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Senior Records and Information Management Clerk

	Department:
	City Clerk’s Office	
	Reports To:
	Deputy City Clerk
	Division:
	City Clerk’s Office	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	2	
	Revision Date:	
	10/17/2011


GENERAL STATEMENT OF JOB

Under the direction of the Deputy City Clerk, this position performs specialized clerical work for the records system involving routine indexing, filing, storing, and retrieving a large volume of material.  Maintains and recommends improvements for the records management system.  Provides overall administration of the Citywide Records Imaging System including development and maintenance of the system; coordination of system upgrades; monitoring and troubleshooting network difficulties; creating policies and procedures for operation of the system; training new personnel on the system; and collaborating with staff from other departments to ensure the system continues to meet overall needs of the organization.  Performs data entry, filing duties, general clerical work and skilled proofreading, data entry, document scanning, maintenance and retrieval of reports, records and other related materials.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Provides electronic records management support. 
Sorts, separates, arranges and files letters, documents, and materials for the City; 
Enters information into and retrieves information from a complex filing system through a computer terminal;
Demonstrates continuous effort to improve operations, decrease turnaround times, streamline work processes, and work cooperatively and jointly to provide quality seamless customer service. 
Proofreads documents for validity, accuracy, and completeness.
Enters, corrects, changes, retrieves, loads, downloads, and updates information using an automated records management system.
Enters, queries, and retrieves information on various computer systems.  Performs queries of information on computerized databases; compares information and verifies correctness of information. 
Provides document imaging support in relation to records management.  Logs reports into a computerized tracking system and scans documents using scanning equipment.  Provides quality control of documents prior to imaging.  Data entry of key information is part of the indexing process.  Ensures document-imaging system is maintained.
Ensures compliance with Records Retention processes and schedules.
Recommends and assists with implementation of records storage and indexing solutions; may develop databases and information access systems, as time allows. 
Responds to internal and/or external information inquiries.
Serves as records contact person for State Archives and City staff. 
Assists with development of City records management manual. 
Conducts internal reviews of departmental records. 
Consults on records management issues. 
Assist Deputy City Clerk and Assistant Deputy City Clerk with projects as needed. 
Performs other duties as assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Basic math skills
Microsoft Windows Office products and various software packages.
File alphabetically and numerically.  
Meet deadlines.
Comprehend written materials. 
Learn job related material through verbal instruction and observation.
Learn unique records management software packages.
Listen, communicate and interact effectively and professionally with co-workers, City employees, and the general public.
Make simple mathematical calculations.
Sort, separate, arrange, and distribute files in prescribed manner.
Maintain confidentiality and security of records.
Review, check, and compare data for accuracy.
Handle multiple projects simultaneously and use good judgment in prioritizing work assignments. 
Listen, communicate, and work effectively with a diverse group of people.
Proficiently perform computerized word processing, comprehension, summarizing, and writing/editing.
Ability to handle shifting priorities, is self-directed and meets deadlines on a consistent basis.
Ability to work on multiple projects.
Thorough knowledge of modern office practices, procedures, equipment and standard clerical techniques.
General knowledge of research methods and procedures.
Proficiency in using common office equipment, including popular computer-based word processing, spreadsheet, database and file maintenance programs, and the ability to adapt to new computer-based programs.
Ability to develop and modify work procedures, methods and processes to improve efficiency.
Ability to understand and follow complex oral and written instructions.
Ability to communicate clearly orally and in writing.
Ability to exercise tact and courtesy in frequent contact with City employees and the public.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Two years of college level education or equivalent experience in a municipal clerk setting. Three (3) years municipal government experience preferred. On-going records management training preferred. Other combinations of education and experience that meet the minimum requirements may be substituted.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
[bookmark: _GoBack]The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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