
 

Board of Regents 
Career Service Essential Functions Review 

 
Job Title: SDLN SENIOR SECRETARY  
Department: 1LIBR1-Library Services  

Position No.: RE9932 
FLSA Status: Overtime Eligible 
Pay Grade:   N11 

 
Job Purpose:   The fundamental purpose of this position is to perform a combination of professional 

and secretarial duties, or high-level clerical support duties requiring independent 
judgment, analysis, and latitude in decision-making and problem-solving to administer 
assigned programs and to support office functions.  

 

  
Essential 
or 
Secondary 

% 
of 

Time 

Job Function 

    
1. Essential Job 

Function  
45   Maintain all SDLN revenue and expenses using approved formula, 

calculate invoice amounts for member libraries, issuing invoices 
receiving and recording payments, tracking past expenses and project 
future expenses, producing monthly statements, maintaining current 
spreadsheet of revenue and expenses, reviewing and analyzing actual 
revenue and expenses versus budget, producing quarterly and end-of-
year financial statements, assisting with budget preparation. Ability to 
work with finance information system as it relates to applicable revenue 
and expense responsibilities. 
  

2. Essential Job 
Function  

50   Perform assigned professional tasks to facilitate and support a program. 
Perform high-level clerical support functions as defined in the 
distinguishing feature, reporting relationships, decision-making 
authority, and contact with others. 
Assist SDLN staff by answering incoming phone calls, tracking calls 
(Enter new, incoming calls; Produce monthly/quarterly/annual help desk 
reports), providing brief information about status such as down time, 
directing caller to the appropriate staff, and assisting staff with travel 
arrangements. 
 
 
 
Support to SDLN Executive Committee and Advisory Council by 
coordinating scheduling of meetings, finding meeting dates that work 
for attendees, scheduling meeting facilities including teleconference, 
DDN, and rooms, taking minutes of Executive Committee and Advisory 
Council meetings, distributing meeting minutes to the appropriate 
committee in a timely manner for their review and approval, posting and 
announcing the availability of meeting minutes. 
  

3. Essential Job 
Function  

5   Attend training, seminars and workshops as deemed necessary. Perform 
all duties in compliance with safety standards established by the South 
Dakota Board of Regents. 
  



    
 
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 business English including grammar, spelling, and 
punctuation; modern office equipment, practices, and procedures; 
bookkeeping methods.  
 
Ability to type accurately in positions requiring keyboarding; set up and 
type copy in a variety of formats such as narratives, manuscripts, business 
correspondence, statistical tables, etc.; proofread and edit rough copy for 
grammar, spelling, syntax, and style; calculate solutions to arithmetic 
problems involving addition, subtraction, multiplication, division, and 
percentages; communicate in a concise and effective manner; compose a 
general business letter; read and comprehend written materials; accurately 
record, file, and transmit information; accomplish assigned professional 
tasks; organize and coordinate activities; research and compile data; 
exercise tact, patience, and discretion in communicating and dealing with 
persons of varying backgrounds and temperament.  
 
Ability to work with finance information systems as they relate to the 
position (finance - vouchers).  
 
Ability to travel as required for meetings.  

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  NA 



(20-50 lbs of force)  
Push/Pull Activities: Heavy pushing/pulling 
(>50 lbs of force)  NA 

Other Activity:  No Response 
Mental Requirements 

Read/Comprehend  Frequently 
Write  Frequently 
Perform Calculations  Frequently 
Communicate Verbally Continuously 
Reason and Analyze  Occasionally 
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: Limited travel to and from meetings. 

Licensure requirements: No Requirement 
 

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.



 


