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CITY OF NORTH POLE

POSITION DESCRIPTION

JOB TITLE:   RECORDS MANAGER/ARCHIVIST
REPORTS TO:  CITY CLERK
WORK HOURS:  40 HRS PER WEEK
FLSA STATUS:  NON-EXEMPT 
JOB LOCATION:
CITY HALL

JOB SUMMARY:

Under the direction of the City Clerk, the Records Manager/Archivist is responsible for the preparation, scanning into laserfiche, storage and retrieval of City of North Pole records.
TYPICAL DUTIES:

· Prepares documents to be scanned and indexes City records.
· Perform document retrieval of scanned records.

· Perform data entry for scanned records.

· Provide copies of scanned ordinances, minutes, and documents to City of North Pole staff as requested.

· Maintain index of scanned records.

· Assist in maintaining archived City documents according to the City of North Pole established Records Retention Schedule.

· Assist in preparation of records for destruction in accordance with the City of North Pole Records Retention Schedule.

· Provide basic maintenance of all scanning equipment related to program.

· Load, unload and transport volume of records for storage to and from the archive room on a regular basis.

· Performs various clerical duties.

· Creates City newsletter, edits, and delivers.

· Assistant PIO (Pubic Information Officer)

MINIMUMS QUALIFICATION:
· 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.
JOB CONTACTS:

General public, all levels of city staff, federal, state and local government representatives and agencies, various City departments, and legal counsel.

RESPONSIBILITES

Does not have supervisor responsibilities.  May experience minor problems daily and occasional major ones that must be resolved on own initiative with little immediate supervision.

WORK ENVIRONMENT AND PHYSICAL EFFORT
General office where conditions are pleasant.  Must be able to lift stoop and lift up to 25 pounds waist high and requires short periods of moderate crouching, lifting, pushing or pulling.
These factors will be the basis for selecting candidates to be interviewed.   The candidate selected for employment must satisfactorily perform the essential functions of the position. 
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