Position: Temple Director
Primary Responsibilities: 
· Membership:
· Liaison with prospective members; welcomes and provides appropriate information, promotes membership as well as enhanced dues and support of auxiliaries.  Responsible for membership intake and membership reports 
· Ensuring the Integrity of the Rakefet Membership Database 

· Administrative: 
· Events
· Coordinate events and recruit volunteers.  Buy supplies.
· Office
· Oversee the functioning and use of Computer & Office Machines Hardware & Software 
· Have/Gain understanding of both the hardware and software and how programs interact.
· Purchasing/Inventory
· Responsible for purchasing supplies and maintaining the office and religious school inventory.

· Organize all storage areas of supplies and temple properties

· Monitoring/Maintaining inventory of necessary Temple supplies for office, Oneg, services, events.
· Financials
· Prepare and makes deposits
· All financials such as payments, charges, donations recorded in database.
· Provide Financial Reports as requested by President , Treasurer, or Event Chair
· Billing  - Members upon approval of amounts by Treasurer. 

· Temple Records
· Maintain database and send reports to board.

· Manage student files for religious school
· Calendaring
· Manage the Temple official calendar 
· Hospitality Coordinator for the Temple
· Communications
· Manage the temple phone and relay messages to appropriate parties.
· Mail intake and distribution
· Email intake and distribution/forwarding of communications.
· Produce the monthly Temple Newsletter

· Oversee and coordinate the agreed on promotional material and publicity both within the temple and the community.
· Coordinate additions/edits of Temple website 
· Prepare cards for clergy to sign for monthly member life cycle events 
· Design/Production of event fliers.
· Produce School Newsletter 

Other responsibilities as agreed appropriate. It is understood that confidentiality in this office is to be strictly adhered to. 
Email director@templeshalomsb.com your resume and if you have any questions about the position.
Competitive Salary offered

