COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  RECORDS MANAGEMENT ANALYST I

	TITLE CODE:  5041
	GROUP:   LIBRARIES

	SELECTION METHOD:  100% QUAL      REV. 05-08
NO. OF TEST QUESTIONS:  
SELECTION ID:  5585                                 EXAM NO.  
	SALARY:  (MIN-MID)  $1823.90 - $2416.22
GRADE:  09
SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  RECORDS MANAGEMENT ANALYST III OR

BRANCH MANAGER

	PRIMARY USER AGENCY:  DEPARTMENT FOR LIBRARIES AND ARCHIVES; VARIOUS

	

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

	Performs beginning professional level records management work in the preparation of records retention and disposal schedules for state and local government agencies; 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:  None

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:   None

	

	EXPERIENCE:  Professional experience in records management work will substitute for the education 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.


Prepares and/or assists in the development of records retention and disposal schedules that reflect the statutory and administrative requirements for record retention in a given agency.  Reviews or prepares records transmittals and Certificates of Disposal in accordance with the established records retention and disposal schedule.  Interprets and enforces rules, regulations and policies of the records management program.  Assists in the creation and/or revision of forms, records management manuals and publications.  Prepares records for transfer into the division. Assists in the destruction of records in the agency.  Confers with records officers and departmental heads in advising and providing information on appropriate records management procedures.  Attends conferences and seminars to gain knowledge of new techniques in the field of records management.  Performs research of laws, regulations and records usage to provide improvement in scheduling and storage.  Writes routine correspondence as assigned.

	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 or library setting.  Work involves constant handling of heavy records boxes (approximately thirty pounds) and use of a mobile ladder.

	ADDITIONAL REQUIREMENTS:  


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

	DATE CLASS ESTABLISHED:  06/16/1982
	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, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


