Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  February 12, 2008, Reviewed:  June 13, 2011
RECORDS MANAGEMENT DIRECTOR
DISTINGUISHING FEATURES OF THE CLASS: 

This position involves responsibility for the administration and development of a records management program for the County, and towns, villages, and school districts within the County.  The work requires efficiency in research, storage, reduction, preservation and retrieval of information belonging to partners in the intermunicipal records management agreement.  The incumbent is responsible for completion of inventory as well as disposition of obsolete records using State Archives Records Retention and Disposition Schedules and for working with other County departments, school districts, and municipalities in providing record management services.  Work is performed under the general supervision of the County Administrator, with considerable leeway allowed for exercise of independent judgment in carrying out day-to-day responsibility within the established guidelines.  Direct supervision is exercised over the work of any clerical staff assigned to the Department.  The incumbent shall also serve as the County’s Records Management Officer and shall have all the necessary powers to carry out the statutory requirements of said position. Does related work as required.

TYPICAL WORK ACTIVITIES:

Develops and maintains a comprehensive records management program in cooperation with local government officials in accordance with local, state and Federal Laws and guidelines;

Consults with department heads, and town, village, and school district officials regarding survey and analysis of all records as well as filing and storage needs;
Coordinates the continuous legal destruction of obsolete records through adoption and use of State Archives’ Records Retention and Disposition Schedules;
Oversees and coordinates the off-site storage program of inactive records;

Coordinates, carries out and participates in planning for development of micrographics and automated data processing systems;

Ensures sound management and preservation of archival records and their availability for research;

Prepares and manages departmental budget;

Prepares special and annual reports on the records management program and cost effectiveness;

Prepares and administers grant applications and oversees project work/expenditures of acquired grant awards;

Researches and makes recommendations regarding equipment purchases and physical storage requirements;

Responsible for training and supervising staff assigned to department;

Attends various State Archives sponsored and required workshops;

Advises general public concerning records available for research purposes.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Thorough knowledge of the retention and disposition requirements for public municipal records;

Thorough knowledge of proper maintenance of records;

Good knowledge of the types of records utilized and maintained in municipal offices;

Good knowledge of office terminology, procedures, equipment, and business English;

Analytical ability;

Ability to organize files and records;

Ability to establish effective working relationships with others;

Ability to communicate effectively both orally and in writing;

Ability to maintain records on a computer database;

Ability to understand oral and written instructions;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Either:

(A) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate’s degree in library science, records management, or a closely related field; or

(B) Graduation from high school or possession of a high school equivalency diploma and three years of full-time paid experience in a records management position involving municipal records.
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