RECORDS MANAGEMENT COORDINATOR
Classification Description - Pierce County

Page 2

[image: image1.wmf]Pierce County





        Classification Description

RECORDS MANAGEMENT COORDINATOR
Department:
Budget & Finance






FLSA: Non-exempt

Job Class #:  
TBD








Represented: N/A
Pay Range:
K04
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is responsible records management work performed for Budget & Finance, General Services Division of Pierce County. The employee in this classification is responsible for overseeing and coordinating the operations and activities of the County’s records management program.  The Records Management Coordinator assists in County-wide development records management policies and procedures, records retention schedules, and provides training and instruction to County departments and/or divisions on proper records management including electronic applications and internal department records requests.  The Records Management Coordinator serves as liaison between Washington State Archives and other government agencies, and is a member of the Pierce County Records Committee (PCRC).  
ESSENTIAL FUNCTIONS
· Oversee the County’s records management program to ensure compliance, confidentiality and maintain records retention and destruction programs in compliance with established policies and procedures including Federal, State and local laws.

· Coordinate the Pierce County Records Committee (PCRC) meetings and activities.

· Manage General Services (GS) division records management including retention and destruction.

· Assist department with processing responses to General Services records requests.

· Maintain effective communication with and assist County departments in creating and maintaining records retention schedules and archive in accordance with policies and procedures
· Prepare a variety of reports and memorandum related to records management and departmental activities, i.e. annual review of records due for destruction.

· Coordinate and schedule the purging of files and the determination of files to be permanently stored or destroyed including documents and/or records holding historical value; perform record inventories. 

· Provide training and support on records management and use of PC Records Database.  Provide record management expertise to departments regarding best practices and proper retention and destruction processes.
· Assist departments with developing short and long-range goals for the department records management system.  
· Coordinate written and verbal communication and activities with other County departments and personnel, State archives, other public and private agencies; 
· Partner and/or serve as liaison with IT to develop, test, and evaluate the County’s records management policies, procedures, and electronic applications administration and maintenance, ensuring system security and retention schedules.

· Serve as liaison with local government agencies for records management services and vendor liaison for records storage and destruction services.

· Serve as the central point of contact for all County transmittal and archiving processes including coordinating WSA record appraisals.  
· Research all applicable rules and regulations concerning records retention, maintaining knowledge for current trends and innovations concerning records management and other developments.

· 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 and holidays.

OTHER JOB FUNCTIONS

· Assist GS division COOP planning to ensure availability of needed or required records following a disaster.

· Participate in the RFP process and vendor selection as needed.

· Update and maintain MSDS Binder and Records Center User Manual

· Perform other duties as assigned or required.

SUPERVISION EXERCISED AND RECEIVED: This job classification may supervise and/or lead lower level employees. Work is performed with considerable latitude for independent judgment and is reviewed by an administrative supervisor for results attained and quality of services provided. The Records Management Coordinator reports to the Director of Budget & Finance and/or his or her designee. 
WORK ENVIRONMENT: The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions.  The work is performed in an office and warehouse environment.

PHYSICAL REQUIREMENTS: The physical demands described herein are representative of those that must be met by the employee to successfully perform the essential job function.  Finger dexterity is required to use and operate a personal computer and related office equipment. Hand, arm, and leg dexterity is required to lift, carry, reach or move records and files. This position is required to lift and carry records and files weighing up to forty-pounds on a routine basis. The use of eye sight to read files, records, and office correspondence. This position is required to use verbal and written communications skills.  

KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of:

· Comprehensive records retention systems and all applicable records retention rules and regulations.

· The types and purpose of public sector records for applicable department.

· Micrographics, document scanning, and reprographic processes and techniques.

· Personnel management.
· Computer applications especially databases.

Skill in:
· Records management administration.
Ability to:

· Prepare and present options for long-term records storage and retrieval systems.

· Operate and maintain peripheral equipment.

· Communicate technical information effectively.

· Establish and maintain effective working relationships with staff, other agencies and the public.

· Physically perform the essential job functions.

· Meet the travel requirements of the position.
· Effectively identify, collect, organize and document data and information in ways that make the information most useful for subsequent assessment, analysis and investigation. Understand the most direct and efficient ways of accessing sources for data requests.

· Effectively coordinate activities, services and schedules to ensure smooth and efficient operation of work. Ensure records management process control and compliance. Make arrangements in a timely and efficient manner, remaining mindful of their cost effectiveness and quality.

· Employ expertise, credibility, and effective partnering to help clients identify, evaluate and resolve complex or sensitive issues, problems and service needs. Excel at helping the customer navigate through complex or sensitive issues, keeping the customer’s best interests in mind and advising on best practices and records management requirements.

· Earn the trust, respect and confidence of coworkers and customers through consistent honesty, forthrightness and professionalism in all interactions. Maintain confidentiality of all files, records and documents, redacting information according to established guidelines.

· Effectively organize multiple assignments, sometimes of a complex nature or involving competing priorities, to produce work products that are accurate, thorough and on time. Transition easily between tasks, responding quickly and efficiently to work requests.

MINIMUM RECRUITING REQUIREMENTS TO APPLY:  Graduation from a four-year college or university with a degree in business, history, computer science or related field and three years of increasingly responsible experience in public sector records management.  Experience working directly with complex, multi format records systems and electronic document management. Any equivalent combination of education and experience, or demonstrated ability to perform the duties of the position may substitute for the recruiting requirements.  Possession of a valid Washington State Driver's License and a safe driving record.  
NOTE: A satisfactory physical condition is required, as indicated by a County approved physical examination, which includes drug testing.  Prior to appointment, must be willing and able to complete and pass a thorough background check.  
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