
 

Board of Regents 
Non-Faculty Exempt Job Description 

 
Job Title: Assistant Director (OT Ex) 
Working Title: Assistant Director of Human Resources 
Department: 1DOHR1-Human Resources 

Position No.:  RE9995 
FLSA Status: Overtime Exempt 

 
Job Purpose:  The fundamental reason this classification exists is to provide professional duties in the 

area of Human Resources. This position will perform a broad spectrum of professional 
duties including: research and analysis of the HR Information Systems, report generation 
and auditing, HR functions including employee relations, compensation, training and 
benefits, technical presentations, and system technical support in the area of HR. 
Responsibilities are varied and complex requiring a high degree of confidentiality, 
discretion, independent judgment, and initiative. 

 

  
Essential 
or 
Secondary 

% 
of 
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Job Function 

    1. Essential Job 
Function  

5  Other Duties: 
Provide support to the Director of Human Resources developing system 
policies, regulations and best practices. Lead or participate in system projects 
as they arise. 
 
Attend and present at training, seminars, meetings, and workshops as 
deemed necessary. Perform all duties in compliance with safety standards 
established by the South Dakota Board of Regents. 
  

2. Essential Job 
Function  

10  Student Insurance Leadership/Administration 
Student Health Insurance: Manages the student health insurance policy/plan 
to ensure that coverage limits comply with state and federal rules and 
regulations.  
 
Athletic Insurance: Works with the institutions to implement an athletic 
insurance plan that will provide coverage up to the NAIA and NCAA limits. 
  

3. Essential Job 
Function  

30  Technical/Functional Specialist 
Maintain a current, expert mastery of systems aspects related to human 
resources and policy/practices impacting the Regental System. Keep up with 
HR trends in systems supporting the HR areas and related disciplines through 
self-study and formal training. Assist with design, development, and 
implementation of specific HR reporting needs. 
 
 
 
Directs and engages in the unit and system-wide integration testing of the HR 
application systems; develop expertise in the human resources application 
systems to support the Regental Human Resource goals and objectives.  
 
Troubleshoot HRIS and payroll issues, assist in HRIS upgrade testing and 
validation. Recommend corrective actions or programming changes to ensure 
accurate information is submitted to State agencies.  



 
Analyze vague information from non-technical users and determine reporting 
needs. Translate specification for new technological programs and tools as 
needed to streamline HR functions for the system. 
 
Work with stakeholders at SPC, RIS and state agencies on interface files for 
benefits and retirement and troubleshoot issues with state agencies. 
 
Complete ad hoc legislative reports as requested. 
  

4. Essential Job 
Function  

5  Classification and Compensation 
Analyze and interpret complex and often vague classification and 
compensation adjustment requests from campuses to ensure they are in line 
with state guidelines and BOR policy, rarely requiring guidance from 
supervisor. 
  

5. Essential Job 
Function  

50  Office of the Executive Director Human Resource Functions 
Ensure payroll transactions are entered and completed accurately for the 
Board of Regents staff (which includes about 75 +/- employees). 
 
Manages YourFuture, Onboarding, HRFIS Training Site, HireRight, Leave 
Reporting and Portal. 
 
Negotiate with vendors and HR team to determine system needs and develop 
and implement new technologies and implementation budgets as needed. Act 
as project manager with vendors to ensure projects are timely and issues are 
resolved.  
 
Complete reviews of BOR reclassifications and compensation adjustments. 
Interpret local, state and federal laws regarding compensation practices. 
 
Manage the recruitment process. Assist hiring managers with recruitment and 
selection processes.  
 
Counsel employees with regard to policy, procedures, FMLA. 
 
Assist with salary policy processes and act as liaison between RIS and campus 
staff on changes needed. Assist the HR Director on CUPA and IPEDS 
reporting as needed. 
  

     
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   
Please list any education that 
isrequired for this position. Please 
list the field of interest for the 
level of education as well as the 

A Bachelor's degree in personnel administration, business, public 
administration, human resources or a related field.  



preferred degree that is required. 
What number of year(s) of 
related experience is required for 
this position? 

More than 3 years up to 5 years.  

Other Experience: This position requires HR generalist knowledge, and knowledge in the 
areas of benefits, payroll, recruitment, and classification. Demonstrated 
knowledge of using Microsoft Office products. An equivalent combination of 
education and experience may be substituted by the hiring manager.  
 
Prior HRIS and reporting experience is preferred.  
 
Active command of formal written English including grammar, spelling, and 
punctuation; modern office equipment, practices, and procedures; 
bookkeeping methods.  
 
Ability to work with multiple constituencies, to multitask, be organized, to 
take on initiative and work without direct supervision. Ability to work with 
finance information systems as they relate to the position (payroll and 
benefits). The ability to prioritize based on timelines.  
 
Ability to travel as required for meetings.  

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 work with calculations for payroll, benefits and special projects 
including research grant calculations. Ability to communicate with diverse 
populations. Ability to analyze complex administrative and technical issues 
and make appropriate recommendations for action. Ability to effectively 
organize, prioritize and follow-up on work assignments. Ability to 
independently develop and coordinate effective systems, programs, and 
procedures. Ability to learn more complex principles, practices, techniques 
and regulations pertaining to assigned duties. Ability to interpret, explain 
and apply applicable laws, codes and regulations. Ability to develop and 
implement revisions to standard operating procedures to improve 
effectiveness and/or comply with regulatory changes as appropriate. Ability 
to multi-task.  

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 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 Continuously 
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 10% of time away from this position's work site. Of that travel: 

• 0% is local within 75 miles 



• 100% 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. 
 


