
Board of Regents 
Non-Faculty Exempt Job Description  

 
Job Title: Coordinator  
Working Title: Project Manager 
Department: 1COMP1-Computing Services  

Position No.:  RE9946 
FLSA Status: Overtime Exempt 

 
Job Purpose:   The fundamental reason this classification exists is to serve as a project leader for the 

implementation of new software systems for the Board of Regents University system, 
serve as a information system supervisor in managing existing software systems for the 
University system, and serve as a information administrator in support of the Board of 
Regents initiatives and goals. This requires the incumbent to create, review, and lead 
technology related projects for the University system of varying degrees of complexity 
and duration. The incumbent will also supervise the management of existing technology 
based systems in use across the University system. The incumbent will coordinate and 
implement plans, policies and procedures for the management of the Board's data 
resources throughout the University System. They will administer data resources, 
including data definitions, standards, collection procedures, and quality assurance 
processes. The incumbent must act independently without close supervision, must have 
good organizational skills, good leadership skills, good project management skills, 
identify/recommend/and enforce policies, must be able to make independent decisions 
and utilize a high level of judgment, have experience in working in a team oriented 
environment, have the ability to read team members and motivate them to be productive 
in a group setting, and must be capable of handling very complex issues involving 
campus relationships, highly technical tools, design conventions, and understand the 
operational relationship between data and the related high level policy decisions. The 
incumbent is under the general direction of the Director of Information Technology and 
subject to periodic review on the basis of results achieved.  

 

  
Essential 
or 
Secondary

% 
of 

Time 

Job Function 

1. Essential Job 
Function  

50   Project Manager 
Create, execute, track and complete projects of varying length and complexity 
according to an identified schedule and budget. The incumbent will coordinate 
the efforts of team members and third-party resources or consultants as needed 
and as the project demands to complete the project according to the plan. The 
Project Manager will also outline the project's objectives and oversee quality 
control throughout the life cycle of the project.  
 
The incumbent's responsibilities/requirements include: 
 
1. Experience at working both independently and in a team-oriented, 
collaborative environment. 
 
2. The ability to conform to shifting priorities, demands and timelines and 
remains flexible during times of change 
 
3. Thorough analytical and problem-solving capabilities. 
 
3. Ability to read communication styles of team members and third-party 
participants with varying backgrounds, knowledge, and experience 
 
4. Persuasive, encouraging, and motivating. 
 
5. Ability to elicit cooperation from a wide variety of sources, including upper 
management, users, and Universities. 



 
6. Ability to defuse tension among project team when necessary. 
 
7. Strong written and oral communication skills. 
 
8. Strong interpersonal skills. 
 
9. Proficient at conducting research into project-related issues and identifying 
options/solutions. 
 
10. Must be able to learn, understand, and apply/incorporate new technologies.
 
11. Experienced customer service skills. 
 
12. Ability to effectively prioritize and execute tasks in a high-pressure 
environment. 
  

2. Essential Job 
Function  

35   Information System Supervisor and Coordinator 
Directly supervise, administer, or coordinate the activities associated with the on-
going operation and management of an information system. Supervise, assign, 
review work assigned to staff and participate in activities associated with the 
support of complex information systems, such as data management, networking, 
system upgrades, implementation of new features/modules, or the installation 
and maintenance of hardware and software. Conduct research and recommend 
new modules or improvements to existing modules and coordinate review by 
Universities. Ensure work quality and adherence to established policies and 
procedures. Create communication plan between stakeholders and establish 
regular calls/meetings to communicate/coordinate activities. 
 
The incumbent's responsibilities/requirements include: 
 
1. Plan, prioritize, assign, review and participate in the work of staff responsible 
for information systems work. 
 
2. Establish schedules and methods for providing information systems services 
identify resource needs, review needs with appropriate management staff, and 
proceed as approved. 
 
3. Participate in the development of policies and procedures, monitor work 
activities to ensure compliance with established policies/procedures, and make 
recommendations for changes/improvements to existing standards and 
procedures. 
 
4. Recommend and assist in the implementation of goals and objectives. 
 
5. Implement approved policies and procedures. 
 
6. Prepare and present status updates for managers and oversight committees. 
Identify problems/issues and recommend solutions for approval. 
 
7. Oversee the planning, installation and maintenance of application software 
upgrades, hardware upgrades, data management or networking changes and 
coordinate between users, vendors, and other third-parties as needed.  
 
8. Ensure work is done in accordance with applicable information systems 
policies, procedures, and methods. 
 
9. Perform analysis and research on information and related usage as requested.



 
10. Coordinate and assist as needed in the preparation of user manuals and 
procedure documents defining system usage requirements.  
 
11. Participate in the preparation the related budget and the approval and 
tracking of expenses against that budget.  
 
12. Attend and participate in professional group meetings, stay abreast of new 
trends and innovations in 
  

3. Essential Job 
Function  

10   Data Administrator Duties 
Develop, publish, review, and enforce policies and procedures for System-wide 
data management. 
 
The incumbent's responsibilities/requirements include: 
 
1. Develop plans, policies, procedures and assessment programs to assure 
accurate, ready, and suitable data resources as necessary to support the needs 
of executives, policy analysts, institutional researchers, assessment directors and 
functional unit heads in the Regental System.  
 
2. Act as the system manager of data including policies, procedures, and 
standards related to maintaining quality, usable data. Identify a particular need, 
develop appropriate policies, coordinate adoption of such policies, and ensure 
compliance with the adopted policies. 
 
3. Develop plans, methods, and tools to be used to provide access to metadata. 
 
4. Act as the system-wide resource for campus data administrators. Answer 
queries on the content, condition, and location of specific data. 
 
5. Administer, train, and answer any questions as they relate to the systems data 
dictionary, data quality assurance system ("ASSURE"), standard data collection 
workflows. Lead efforts to audit (assess) compliance of database content, 
against the data dictionary, ASSURE, and the standard data collection workflows.
 
6. Develop, publish, and enforce data naming standards and documentation 
 
7. Analyze the composition of data elements needed in all centralized Board of 
Regents systems, such as the Financial Information System, Human Resource 
System, Student Information System, and Facilities Management.  
 
8. Coordinate the efforts by Regents Information System (RIS) staff, the System-
wide Council of Data Administrators, campus functional-unit users, and Board of 
Regents staff in regard to definitions, additions, changes and deletions from key 
data resources.  
 
9. Act as a data security administrator for the Board of Regents administrative 
systems, and facilitates data quality assurance on the campuses.  
 
10. Present to various executives, campus staff, and system-wide councils on the 
Regents' data management plans, policies, and procedures.  
 
11. Direct the logical (not technical) design of the system-wide database.  
 
12. Supervise subordinate staff and project staff to ensure the objectives of the 
work unit are met. 
  



4. Essential Job 
Function  

5   Other Duties 
Assist the Regents Information System division of Information Technology 
positions as deemed necessary. 
 
The incumbent's responsibilities/requirements include: 
 
1. Compose, type, and maintain correspondence, reports, and various other 
materials and projects. Submit reports and documents as deemed necessary.  
 
2. Attend training, seminars and workshops as deemed necessary. 
 
3. Perform all duties in compliance with safety standards established by the 
South Dakota Board of Regents. 
 
4. Perform other related duties as assigned. 
  

 
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 
Direct Report Titles N/A  
Please list any education that 
is required for this position. 
Please list the field of 
interest for the level of 
education as well as the 
preferred degree that is 
required. 

Bachelor's degree.  

What number of year(s) of 
related experience is 
required for this position? 

More than 3 years up to 5 years.  

Other Experience: Three to five years' experience with information systems or related field preferred; 
or equivalent combination of education and experience may be acceptable to the 
hiring authority. Knowledge of the management perspectives and technical aspects 
of administrative information systems (data organization and data validation 
techniques). Knowledge of the state of the art, tools, and methods of data 
administration. Knowledge of the information systems, data resources, student 
services operations, faculty support, and policy analysis and planning across the 
Regental System.  

Please list any special 
certification or licensure that 
is required for this position. 

Successful competition in written and/or verbal interviews. Other such examination 
as deemed appropriate and necessary by the South Dakota Board of Regents.  

Language Skills, Reasoning 
Ability, Math Skills 
Requirements: 

Ability to read, analyze, and interpret computer programs, computer data 
dictionaries, computer policies and procedures. Ability to respond to common 
inquiries or complaints from customers (both internal and external), or members of 
the business community. Ability to effectively present information to top 
management, public groups, and/or employees of organizations.  
 
Mathematical Skills  
Ability to work with basic mathematical computations.  
 
Reasoning Ability  
Ability to write reports, to analyze data, to interpret data management requirements, 
to solve problems, to draw logical conclusions, to think independently, to work 



effectively with others, to analyze processes and procedures, to communicate both 
verbally and in writing, and to design data systems.  

Physical and Mental Effort 
Requirements 

Physical 
Stand Occasionally 
Walk Occasionally 
Sit Continuously 
Bend  Occasionally 
Crouch/Squat  NA 
Kneel/Crawl  NA 
Reach above shoulder level  Occasionally 
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 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 8am-5pm M-F with schedule adjustment for special projects or deadlines.  
Some jobs require the incumbent to work additional hours very early in the morning, evenings and/or weekends. These 
irregular work hours occur for many reasons such as required participation at meetings and work events.  
This job requires:  Occasionally scheduled irregular work hours (a few times a month)   
This job requires 25% of time away from this position's work site. Of that travel:  

• 10% is local within 75 miles  
• 15% is state beyond 75 miles  
• 0% is national beyond South Dakota/75 miles  
• 0% is international  

Nothing in this job description restricts management's right to assign or reassign duties and responsibilities 
to this job at any time.  
 
 

  
 

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.

 


