
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

This  i s  a  posi t ion tha t  i s  p r imar i ly responsib le  fo r  the  s to rage ,  re t r ieva l  and  d isposi t ion of  county 

records .  An incumbent  per forms rout ine  c le r ica l  work and  or  ass is t s  in  per forming more  d i ff icul t  

c le r ica l  tasks .  This  posi t ion d i ffe rs  f rom o ther  c le r ica l  posi t ions  by vi r tue  o f  the  fac t  tha t  an 

incumbent  must  engage  in  var ious  manual  tasks  in  s to r ing,  moving and  re t r ieving records  and  

supply i tems.   Dut ies  a re  per formed under  the  supervis ion  of  the  Records  Management  Assis tant  o r  

Records  Retent ion Coord ina tor .  The  incumbent  does  re la ted  worked  as  requi red .    

This  person s i t s  on the  County’s  Records  Advisory Board .  

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
 

Ass is t s  in  es tab l i shing record s  re tent ion and  des t ruc t ion schedules ;  

Mainta ins  records  o f  mater ia l ;  

P repares  records  fo r  f i l ing by cod ing,  indexing and  cross - indexing as  necessary;  

Checks  repor ts  and  records  fo r  c le r ica l  accuracy,  comple teness  and  proper  extension;  

Codes  var ious  t ransa c t ions  fo r  computer  input  f rom source  documents  per  es tab l i shed  coding 

sys tem;  

Uses  da ta -ent ry te rminal  keyboard  or  microcomputer  to  enter  and  re t r ieve  da ta  f rom computer  f i les ;  

Updates  exis t ing records  and  mainta ins  the  da tabase  to  insure  cor rec t  s ta tus  i nformat ion;  

Fi les  cor respondence ,  memoranda ,  repor ts ,  and  o ther  mater ia ls ;  

Answers  te lephone;  

Answers  quest ions  from publ ic  o r  county depar tment  personnel  whi le  per forming work a t  a  counter  

o r  worksta t ion;  

Opera tes  a  paper  shredder ,  reader  p r inter  and  off i ce -copying machine ;  

May prepare  s imple  cor respondence  for  supervisor ;  

P repares  f i le  fo lders ,  guides ,  and  labe ls  as  needed;  

P repares  a  var ie ty o f  records  and  repor ts  re la ted  to  the  work.  

Indexes  and  scans  documents  

Ret r ieves  and  re -f i les  records  fo r  the  pub l ic  and  for  county depar tments .  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Working knowledge  of  o ff ice  te rminology and  procedures ;  

Working knowledge  of  p roper  grammat ica l  usage  and  punctua t ion;  

Working knowledge  of  bus iness  vocabulary;  

Abi l i ty to  use  codes  and  f i le  under  cod ing sys tem;  

Abi l i ty to  l i f t  a  minimum of  fo r ty pound  and  maximum of  s ixty -pound  boxes  o f  records;  

Abi l i ty to  work in  a  sea led  envi ronment ;  

Abi l i ty to  fo l low ora l  and  wr i t ten ins t ruc t ions;  

Tac t ,  cour t esy,  and  decorum in dea l ing wi th  the  publ ic  a nd  o ther  government  depar tments ;  

Working knowledge  of  Microsoft  Sui te .  

 

 

 

MINIMUM QUALIFICATIONS:  
 

Graduat ion from high school  o r  in  the  possess ion of  a  high school  equiva lency PLUS one  year  o f  

c le r ica l  exper ience  which inc luded  enter ing and  re t r ieving da ta  f rom a  computer  sys tem.  


