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WESTERN SOUTH DAKOTA CATHOLIC FOUNDATION 

 

JOB DESCRIPTION 

 

TITLE:   Administrative Assistant to Executive Director 

 

QUALIFICATIONS: High School Diploma, above average secretarial skills and highly 

proficient computer skills; demonstrated ability to maintain 

confidentiality, work with minimum supervision, and a high degree 

of independent judgment. 

 

REPORTS TO:  Executive Director of the Western South Dakota Catholic 

Foundation 

 

EVALUATION:  Performance of this job will be evaluated by the Executive 

Director  

 

 

JOB FUNCTION:  To assist the Executive Director with administrative functions, 

marketing, fundraising and special events. 

 

 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Performs administrative, secretarial and clerical duties for the Western South Dakota 

Catholic Foundation (WSDCF). 

 

2. Participates in the development of administrative processes and procedures for the 

WSDCF. 

 

3. Assists in the design, planning, coordination and communication for any special appeals 

of campaigns. 

 

4. Participates in the creation, production, and distribution of all internal and external 

brochures, exhibits, electronic tools, newsletters and other marketing tools for the 

WSDCF.  

 

5. Plans, coordinates and supervises preparations for, track attendance for, and do follow up 

for the WSDCF. 

 

6. Maintains the gift data base including the updating of personal information, pledge 

information, pledge payments and all other gifts to the WSDCF.  

 

7. Records and maintains the information for and processes all automatic, electronic pledge 

payments. 
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8. Prepares and mails all gift and pledge acknowledgements and thank you correspondence. 

 

9. Prepares and mails all pledge payment reminders. 

 

10. Balances all cash entries to the gift data base with bank deposits monthly. 

 

11. Prepares and mails tax receipts for all gifts to the WSDCF as required. 

 

12. Provides information and reports as necessary to facilitate the annual financial audit of 

the WSDCF. 

 

13. Takes and responds to phone inquiries and requests from donors. 

 

14. Takes notes, transcribes and drafts minutes for the WSDCF Board meetings. 

 

15. Respects the highly confidential nature of the information and data managed by the 

WSDCF office. 

 

16. Prepares and schedules the Catholic Heritage Society Masses with parishes each month. 

 

17. Maintains a safe and orderly work area.  

 

18. Provides for his/her own spiritual and professional growth. 

 

19. Assists in promoting a positive and hospitable office climate.  

 

20. Speaks positively about the WSDCF. 

 

21. Other duties as assigned. 

 

 

 
 


