
 

Board of Regents 
Career Service Essential Functions Review 

 
Job Title: Sr Programmer/Analyst (OT Ex) - 
Programmer 
Working Title: Sr. Programmer/Programmer Analyst 
Department: 1LIBR1-Library Services  

Position No.:  RE9934 
FLSA Status: Overtime Exempt 
Pay Grade:  15H/16S  

 
Job Purpose:   The fundamental purpose of this position is to develop and maintain information 

systems to ensure efficient systems integration and operation. Position will apply and 
expand client business knowledge in solving business problems to meet the needs of 
clients.  
 
At this level, the incumbent has frequent contact with clients on system design and is 
fully knowledgeable of the client's business and information flows, as well as the tools 
and technologies needed to meet client information requirements.  Based on the 
position duties, this position will range from Programmer to Senior Programmer duties.  
If the skill set of the incumbent requires direct supervision and additional support, the 
Programmer specification will be used. 

 

  
Essential 
or 
Secondary

% 
of 

Time 

Job Function 

1.   35   Create new reporting programs/procedures to satisfy new/special requests 
Responsible for new reporting requests from various BOR and library 
members. Also responsible for ad hoc report requests. Request clarification 
from user requesting report and interpret their response. Research what 
data is needed to satisfy the request and locate where the data resides. 
Write program to produce desired report. Design test data and testing 
procedures for new programs and debug programs. 
 
Provide backup to other programmers and staff at SDLN.   
  

2.   55   Maintain existing reporting programs/procedures and modify as needed to 
generate reports. Modify existing programs as dictated by changes in 
information needs and changes in the statewide library system and other 
data sources. Design test data and testing procedures for modified 
programs and debug programs. 
 
Provide backup to other programmers and staff at SDLN.   
  

3.   10   Develop functional specifications and technical/user documentation for 
projects. Document steps necessary to produce the report to inform peers 
of project workflow. Document each step within a program so that another 
programmer can understand the logic of the program. Inform report users 
of the data sources related to the report being distributed. Answer 
questions from users regarding reports. 
 
Provide backup to other programmers and staff at SDLN.   

 



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 principles, theories and concepts of computer programming; 
system design principles; project management methodology; tools and 
technologies available to meet client information requirements; operating 
characteristics of the state's library information systems environment. 
Specific knowledge about Aleph, Metalib, OPAC, ILL, and CR is preferred. 
Knowledge of graphics and publications would be beneficial. 
 
Ability to communicate effectively with clients in their terms and translate 
this information into systems terms; generate information systems 
solutions for clients; maintain a comprehensive perspective of systems in 
relation to agency and government operations; provide project leadership 
and mentorship.  Ability to work in a safe and efficient manner.  Ability to 
attend training and other workshops as deemed applicable. 

Physical and Mental Effort 
Requirements 

Physical 
Stand Occasionally 
Walk Occasionally 
Sit Continuously 
Bend  Occasionally 
Crouch/Squat  Occasionally 
Kneel/Crawl  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  Frequently 
Write  Frequently 
Perform Calculations  Occasionally 



Communicate Verbally Continuously 
Reason and Analyze  Continuously 
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 position requires the following travel or weekend requirements: Limited travel may be necessary for training or 
other programming needs for the library network. 

Licensure requirements: No Requirement 
If other: Limited Travel 

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.

 


