The Maryl and- National Capital Park and Pl anning Comm ssion

Tl TLE: Records Managenent Speci ali st GRADE: G CODE: 2351
SERI ES: General Adm nistrative DATE: 4/11/ 89

Class Definition

Under direction, inplenents and nonitors the Conmm ssion's Informtion
and Records Managenment System including the M crographics and Archives
Prograns. Provides technical expertise and program managenment on

adm ni strative records and correspondence, fornms managenent, records
and services selection, filing, and retrieval systens and files
operation and managenent of Conm ssion-w de information and paperwork
managenent prograns. Perforns other related duties as assigned.

Exanmpl es of | nportant Duties

1. Devel ops | ong-range plans and forecasts of needs for retention,
storage, retrieval, and disposition of all Commi ssion records in
accordance with Comm ssion policy and federal and state
requirenments.

2. Devel ops i npl enmentation policies and procedures for surveys of
paperwor k operations and recomrends i nprovenents in current
records managenment practices, including the use of equipnment and
supplies employed in creating, maintaining and servicing records.

3. Initiates budget requests to provide operation and procurenment
fundi ng for needed equi pnent and updating of progranmm ng.

4. Mai ntains currency with federal and state records retention |aw,
mai ntains liaison with the Maryland Hall of Records for approval
of amendnents to the Conm ssion records retention schedul e and
di sposition authority.

5. Revi ews the record retenti on schedul e and makes recomendati ons
for changes in retention periods or additions to the schedul e.

6. Pl ans and designs a vital records protection and di saster recovery
program

7. Mai nt ai ns the Conmm ssion Archives Program which involves
apprai sing, arranging, describing and preserving of archival
mat eri al .

8. Supervi ses mai ntenance of card catalog for all Comm ssion

publ i shed materials and resol utions.
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Exanples of Inportant Duties (Cont'd)

9. Pl ans, organi zes and supervises all procedures and activities of
the m crographics program for the archives collection, which
I nvol ves sel ecting, preparing, and indexing materials to be placed
on mcrofilm arranging for mcrofilmng and inspecting final
pr oduct .

10. Provides Comm ssion staff and public with information and/ or
docunments from archives collection

| nportant Worker Characteristics

A. Know edge of (1) Comm ssion activities;* (2) Conmm ssion
organi zation;* (3) Conmm ssion policies and procedures;* (4) office
practices; (5) record managenent and archival practices and
procedures; (6) m crophotography and m crofil mequi pment.

B. Skill in operation of (1) mcrofilmreader/printer; (2)
typewriter; (3) auto.

C. Ability to (1) understand a system of procedures; (2) apply
principles to solve practical problens; (3) read routine and
technical reports and correspondence; (4) wite routine reports
and correspondence; (5) organize work efficiently; (6) organize
and file; (7) inmplenent new and innovative paperwork managenment
prograns.

* Devel oped primarily after enploynent in this job class.

M ni mum Qualifications

1. Hi gh school graduation or GED and four years of experience in
archival and records managenment techni ques; or

2. An equi val ent conbi nati on of education and experi ence.
3. Valid driver's license or the ability to acquire one.
4. Ability to type or data enter

Worki ng Conditions

Works in office. Moderate pressure to neet deadlines.



