limited to: driving, walking and standing to meet ministry outreach, administrative and fundraising duty requirements. (20%)
3. Have the ability to perform some types of manual labor. (<5%)
4. Ability to lift up to 30 lbs or more on occasion.  (<5%)

III. 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 Vision and Mission Statement of Holy Rosary Mission within Red Cloud Indian School, Inc.


___________________________________________________________________________		___________________________
Employee Signature						      Date
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