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         Classification Description

ELECTRONIC RECORDS MANAGEMENT SPECIALIST

Department: Information Technology






FLSA: Exempt
Job Class:  121000









Represented:  No 
Pay Range: 0K 17










Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in the class.  Classification descriptions are not intended to reflect all duties performed within the job.

GENERAL FUNCTION:   This is professional, technical, analytical and customer-oriented work in the Pierce County Information Technology Department.  An employee in this classification provides leadership and superior technical expertise related to the electronic preservation of Pierce County's public records.  Work is applied to complex situations, is primarily intellectual in nature, and results in creative and varied solutions while maintaining a County-wide perspective.  The employee must use independent judgment and initiative as well as appropriately utilize the expertise of colleagues through the positive use of well-developed interpersonal skills. Work is reviewed periodically through conferences, reports, and attainment of assigned goals.

SERIES CONCEPT:  The Electronic Records Management Specialist is a single classification that has responsibility for the electronic preservation of Pierce County's public records.  This classification is differentiated from other IT Professional classifications by the specialized nature and expertise of the position.
ESSENTIAL FUNCTIONS:
· Consult with Pierce County departments and agencies in replacing paper-based manual business processes with automated processes, capture and workflow.  When feasible, work with departments in replacing paper-based forms with online transactions in which the records are eliminated or automatically generated as a historical record of the transaction.

· Participate in project and new initiative meetings in the role of technical analyst and developer. Participate in the assessment, configuration, acquisition, development, implementation, and training of new electronic records management systems.

· Maintain Pierce County's Electronic Document Standards, in coordination with the department’s other IT divisions and County departments.

· Assist Pierce County departments and agencies in understanding and adhering to Washington State's “Imaging Systems, Standards for Accuracy and Durability” (Washington Administrative Code 434-663) and, when required, assist departments and agencies in requesting and receiving approval from the Secretary of State to replace a paper record archive with an electronic archive.

· Identify and help secure funding for electronic records projects from local and state funding sources for Pierce County departments.
· Research and recommend document scanning hardware and software.
· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.  
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime 

OTHER JOB FUNCTIONS:
· Manage time and resources.

· Prepare reports and deliver presentations to a variety of audiences including clients, management, and staff.

· Perform administrative tasks as needed.

· Perform other duties as required.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the general direction of the IT Software Development Manager who periodically reviews work through conferences, reports and observation of overall results achieved.  This classification does not supervise others.
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential job functions. Work is performed in an office environment. Work may involve traveling to various departments Ability to work after normal County business hours, including weekends, for customer support, a scheduled function, or in an on-call capacity required.

PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are hand and finger dexterity necessary to operate equipment used in the position, talking, seeing and hearing. Walking, sitting, climbing and descending ladders, bending/stooping, working in and entering confined areas, pushing/pulling, and unassisted lifting associated with the job duties is required.  
KNOWLEDGE, SKILLS AND ABILITIES: 

Knowledge of:

· The national electronic records standards including the Department of Defense's “Electronic Records Management Software Applications Design Criteria Standard” (DoD 5015.2-STD)

· Electronic signatures, hashes, and digital signatures, including an understanding of Public Key Infrastructure (PKI).

· Various record types including contracts, forms, books, maps, photographs, reports, video, and audio.

· Long-term preservation file formats including PDF/A, TIFF, and JPEG.

· Records management laws, regulations, principles, practices impacting record identification, classification, preservation, and disposition.

· Public records laws and electronic discovery of government documents including recording, legal, and legislative records. 

· Online transaction processing (OLTP) or standalone systems as an index for electronic records.

· Software development including design, coding, and testing.

· Training techniques and skills to deliver effective training.

Skill in:
· Effective verbal and written communication.
KNOWLEDGE, SKILLS AND ABILITIES: 

Ability to:

· Work successfully in a team environment.

· Work after normal County business hours, including weekends, for customer support, a scheduled function, or in an on-call capacity.

· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:  A Bachelor of Arts or Science degree in computer sciences, records management, or related field and four or more years of electronic document and records management experience.  Additional education or experience may substitute for the recruiting requirements.

SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:   A valid Washington State driver’s license may be required when travel is required of the position.
G:\CD\CDs On-line\electronicrecordsmanagementspecialist.doc

