COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  RECORDS SYSTEM ADMINISTRATOR

	TITLE CODE:  5047
	GROUP:   LIBRARIES

	SELECTION METHOD:  100% QUAL             REV. 08-99

NO. OF TEST QUESTIONS:

SELECTION ID:  7007                             EXAM NO.
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  ADMINISTRATIVE BRANCH MANAGER

	PRIMARY USER AGENCY:  KENTUCKY HIGHER EDUCATION ASSISTANCE AUTHORITY; DEPARTMENT OF LABOR

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Plans, coordinates and manages a document storage and retrieval system:  microfilming, data entry indexing and hard copy retrieval. Supervises personnel; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree. 

	

	EXPERIENCE:  Must have three years of professional experience in records management, supervising a document storage and retrieval system, supervising a microfilming section, or related work.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:   None

	

	EXPERIENCE:  Additional work experience in public or business administration, records management, document storage and retrieval, micrographics experience, or related work will substitute for the required college on a year‑for‑year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Plans, coordinates and manages all agency source documents through a systematic microfilming, data entry indexing and retrieving operation.  Trains and evaluates performance of staff and makes recommendations concerning promotions, reclassifications, lay‑offs, etc.  Provides technical and procedural assistance to the agency in records management techniques including records retention, records flow, equipment recommendations and microforms applications.  Coordinates agency records center to include the transmittal of security backup diskettes/tapes of stored data as companion to security microfilm stored at Libraries and Archives.  Manages the recycling/destruction of records when eligible and the hard copy retrieval from diskettes/tapes storage as agency, state and federal courts demand.  May recommend records policy and/or change.  Establishes and monitors quality control guidelines. Maintains a current knowledge of the latest in microfilming and automated retrieval systems.  Coordinates maintenance and service of equipment with vendor and maintains and monitors a supplies inventory.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in an office setting.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  02/01/1984
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


