
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

This  posi t ion involves  responsib i l i ty fo r  adminis te r ing the  records  management  p rogram 

mandated  by the  Local  Government  Records  Law.  The  work involves  cont inual  surveyance  and  

examinat ion of  non-cur rent  and  archiva l  publ ic  records  kep t ,  made ,  f i led ,  o r  rece ived  by County 

government ,  towns,  vi l lages ,  and  school  d is t r ic ts  o f  the  County to  de termine  the i r  va lue ,  use ,  

and  most  sui tab le  method  of  p reserva t ion,  s to rage ,  and  d isposi t ion.  Dut ies  a re  pe r formed in  

accordance  wi th  loca l ,  s ta te ,  and  federa l  laws and  guide l ines .  Genera l  supervis ion i s  rece ived  

from the  Records  Management  Off icer .  Supervis ion i s  exerc ised  over  subord ina tes .  The  

incumbent  does  re la ted  work as  requi red .  

 

 

 

TYPICAL WORK ACTIVITIES: (Il lustrative only)  
 

Develops  and  mainta ins  a  comprehensive  records  management  p rogram in accordance  wi th  loca l ,  

s ta te ,  and  federa l  laws and  guide l ines ;  

Conducts  the  ini t ia l  survey and  ana lys is  o f  records;  

Coord ina tes  the  cont inuous  lega l  des t ruc t ion o f  obso le te  records  through adopt ion and  use  o f  

Sta te  Archives  Records  Retent ion and  Disposi t ion Schedules ;  

Estab l i shes  guide l ines  fo r  sui tab le  re tent ion per iods  fo r  records  tha t  a re  no t  covered  by Sta te  

Records  Retent ion and  Disposi t ion Schedules ,  submits  guide l ines  fo r  review by Local  

Records  Advisory Board ,  and  proposes  them for  approval  by Sta te  Archives ;  

Estab l i shes  and  supervises  a  s to rage  center  fo r  inac t ive  records;  

Reviews a l l  requests  fo r  records  genera t ing or  s to rage  equipment  ( i . e .  f i l ing cab ine t s ,  microf i lm 

equipment ,  computers ,  e tc . ) ;  

Coord ina tes ,  car r ies  out ,  o r  par t ic ipa tes  in  p lanning for  the  development  o f  micro  graphics  and  

automated  da ta  p rocess ing sys tems;  

Estab l i shes  s tandards  fo r  p roper  records  management ;  

Ensures  the  sound  management  a nd  preserva t ion of  a rchiva l  records  and  the i r  ava i lab i l i ty fo r  

research e i ther  d i rec t ly o r  in  coopera t ion wi th  a  des ignated  loca l  government  a rchivis t ;  

P romotes  educat ional  and  research use  by communi ty groups;  

Consul ts  wi th  s ta te  agencies  invo lved  wi th  th e  supervis ion of  records;  

P repares  informat ional  re leases  re levant  to  the  records  management  p rogram;  

Supervises  and  per forms d i ff icul t  and  involved  reference  services ;  

Recommends and  adminis te rs  purchase  of  record  management  suppl ies  and  equipment ;  

P repares  spec ia l  and  annual  repor ts  on the  records  management  p rogram and  i t s  cos t  

e ffec t iveness .  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
Thorough knowledge  of  records  management  sys tems,  methods ,  and  techniques;  

Working knowledge  of  governmenta l  ac t ivi t ies  and  procedures ;  

Abi l i ty to  read  and  apply s ta tutes  tha t  re la te  to  records  management ;  

Abi l i ty to  o rganize  and  f i le  a  vo lume of  records  e ff ic ient ly and  accura te ly;  

Abi l i ty p lan,  d i rec t ,  and  coord ina te  the  work of  o thers ;  

Abi l i ty to  p repare  wr i t ten repor ts ;  

Abi l i ty to  bend ,  l i f t ,  c l imb,  s tand ,  and  walk fo r  long per iods  o f  t ime;  

Abi l i ty to  research records  and  dea l  posi t ive ly wi th  the  publ ic ;  

Physica l  condi t ion commensura te  wi th  the  demands of  the  posi t ion.  

 

 

MINIMUM QUALIFICATIONS: 
EITHER:  

 

(A)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  regis te red  co l lege  or  univers i ty 

wi th  a  Master 's  Degree  in  l ib rary sc ience ;  OR  

 

(B)  Graduat ion from a  regional ly accred i ted  of  New York Sta te  regis te red  co l lege  or  univers i ty 

wi th  a  Bachelor 's  Degree  in  records  management ,  l ib rary sc ience ,  his to ry,  government ,  

business  adminis t ra t ion,  economics ,  o r  c lose ly re la ted  f ie ld  AND 2  years  o f  exper ience  

which involved  acqui r ing,  re ferenc ing,  f i l ing,  re f i l l ing,  and  d isposing of  records;  O R 

 

(C)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  regis te red  2 -year  co l lege  wi th  an 

Associa te 's  Degree  in  l ib rary sc ience  technology,  his to ry,  government ,  business  

adminis t ra t ion,  o r  c lose ly re la ted  f ie ld  AND 4  years  o f  exper ience  as  out l ine d  in  (B)  above;  

OR 

 

(D)  An equiva lent  combinat ion of  t ra ining and  exper ience  as  out l ined  by the  l imi ts  o f  (A) ,  (B) ,  

and  (C)  above .  

 

 
 

 


