
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.:  RE9968 
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  

35   Complete admission application and/or financial aid verification 
processing as necessary to serve the campuses of South Dakota 
Higher Education. 
 
Organize and interpret student financial documentation for verification 
in compliance with the federal financial aid regulations. Resolve SSN 
discrepancies for both admission application/transcript and financial 
aid imports by correspondence and updating student records if 
necessary. Enter admission applications and request follow-up 
documentation to finalize application process for the student. Have a 
high level of customer service skill with students, parents and/or 
campuses.  
 
Enter post-secondary transfer credits into merged database for 
equivalent credit determination by the campuses. Have ability to 
interpret Regental and Federal rules and regulations and apply them 
to specific situations. Aid secretaries and/or staff with difficult 
questions regarding FAFSA and SAR. Communicate with a student, 
parent, and/or campus that may need assistance in completing the 
verification process. Provide assistance to the financial aid director at 
the campus to resolve SAR discrepancies. 
 
 Possess necessary skills of tactful communication, both oral and 
written, with individuals and/or campuses when working with financial 
aid processing, as well as maintaining confidentiality, patience, and 
diplomacy. Communicate with campuses regarding inactive student 
requests that the ESC has received. Communicate with other entities, 
such as EAC, with regards to financial aid verification outsourcing. 
Serve as cashier for application fees. 
  

2. Essential Job 
Function  

45   Implement work processes and develop procedures for Admission 
applications and/or Financial Aid verifications received at the 
Enrollment Service Center. 
 
Train new staff regarding proper data entry procedures for admission 



applications and financial aid verification using the guidelines set forth 
by the manager to ensure quality control amongst all staff members 
in order to maintain consistency and efficiency. Serve as an advisor to 
current staff regarding updates and/or new policies and subsequent 
training pertaining to admissions processing and financial aid 
verification. Serve on the residency committee (one of three voting 
members) that determines from ESC guidelines and SD Codified Law 
the residency classification for students that have sent in an appeal 
request. Solely responsible for processing the documentation provided 
by resident aliens. Develop office procedures for increased 
organization and smooth handling of admission and financial aid 
verification files to maintain and/or improve office workflow. 
Maintaining chronological order for application processing would be 
an example of this. Actively work with SD BOR campuses to ensure 
open communication regarding student application processes. 
Responsible for ensuring continuation of office duties when staff 
members are absent by having knowledge of their respective 
assigned duties and performing those tasks when needed. Determine 
duplicate record entry created by the Enrollment Service Center that 
requires cleanup. 
 
Provide input in various special projects, namely the transition to an 
automatic import of admission applications. Have served as an office 
representative, along with the office manager, in the organizational 
meetings and development of this in-progress transition. Will be 
responsible for maintaining the import system within the office once 
the transition is complete. Assist manager in allocation of staff duties 
regarding special projects. 
  

 
3. 

Essential Job 
Function  

20   Supervise work-study and/or temporary hourly staff. 
Responsible for initial job application process and make 
recommendations to manager for choice candidates. Responsible for 
recommending job termination in the event of unsatisfactory job 
performance. Determine tasks to be accomplished by work-study 
and/or temporary hourly staff and ensure the completion of these 
tasks, including but not limited to document imaging, preparation of 
mailings, filing, and secretarial assistance. Serve as a supervisor to all 
work-study and/or temporary hourly staff. In charge of establishing 
work availability, balanced scheduling, and time management 
amongst the hourly staff. Responsible for time sheet verification and 
submission to BOR personnel for processing. Responsible for training 
all hourly employees and ensuring the tasks are completed as 
needed. Maintain a high level of quality assurance and control to 
ensure effective communication (i.e. mailings to students) in order to 
prevent errors and to maintain confidentiality. 
  

 
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; 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 
andsoftware; 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.

 
 


