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Classification Specification
	

	
	2243100

	
	RECORDS MANAGEMENT SPECIALIST



Class Summary

The responsibilities of this classification include providing centralized services for the maintenance, protection and reference of public records and historical information. 
Distinguishing Characteristics

This is a single level classification. The Records Management Specialist is primarily responsible for determining systems, policies and procedures for archive and records management of County records; developing archives and records management procedures; managing and processing public disclosure requests; and ensuring compliance with public records regulations.  

This Records Management Specialist classification is distinguished from the Records Center classification series in that incumbents in the Records Center classification are primarily responsible for the storage, maintenance and destruction of records in compliance with public records regulations.

Examples of Duties (May vary by position)

1. Consult with customers on archives and records management services.

2. Design and maintain a system for King County records; survey department records and create retention schedules.

3. Identify needs, develop and market records-management and archives services.
4. Research and respond to public disclosure requests; provide ready references.

5. Prepare, maintain and reconcile indexes and inventory tracking systems.

6. Research, recommend and implement information technology; assist in the evaluation of technology and methods for handling records.

7. Develop and implement archives and records-management training.

8. Develop, revise and administer archives and records-management internal policies and procedures.

9. Assist in determining historical significance of records; assist in determining conservation and preservation measures.

10. Participate in and facilitate the transfer of department records to inactive storage and archives.

11. Keep and report statistics; prepare reports as required.

12. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of records management, indexing and archival theories and practices
Knowledge of policy writing theories and practice
Knowledge of office procedures and practices
Knowledge of filing systems
Knowledge of government records and systems
Knowledge of customer service and quality management
Knowledge of applicable state laws and regulations
Knowledge of research practices and resources
Knowledge of principles of records series evaluation
Skill in oral and written communications; presentation and technical writing
Skill in interpersonal relationships
Skill in historical research 
Skill in interviewing
Skill in math and statistics 
Skill in inventory control
Skill in training
Skill in conflict-resolution
Skill in managing computer applications and databases for controlling and facilitating records access
Skills in archival processing and preservation
Skill in analytical thinking and problem solving
Skill in managing multiple priorities
Skill in archival appraisal
Skill in records retention schedule development
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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