POSITION VACANCY ANNOUNCEMENT

RECORDS MANAGER/ARCHIVIST
Minimum Qualifications:  

· Demonstrate ability to interface harmoniously and effectively with the public and at all levels of management and government.

· High school diploma or equivalent, up to one year records management or related training preferred and three years of progressive experience in a general office environment with an emphasis on records management and laserfiche operations experience.

· Knowledge and use of office equipment and basic computer operation.

· Demonstrated ability in data entry and typing with speed and accuracy.

· Experience in operation of laserfiche equipment.

· Good communication skills and ability to get along with co-workers and other staff members.

· Ability to maintain confidentiality of information and ability to use independent judgment.

· Ability to follow oral and written instructions.

· Ability to work efficiently and independently.

· Must have and be able to maintain a valid driver’s license.  Must meet insurance standards and maintain insurability under the City of North Pole’s insurance program.  If personal automobile is used for City business, proof of automobile insurance at statutory limits must be provided.  (A current copy of driving record will be required at time of interview).

· Ability to stoop and lift up to 20 pounds waist high.

· Must be able to pass a FBI security background check.

Salary
Starting at $18.02 per hour depending on qualifications and experience.  This position includes medical insurance, PERS, deferred comp and annual leave.  All new employees are subject to a probationary period.
Deadline
Open until filled.
Apply
All applicants must submit a criminal background check, driving record, typing test, resume and City of North Pole Employment Application.  Employment applications can be picked up and dropped off at the following address or downloaded from http://www.northpolealaska.com/jobs:

 City of North Pole
City Clerk’s Office
125 Snowman Lane
North Pole, Alaska 99705

The City of North Pole is an Equal Opportunity Employer
