
Board of Regents 
Non-Faculty Exempt Job Description  

 
Job Title: Other Professional (OT Ex) 
Working Title: Systems Database Administrator 
Department: 1NCSS1-Network and Computing Systems  

Position No.:  RE9962 
FLSA Status: Overtime Exempt 

 
Job Purpose:   The fundamental reason this classification exists is to establish and enforce the 

standards for access and use of the relational databases (such as Oracle and 
SQLserver), that support system-wide business applications, define program logic 
protocols that interface with the data base, and ensure the security and disaster 
recovery of the data base system across multiple platforms and computing 
environments. As part of the operations team the Systems Database Administrator 
will be responsible for maintaining best practices in the architecture, implementation, 
maintenance, support and operation of the production database environments. Work 
may include reviewing, refining and approving requests for data base design of data 
storage and retrieval processes. Work also includes directing through in house staff: 
data base performance analyses, software installation, and maintaining optimum 
availability of the data for the user population. The incumbent will interact with 
consultants, departmental officials, system and university departments and 
employees, vendors, and technical staff. The incumbent is under the general 
direction of the Director of Regents Information Systems (RIS) and subject to 
periodic review on the basis of results achieved.  

 

  
Essential 
or 
Secondary  

% 
of 

Time 

Job Function 

    1. Essential Job 
Function  

25   Supervisory Support: 
Plan, assign and review the work of a technical staff engaged in the 
administration of the database system(s) including physical design of 
the database, data structure, storage structure and mappings, and 
search strategies and access methods; ensure maximum availability of 
database system to users; monitor database system performance and 
fine tune the system to achieve optimum efficiency.  
 
Provide advice to applications programmers in the effective use of 
database languages; advise on troubleshooting, exception processing 
needs, and other data management issues. 
  

2. Essential Job 
Function  

10   Other: 
Supervise subordinate staff and project staff to ensure the objectives 
of the work unit are met.  
Assist the Regents Information Systems division of Information 
Technology positions as necessary. 
 
Compose, type, and maintain correspondence, reports, and various 
other materials and projects. Submit reports and documents as 
necessary.  
 
Attend training, seminars and workshops as necessary. 
 



Perform all duties in compliance with safety standards established by 
the South Dakota Board of Regents. 
  

3. Essential Job 
Function  

10   Policies and Procedures: 
Provide overall administrative management of standard operational 
policies and procedures in support of the database environment.  
 
Devise security standards for the confidentiality of data, for authorized 
updating or modification, removal or destruction of data, and 
disclosure of information; design data integrity into systems to guard 
against inaccurate, invalid, or missing data; design and implement a 
data recovery system; resolve problems with systems staff; implement 
security access levels according to specifications from BOR; set 
standards for the input of data into the system; enforce programming 
standards for systems development personnel in order to achieve 
uniformity in coding and data retrieval; develop the elements 
incorporated into the data dictionary. 
  

4. Essential Job 
Function  

55   Network and Systems Support: 
Interface with systems programming staff to ensure system 
configuration changes work in conjunction with the database system; 
review requests from users and balances their competing database 
needs; install improvements and enhancements to the data base 
system; work in unison with applications programming staff to ensure 
uniformity with coding standards and efficiency of system operation.  
 
Design, plan, and manage database conversion projects; meet with 
users and examines specifications, job control languages, space and 
field requirements, and resources, such as data storage.  
 
Participate in related and assigned projects; review hardware and 
software under consideration for acquisition; monitor usage of the total 
computing system; evaluate need for increased future capacity; 
maintain documentation for database, including data dictionary, data 
listings, help guides and cross referencing protocols. Interact with 
vendors concerning software enhancements and new products.  
 
May evaluate and recommend testing and evaluation of new 
procedures, software, and hardware. 
 
Monitor and manage database backups, logs, and journals; installs, 
maintains, and upgrades database software; restores and/or recovers 
data as required. 
  

     
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 
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 (four year college 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 relational databases, information 
systems or related field preferred; Oracle data base management 
experience preferred; or equivalent combination of education and 
experience may be acceptable to the hiring authority. Knowledge of the 
development and application of data software applicable to database 
management, such as Oracle; principles, practices and techniques used in 
systems analysis and design; project management methods and 
techniques; the differing characteristics of hierarchal and relational data 
bases; the principles, practices and techniques used in an on-line data 
processing system with remote data retrieval; the principles, practices and 
techniques employed in integrating competing needs and resources in a 
data processing environment; the various aspects of database 
administration, including defining data dictionaries, setting security levels, 
and monitoring the efficiency of system performance. Ability to implement 
and troubleshoot programming changes and modifications; ability to 
program, configure, manage, and maintain the operation of complex 
relational databases; ability to develop and manipulate large, complex 
data sets; knowledge of computer and/or network security systems, 
applications, procedures, and techniques; and ability to operate on a 
scheduled 24-hour on-call basis.  

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, concerns, 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.  
 
Ability to work with basic mathematical computations.  
 
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 Frequently 
Walk Occasionally 
Sit Continuously 
Bend  Occasionally 



Crouch/Squat  Occasionally 
Kneel/Crawl  NA 
Climb  NA 
Reach above shoulder level  Frequently 
Use keyboard/mouse  Continuously 
Hand Activities: Fine dexterity Continuously 
Hand Activities: Hand twisting  Continuously 
Hand Activities: Simple grasping  Occasionally 
Hand Activities: Power grasping  NA 
Lifting Activities: Light lifting (<20 lbs)  Continuously 
Lifting Activities: Moderate lifting (20-
50 lbs)  Occasionally 

Lifting Activities: Heavy lifting (>50 
lbs)  NA 

Push/Pull Activities: Light 
pushing/pulling 
(<20 lbs of force)  

Continuously 

Push/Pull Activities: Moderate 
pushing/pulling  
(20-50 lbs of force)  

Occasionally 

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  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.  
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:  Frequently scheduled irregular work hours (many times a month)   
This job requires 25% of time away from this position's work site. Of that travel:  

• 75% is local within 75 miles  
• 20% is state beyond 75 miles  
• 5% 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. 

 
 


