
Board of Regents 
Career Service Essential Functions Review 

 

Job Title: Program Assistant l 
Working Title: Program Assistant I 
Department: 1COMP1-Computing Services  

Position No.:  RE9950 
FLSA Status: Overtime Eligible 
Pay Grade:  12H  

 

Job Purpose:   The fundamental purpose of this position is to assist program professionals, 
independently develop processes and procedures to track and forecast expenses in 
support of the budgeting process at Regents Information Systems (RIS); decide how 
best to manage, track, and reflect changes in information in support of the budgeting 
process; provide administrative support to the RIS office staff and manage office 
activities. In performing these duties, this position performs budget activities that 
require understanding of state budget system; in addition, this position will secure travel 
requests, assist with state travel arrangements, and is responsible for submitting 
purchase orders for the RIS organization. This position is also responsible for HR related 
activities that includes onboarding new hires, verification of timesheets, understanding 
of SNAP and leave usage. 
 

 

  
Essential 
or 
Secondary  

% 
of 

Time 

Job Function 

      1.  Essential 
 

10   Scheduling 
Answering the phone and directing calls, distribute mail and answer 
emails. Setup conference calls, DDN sessions, Blackboard 
Collaborate/Elluminate sessions, meeting rooms. 
  

2.  Essential 
 

10   Office Duties/Inventory 
Making sure that the office is properly equipped and having all 
supplies available for everyone.  Ensure the shared calendar is current 
and complete with events and scheduled meetings.  Purchase 
business cards and other personnel support items necessary for staff 
needs.  Work with RIS staff to ensure a complete inventory is 
maintained of PC’s, master chattel components, and other items as 
identified. 

3.  Essential 
 

10  Travel  
Make travel arrangements for employees including flight 
arrangements, fleet vehicles, hotels, registrations for in and out of 
state travel.  Assist employees with submitting paperwork in a timely 
manner to support the reimbursement process.  
  

  4.  Essential 
 

10   Superuser/HR 
Each month verify each employee has submitted their time sheets in a 
timely manner and review for accuracy.  Provide training to new 
employees for usage of SNAP and completing timesheets. Respond to 
employee questions about SNAP usage, basic leave usage, basic 
benefit questions as it relates to the timesheet. Assist employees with 
locating resources for questions related to benefits. Updating 
employee records in HRIS system as needed.  Assist with the on-
boarding process for new-hires. 
 



  
  5.  Essential 

 
10   Purchasing 

Use SDezBuy to enter information into the system to support the 
creation of purchase orders, verifies the accuracy, obtain proper 
approvals, and ensure an accurate and valid quote is associated with 
the information when necessary. Follow up with vendors regarding 
the status of PO’s as appropriate/necessary.  Receipt deliverables as 
necessary to support the payment process and/or follow-up with 
vendors if there are problems. 
  

 6. Essential 15 
 

Billing Support 
Provide support to the invoice and billing process through assisting 
with managing the supporting documentation, tracking of payment, 
and bill-back information. 

7.  Essential 10   BIT Billing 
Review the billing information and record the amounts into the 
tracking spreadsheets identifying the correct amounts per 
University/campus/billing center.  Review and notify RIS Director of 
any anomalies or inconsistencies. 

8. Essential 
 

20 
 

Budget 
Work with BOR Budget officer to generate and review condition 
statements quarterly.  Review and identify any potential problem 
areas for RIS Director.  Work with Board AP person to record new 
vendors, contracts, and expenses into tracking system.  Prepare 
budget information, current status and forward looking, utilizing 
information from tracking system.  Be fully knowledgeable of the 
budget process and related information for the RIS organization. 
    

10 Essential 5 
 

Surveys 
Serve as the EduCause contact for system-wide surveys and 
coordinate the annual Core Data Survey.   Perform other surveys 
using the system survey tool as requested and required. 

     

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: work processes pertaining to public administration and 
management; work processes and practices pertaining to a professional 
subject area; basic statistical measures; research methods; and database 
development and maintenance.  
 
Ability to: interpret and comprehend program guidelines and procedures; 
communicate both orally and in writing; gather, interpret, report, and use 
information concerning assigned activities; assess process effectiveness and 
develop changes or alternatives; train and provide guidance to staff and 
service users; use personal computers and software; conduct research, and 
compile and analyze data; and establish and maintain effective working 



relationships with staff and the public.  
Physical and Mental 
Effort Requirements 

Physical 
Stand Occasionally 
Walk Occasionally 
Sit Continuously 
Bend  Occasionally 
Crouch/Squat  Occasionally 
Kneel/Crawl  Occasionally 
Climb  NA 
Reach above shoulder level  Occasionally 
Use keyboard/mouse  Continuously 
Hand Activities: Fine dexterity Continuously 
Hand Activities: Hand twisting  Continuously 
Hand Activities: Simple grasping  Frequently 
Hand Activities: Power grasping  Occasionally 
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  Frequently 
Communicate Verbally Continuously 
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 No Response 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. 


