
Our company is looking to fill the role of records. To join our growing team, please
review the list of responsibilities and qualifications.

Responsibilities for records

Provide records management process review and guidance, and develop or
revise workflows and procedures
Analyze record systems, taxonomies, and classification schemes to aid the
company requirements for access, retention, disposition and protection of
the information assets
Research federal, and state retention codes and regulations, state agencies,
company policy and procedures, etc and recommend updates for company
retention schedules
Assist in the active maintenance of records holds as they pertain to
information, regardless of media and format
Participate in the management of electronic records and the continued
development of electronic records management applications
Independently coordinate the review, administration and destruction of
archived records and information
Develop project scopes, timelines and implementation of records
management projects
Develop and deliver records and information governance training to ensure
compliance
Host and participate in records working groups at business unit level and act
as liaison with assigned business unit and shared services employees
Reconcile off-site storage accounts with vendors

Qualifications for records

Example of Records Job Description
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Some lifting, must be able to sit for long periods of time, must have decent
reading comprehension, and good memory
Individual must be able to handle a level of stress in a fast paced production
environment
Individual must be able to monitor personal and office equipment, and handle
minor service such as replacing toner cartridges, fax paper, printer/copier
paper
Must be detailed oriented and self-motivated
Must keep focused on work and perform repetitious functions effectively


