CLASS TITLE: DOCUMENT MANAGEMENT SPECIALIST

Class Code: 02428600
Pay Grade: 24A
EO: C

CLASS DEFINITION:

GENERAL STATEMENT OF DUTIES: To perform responsible administrative work in a
department’s document management program; to process requests for record retrieval from off-
site records storage centers; to make records available, and to observe any rights, limitations, or
restrictions imposed by law to the use of records and to take the necessary precautionary measures
to assure their return and preservation; to update database system to track records that have been
retrieved from off-site storage center, issue notices for timely return and re-filing of such records;
and to do related work as required.

SUPERVISION RECEIVED: Works under the general supervision of a superior from whom
work assignments are received, work is reviewed usually upon completion for conformance to
directions and instructions.

SUPERVISION EXERCISED: Usually none.

ILLUSTRATIVE EXAMPLES OF WORK PERFORMED:

To perform responsible administrative work in a department’s document management
program; to process requests for record retrieval from off-site records storage centers; in making
records available, to observe any rights, limitations, or restrictions imposed by law to the use of
records and to take the necessary precautionary measures to assure their return and preservation;
to update database system to track records that have been retrieved from off-site storage center,
issue notices for timely return and re-filing of such records.

To assist department staff with preparation of record containers for off-site, long-term storage
ensuring containers are labeled, indexed and assigned correct record retention periods.To update
or create new record container indices as necessary.

To assist departmental staff with the disposal of records and other documents following all
department and State procedural requirements.

To sort and file document management related forms, such container indices, and requests for
records retrieval.

To assist in the operation of data capture technology in order to digitize records, index, file and
archive documents in the department’s electronic document management system (EDMS).

To do related work as required.

REQUIRED QUALIFICATIONS FOR APPOINTMENT:

KNOWLEDGE, SKILLS, AND CAPACITIES: A working knowledge of the methods and
techniques required in an department’s document management program including the
identification, classification and appraisal of records for the purpose of recommending their
retention or destruction, or transfer to a records center; the ability to operate data capture
technology to import digitized documents into and EDMS; the ability to classify documents or
other electronic content according to characteristics such as security level, function, and metadata;




the ability to keep records and prepare necessary reports; and related capacities and abilities.

EDUCATION AND EXPERIENCE:

Education: Such as may have been gained through: possession of at least an Associate’s Degree
or completion of a recognized certificate program in a relevant technical field, and;

Experience: Such as may have been gained through employment in within a large organization
involving the performance of work involved with the retention and maintenance of official
documents and records.

Or, any combination of education and experience that shall be substantially equivalent to the above
education and experience.

SPECIAL REQUIREMENT:

At the time of appointment must be certified by a licensed physician as physically qualified to
perform the duties of this position and continue to meet the above stated physical abilities
requirements.
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