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Classification Specification
	

	
	2244100

	
	RECORDS CENTER TECHNICIAN



Class Summary 

The responsibilities of this classification include assisting the Records Center Supervisor in the storing and maintenance of County records and interviewing internal and external customers to establish and coordinate the implementation of the retention and destruction schedules for such records and to establish appropriate department service levels.

Distinguishing Characteristics

This is the first level within a two level Records Center classification series.  This classification is distinguished from the Records Center Supervisor in that this classification is responsible for assisting customers in storing and maintaining public records and historical information and for determining and scheduling the destruction of such records in compliance with public records regulations. In contrast, the Records Center Supervisor is primarily responsible for the supervision of assigned staff and for assisting customers in resolving high-level records problems. Duties require a clear understanding of archives and records management principles and skill in applying a wide variety of administrative and legal requirements to diverse government records series. 

Examples of Duties (May vary by position)

1. Schedule the pick-up and retrieval of records.

2. Identify and determine location of records to be stored.

3. Coordinate the scheduling and destruction of records in compliance with public records regulations.

4. Use an automated information system to enter data, print reports, and conduct SQL searches regarding inactive records storage, records retention and disposition, departmental statistics, and space management issues.

5. Assist customers with records management issues or services by problem solving retention and destruction issues.

6. Ensure compliance with Federal, State and County archives and records management legislation policies and procedures.

7. Assist ​the Records Center Supervisor in the coordination of technology and methods for handling records.

8. Monitor record storage space and make recommendation to the supervisor on when additional space is required.

9. Monitor and maintain facilities and equipment.
10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of records management theories and practices and records media
Basic knowledge of public disclosure principles and techniques
Knowledge of office procedures and practices
Knowledge of customer service techniques and principles
Knowledge of numerical and alphabetical filing systems
Knowledge of computer software (word processing, spreadsheets, database management)
Knowledge of inventory techniques and principles
Skill in communications (oral and written)
Skill in inventory management
Skill in working in a warehouse environment with potential safety hazards
Skill in interpreting public disclosure regulations to determine the appropriate retention and destruction schedules for public records
Skill in lifting and carrying boxes weighing up to 50 lbs
Skill in working on a number of assignments simultaneously
Licensing, Certification and Other Requirements

A Washington State Driver’s License
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
	Records Center Technician and Supervisor

	Class History
	Created
12/1997 

	
	Updated
12/2003  

	
	Updated
1/2008 Changed font and format


Page 2
Records Center Technician 
1/2008 Version


[image: image1.png]