
Board of Regents 
Career Service Essential Functions Review 

 
Job Title: State Integration Specialist 
Working Title: System Web Administrator 
Department: 1COMP1-Computing Services  

Position No.:  RE9955 
FLSA Status: Overtime Exempt 
Pay Grade:  18S  

 
Job Purpose:   The fundamental purpose of the position is to perform wide scale, statewide 

information technology services to ensure efficient integration and operation of 
information systems for all of state Regental government. Serves as a state authority 
and spokesperson on specific Regental government projects and processes and is a 
major resource for the implementation of new technologies and processes.  The 
incumbent serves both the management and technical aspects of large-scale web-
based projects for the BOR from beginning to end; develops specifications, 
evaluates vendors, coordinates responsibility and workflow with internal and 
external constituencies, develops programs, applications and databases; develops 
testing plans and implements testing. The successful candidate must possess a 
strong technical background in application development as well as proven skills at 
leveraging technologies and working collaboratively.  We are seeking a self-starter 
with excellent interpersonal skills. Individual will be required to talk to users and to 
develop functional requirements. A successful candidate will possess good 
communication skills, both written and verbal to address complex, technical issues 
to both technical and non-technical personnel.  The incumbent will alert colleagues 
to emerging technologies or applications and the opportunities to effectively 
integrate them into operations and activities. 

 

  
Essential 
or 
Secondary  

% 
of 

Time 

Job Function 

    1. Essential Job 
Function  

15 Consultation, Support and Training 
Provide consultation, technical assistance, and training to staff, clients, 
campus representatives, and outside interested parties pertaining to web 
policy and procedures. Represent the department in technical meetings, 
seminars, and conferences. Act as technical liaison for higher education to 
user groups, vendors, and consultants in matters associated with the 
Web/Internet.  
 
Work with statewide committees to develop standards, policies, and 
procedures for the advancement of technology in higher education. Write 
test plans, health checks and documentation for application use and provide 
training. 
 
Provide technical support for BOR’S existing application portfolio. Participate 
in duty rotation to provide off-hours emergency support. Provide on-going 
support as needed for solutions in support of the BOR and Universities.  
 

2. Essential Job 
Function  

10   Provide backup support to the Database Administrator and 
Network Administrator for Web based applications. 
 
Assist in trouble shooting database and network related problems. Assist in 



the upgrading of Network hardware or software. Assist in support of 
databases used for Web applications. Respond to client requests related to 
database or network questions in support of web based applications. 
  

4. Essential Job 
Function  

50   Web Administration 
The Web Administrator is responsible for the development, implementation, 
and support of the overall BOR/RIS web environment. This position would 
be considered the coordinator of all web-based projects within the purview 
of the South Dakota Board of Regents office (SDBOR) and Regents 
Information Systems (RIS). 
 
The position requires extensive knowledge of Internet web design and 
development capabilities. This person will be responsible for the 
implementation, maintenance, and management of any Regents 
Information Systems (RIS) information accessible via the Internet and/or 
intranets. Provide technical expertise to support/coordinate the creative 
development of the South Dakota Board of Regents web software. 
 
Duties/tasks include: 
Working with the applications development team to identify BOR and 
University needs, scopes out projects to address those needs and develop 
business requirements for these proposed projects.  Working closely with 
other members of Information Technology group builds web based 
software solutions, tests, and installs or integrates into the applications 
environment. 

As projects are approved, works with Director and peers to identify 
resources (either internal or external) to work on the project. For external 
resources, assist in developing vendor evaluation criteria and works with 
vendor on managing the project. Works closely with staff (administration), 
faculty, and/or student groups as appropriate to ensure that the design and 
execution of the project meets the needs and expectations. Writes test 
plans, health checks and documentation explaining how to use the 
applications and trains support staff in their use.  
 

Participates in administering, managing, and troubleshooting servers and 
any other backend infrastructure components as necessary.  Provides 
technical support for school's existing application portfolio, participates in 
duty rotation to provide off-hours emergency support. Provides on-going 
support as needed for solutions in support of the BOR and Universities. 

5. Essential Job 
Function  

20  Project Management 
Working with the Applications Development Team, identifies BOR and 
Universities' needs, scopes out projects to address these needs and 
develops Business Requirements for these proposed projects. Works with IT 
group to build and integrate applications and help identify resources 
(internal and/or external vendors) to work on project. Assists in developing 
vendor evaluation criteria and works with vendor in managing project. 
 



Handles both the management and technical aspects of large-scale web-
based projects for the BOR from beginning to end; develops specifications, 
evaluates vendors, coordinates responsibility and workflow with internal 
and external constituencies, develops programs, applications and 
databases; develops testing plans and implements testing. 
 
Works closely with BOR & RIS staff, and project or module groups as 
appropriate to ensure that the design and execution of the project meets 
the needs and expectations. 
 

 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. Other duties in support of the BOR and Universities as 
identified and determined necessary. 

     
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: Tools and technologies available to meet multiple client 
information system requirements; data administration policies and 
standards. Technical knowledge of systems analysis and programming. 
 
Ability to: Communicate effectively with diverse groups of clients to 
address complex, technical issues to functional and technical personnel; 
understand the overall impact of system design on the state's data 
management goals; provide effective project management; apply 
advanced principles, theories and concepts; contribute to the development 
of system wide technological principles and concepts; build consensus 
across state agencies. Formal project management experience preferred. 
 
Skills:  

- Familiarity with programming in a Cold Fusion environment 
required. 

- Experience operating within the Windows 2003/2008 Server OS 
environment required. 

- Experience with configuration and administration of iiS web sites 
required. 

- Experience with Adobe CS or other graphic design and creation 
software package required. 

- Experience with database enablement of web applications against 
MS SQL or Oracle Database platforms required. 

- Programming experience with CSS, HTML/DHTML/XHTML, 
JavaScript, AJAX, PHP, Perl, or JAVA required.  

- Familiarity with programming in ASP environment desired. 
- Experience operating within the RedHat Linux OS environment 

desired. 
- Experience with configuration and administration of 

Apache/Tomcat desired.  
- Experience with Oracle or MS SQL DB design desired. 



- Experience with Groovy/Grails development desired. 
- Experience with MS SharePoint site development and 

programming strongly desired. 
  

Bachelor's degree preferred. 
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  Frequently 
Write  Occasionally 
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.                                            

This position requires the following travel or weekend requirements: Travel may be required for system projects. 

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.  
 
 

  
 

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. 

 
 


