STATE OF ARIZONA JOB CODE SPECIFICATION

	FLSA:
	EXP
	Job Code:
	ACV31115

	Job Class Code:
	020
	Salary Schedule:
	AREG

	EEO Category:
	06
	Grade:
	19

	Workers Comp Code:
	8810
	
	

	
	
	
	

	Job Code Established:
	5/2/05
	Effective Date:
	5/2/05

	Job Code Revised:
	
	Effective Date:
	


JOB CODE SERIES:  Special Information Systems Series 
JOB CODE TITLE:
RECORDS MANAGEMENT ADMINISTRATOR
HRIS TITLE:


RCDS MGT ADMR
CHARACTERISTICS OF THE JOB CODE:  Under general supervision, manages the public and protected records management, document imaging, micrographics program and mail center operations.
EXAMPLES OF DUTIES:  Individual positions may be responsible for some or all of the listed duties and/or other related duties.

Manages the public and protected records management, document imaging, micrographics program and mail center operations; may directly train and supervise or manage through subordinate supervisor. Establishes and modifies work processes.  Consults users and field personnel to establish standards and procedures for records submission, retention, and disposal.  Develops and maintains document classifications, document types and document package standards for the document imaging system.  Develops and maintains policy and procedures manuals for the preparation, scanning, indexing, quality control, and release of document imaging application.  Develops standards for data entry, document imaging and mail center operations.  Prepares reports for senior management.  Responsible or analysis and resolution of problems with information and imaged files.  Recommends procurement of mail equipment and document imaging equipment.  Completes bi-annual personnel reviews.  Requisition supplies and equipment as required.  Participates in the budgeting process.
WORK CONDITIONS:  The work is generally performed in an office setting.
KNOWLEDGE, SKILLS AND ABILITIES (KSAs):

Knowledge of:  State statues governing the agency; document retention periods; mail center procedures and United States Postal Service regulations; document imaging procedures; data entry application systems; management and supervisory practices
Skill/Ability to:  possess strong written and oral communications; effective report writing skills; display analytical and critical thinking 
SPECIAL SELECTION FACTORS:  None
