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RECORDS MANAGEMENT SPECIALIST





DEFINITION





To oversee the District's records management program; and to maintain the District Records Center.





SUPERVISION RECEIVED AND EXERCISED





Receives direction from management staff.





May exercise technical or functional supervision over clerical staff as required.





EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:





Maintain and update District records management program, including review and modification of records inventory system, classification and indexing system, retention schedules, and storage and retrieval processes; and maintain and update District Records Management Manual on periodic basis. 





Retrieve files for departments as requested in accordance with established records management procedures.





Advise departments regarding operations, specifications and costs for various record maintenance systems, methods, equipment, and supplies, including cabinetry and micrographics.





Oversee operation of and advise management regarding needs of Records Center, including space requirements, shelving, methods of records access, and other needs as appropriate.





Conduct periodic training of employees regarding records management policies and procedures.





Use computer applications for retrieval and storage of records.





Oversee District micrographics program, including determination of appropriate applications, recommendation relative to vendor selection, and quality control.





Identify and ensure the protection of vital and archival records through off-site storage and appropriate micrographics applications. 


Assist in preparation of budget for records management program and Records Center.  	





Conduct research regarding records management and prepare reports with findings and recommendations.





Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.





Perform related duties as assigned.





�
MINIMUM QUALIFICATIONS





Knowledge of:





Principles and practices of records management.





Vital, active, inactive, and archival records identification and protection procedures.





Pertinent local, State and Federal laws, ordinances and rules.





Micrographics applications.





Computer-aided indexing and retrieval systems.





Methods and practices of training various staff user groups in records management procedures.





Budgeting techniques.





English usage, spelling, punctuation and grammar; arithmetic and basic mathematical calculations.





Modern office procedures, methods and computer equipment.





Principles and practices of work safety.





Ability to: 





Identify records management issues and gather and analyze pertinent information; prepare alternatives and recommendations.





On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; observe and problem solve operational and technical policy and procedure; interpret and explain records management principles and procedures to user staff.





On a continuous basis, sit at desk for long periods of time; intermittently stand, walk, bend, squat, climb, kneel, and twist while pushing/pulling hand truck, moving/lifting storage boxes or placing/retrieving files from cabinets or storage boxes; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone and write or use a keyboard to communicate through written means; and lift or carry weight of 50 pounds or less.





Prepare expenditure estimates in support of budget recommendations.





Obtain services from vendors.	





Analyze records space needs.





Train user staff in records management policies and procedures.





Obtain information through questioning; and deal firmly and courteously with the public.





�
Ability to: 





Use a computer-aided indexing and retrieval system.





Analyze situations quickly and objectively and to determine proper course of action.





Use a computer, calculator, typewriter, telephone, facsimile machine, photo copy machine, and microfilm reader/printer.





Type at a speed necessary for successful job performance.





Work independently.





Communicate clearly and concisely, both orally and in writing.





Establish and maintain effective working relationships with those contacted in the course of work, including developing and maintaining credibility with user groups regarding the records management function. 





Experience and Training





Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:





Experience:





Two years of responsible records management experience, including implementation of a records management program, micrographics work, and records center administration.





		Training:





Equivalent to a Bachelor's degree from an accredited college or university with major course work in library science, records management or a related field.





License or Certificate:





Possession of, or ability to obtain, a valid California driver's license.
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