
Board of Regents 
Career Service Essential Functions Review 

 
Job Title: Program Assistant l 
Working Title: Program Assistant I 
Department: 1ENRL1-Enrollment Serv & 
Financial Aid  

Position No.:  RE9967 
FLSA Status: Overtime Eligible 
Pay Grade:  12H  

 
Job Purpose:   Assists program professionals by implementing programs and activities with developed 

processes; making decisions on behalf of program professionals within established work 
processes related to the program; and interpreting program-specific guidelines to answer 
questions and advise others on specific program issues or matters.  

 

  
Essential 
or 
Secondary 

% 
of 

Time 

Job Function 

1. Essential Job 
Function  

20   Complete admission application processing as necessary for ESC to 
serve the campuses. 
 
Specific tasks within area of responsibility: Evaluate high school 
transcripts and translate that information into numerical results 
recorded in the student information system; interpret college transcripts 
for entry into the student information system; make residency 
classification decisions on the basis of knowledge of residency 
requirements and on the basis of limited information provided on the 
admissions application; resolve discrepant information on an application 
by contacting the applicant for clarifications; enter data into the Datatel 
system from the application; train new employees. 
  

2. Essential Job 
Function  

5   Each Financial Aid Assistant may be required to serve on the ESC 
residency committee, to process purchase orders, vouchers, and travel 
requests, to supervise workstudy and temporary students and to 
monitor document imaging processes as needed on a rotating basis. 
Make residency reclassification decisions.  
 
Coordinate communication between ESC and the campus registrars 
concerning residency decisions. Track information for all facets of 
residence to keep campuses informed. Respond by phone or in writing 
to requests by students (current and Prospective) and parents for 
information and clarification about residency criteria. As a member of 
the ESC residency committee, participate in discussions concerning 
procedural revisions and changes to residency questionnaire forms.  
 
Make travel arrangements, prepare purchase requests, inventory and 
order supplies, schedule meetings, ensure that printing equipment in 
the office is maintained.  
 
Balance monthly slipsheets and prepare reports for budget. Monitor 
expenditures. Hire, supervise, train and manage the time and workload 
of workstudy and temporary staff. . Ensure that proper procedure is 
being followed in document imaging and indexing by monitoring the 



results, spot checking for image quality and reminding staff of 
procedures and pointing out problems. Training new employees 
  

3. Essential Job 
Function  

50   Create and maintain the Electronic University Consortium's one-stop 
comprehensive student services website, software, databases, 
information systems, student support, and assessment functions, 
integrating web functions and linking processes into the Regents 
Information System, campuses and elsewhere as appropriate. 
Provide processing support for the multi-entry, and multi-linked 
Electronic University Consortium student in a comprehensive one-stop 
shop for off-campus students. 
 
Maintain EUC website utilizing various programming tools, with 
particular attention to timely updating of any and all services and 
information. 
 
Implement and/or support software necessary for effective EUC 
functioning, remain current in software technology capabilities in order 
to provide recommendations in software applications for EUC. 
 
Implement and support a student-centered customer service 
information system with linked communication functions to maximize 
the benefits of this system. 
 
Create databases and reports from the web to provide information 
important for management decision making, marketing and 
comprehensive student/customer services, etc. 
 
Assist in creating orientation materials for students to access web 
information and services. 
 
Develop and maintain assessment, and continuous quality improvement 
web functions relative to the EUC. 
 
Support collaborative curriculum development functions where 
appropriate. 
 
Maintain a common look and feel across EUC, in conjunction with other 
BOR web pages. 
 
Coordinate EUC web functions, policies and planning with web 
administrators on individual campuses and centers, and make 
appropriate web interface linkages. 
 
Coordinate web development activities with the EUC office and HPCNet.
 
Ensure that course registrations obtained through the EUC website are 
funneled into the appropriate channels in order to be completed in a 
timely manner. 
 
Ensure that students utilizing the EUC website receive prompt responses 
on course registrations as well as requests for information. 



 
Develop training material to be used by individuals on the campuses 
regarding the EUC website. 
 
Offer training sessions for individuals on the campuses concerning the 
operations of the EUC website and how to enter course information into 
the site. 
 
Service as a point of contact for individuals on the campuses concerning 
the EUC website and its functionality. 
 
Serve as a point of contact for individuals on the campuses regarding 
courses offered via the EUC website. 
 
Research other virtual university websites. 
 
Manage data collection systems to ensure capability of evaluating 
program effectiveness and efficiency, meeting reporting requirements 
and monitoring compliance 
  

4. Essential Job 
Function  

20   Complete Financial Aid verification and other financial aid functions as 
necessary for ESC to serve campuses. 
 
Identify, analyze and resolve discrepant information between financial 
aid application and federal tax returns and supporting documents.  
 
Determine course of action for exceptions to established policies and 
procedures, and justify decision to students/parents. Determine course 
of action after communication with Financial Aid Directors regarding 
exceptions to verification procedures related to professional judgments. 
 
Initiate sibling/spouse verification when documents indicate a family 
relationship between applicants. Answer questions for students and 
parents about the verification process 
  

5. Essential Job 
Function  

5   Assist the administrative-level staff in various implementation, data 
editing and other projects as a task force member 
 
Resolve data edits of varying complexity. Participate in discussions 
about revisions to process flow or office procedures. Participate in 
design and/or implementation of PC based databases, such as the one 
developed for tracing residency decisions and communications and 
tracking transcripts. 
  

 
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 Knowledge of work processes pertaining to public administration and 



Abilities management; work processes and practices pertaining to a professional subject 
area; basic statistical measures; research methods; database development and 
maintenance.  
 
Ability to interpret and comprehend program guidelines and procedures; 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; 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  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. 

 
 


