
Board of Regents 
Career Service Essential Functions Review 

 
Job Title: Secretary 
Working Title: Secretary 
Department: 1ENRL1-Enrollment Serv & 
Financial Aid  

Position No.:  RE9963 
FLSA Status: Overtime Eligible 
Pay Grade:  9H  

 
Job Purpose:   Provides clerical/secretarial support which includes tasks such as composing and 

finalizing correspondence, establishing and maintaining filing systems, creating and 
maintaining databases, gathering and providing information, and recording other 
activities to support office operations.  

 

  
Essential 
or 
Secondary

% 
of 

Time 

Job Function 

1.   100   Secretarial Support 
Composes and finalizes letters, narratives, memos, reports, and forms 
to produce accurate documents. 
 
 Responds to requests or questions regarding routine program 
operations to disseminate information and provide assistance to 
clients and the public.  
 
Establishes and maintains computerized and manual filing systems by 
determining file-naming and organizational methods for data files; 
and following standard filing procedures for correspondence, forms, 
and other documents to ensure accurate storage and retrieval 
capabilities.  
 
Reviews documents, forms, data, and files to ensure accuracy and 
completeness. Maintains records of fiscal activities to track 
expenditure of allocated funds, and incoming fees and other daily 
revenues. 
  

 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed above are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 

Other Responsibilities and Requirements 

Knowledge, Skills, and 
Abilities 

Knowledge of business English including grammar, spelling, and punctuation; 
modern office equipment, practices, and procedures; basic bookkeeping; 
computer software applications;  
department rules, procedures, and functions.  
 
Ability to type accurately, in positions requiring keyboarding; gather, 
compare, and summarize data from a variety of sources; operate a variety of 
office equipment; communicate information clearly and concisely; read and 
comprehend materials; establish and maintain effective working relationships 



with other employees and the general public; proof and edit solutions to 
arithmetic problems involving addition, subtraction, multiplication, division, 
and percentages; transcribe material from machine dictation.  

Physical and Mental 
Effort Requirements 

Physical 
Stand Occasionally 
Walk Occasionally 
Sit Continuously 
Bend  Occasionally 
Crouch/Squat  Occasionally 
Kneel/Crawl  NA 
Climb  NA 
Reach above shoulder level  Frequently 
Use keyboard/mouse  Continuously 
Hand Activities: Fine dexterity Continuously 
Hand Activities: Hand twisting  Occasionally 
Hand Activities: Simple grasping  Occasionally 
Hand Activities: Power grasping  NA 
Lifting Activities: Light lifting (<20 lbs) Occasionally 
Lifting Activities: Moderate lifting (20-
50 lbs)  NA 

Lifting Activities: Heavy lifting (>50 
lbs)  NA 

Push/Pull Activities: Light 
pushing/pulling 
(<20 lbs of force)  

Occasionally 

Push/Pull Activities: Moderate 
pushing/pulling  
(20-50 lbs of force)  

NA 

Push/Pull Activities: Heavy 
pushing/pulling 
(>50 lbs of force)  

NA 

Other Activity:  No Response 
Mental Requirements 

Read/Comprehend  Continuously 
Write  Frequently 
Perform Calculations  Occasionally 
Communicate Verbally Frequently 
Reason and Analyze  Frequently 
Other Activity:  No Response 

 

Environmental 
Requirements 

Is exposed to high noise level  NA 
Is around moving machinery  NA 
Is exposed to marked changes in 
temperature and/or humidity  NA 

Is exposed to dust  NA 



Is exposed to fumes  NA 
Is exposed to gases  NA 
Is exposed to microwave  NA 
Drives motorized equipment  NA 
Works in confined quarters NA 
Other:  No Response 

 

 
Note:  This listing of essential functions in no way states or implies that these are the only duties to be performed 
by the employee occupying this position.  The incumbent is expected to perform other duties necessary for the 
effective operation of the department.  

Comments:  Normal hours are 8am-5pm M-F with schedule adjustment for special projects or 
deadlines.                                            

This positions requires the following travel or weekend requirements: No Requirement 

Licensure requirements: No Requirement 
If other:  

Nothing in this job description restricts management's right to assign or reassign duties and 
responsibilities to this job at any time.  
 
South Dakota Board of Regents and all of the public institutions, special schools, and other offices or 
institutions under the governance of the Board of Regents are an equal employment opportunity 
employer 
 

 
The Board of Regents will take Affirmative Action to ensure that all employment practices are free of discrimination. In addition, the Board of Regents 

fully supports incorporation of non-discrimination and Affirmative Action rules and regulations into all of its employment practices.  

South Dakota Board of Regents is an equal employment opportunity employer. 

 


