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POSITION:  Assistant Records Manager  PAY GRADE:  6 
DEPARTMENT: Records Center   STATUS: Classified, FLSA Non-Exempt  

 
PURPOSE OF POSITION 
 
The purpose of this position is to store, preserve, and dispose of various County records by means of preparing and 
processing for filming, scanning and destruction and support the Records Manager in training, instructing, and assisting 
others using Center equipment.  
 
ESSENTIAL FUNCTIONS 
 
In addition to consistent and reliable attendance, the following duties are normal for this position.  These are not 
to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.  Refer to the 
Comprehensive Position Questionnaire (CPQ) for this position for percentages of time. 
 
Performs technical tasks to microfilm and digitally image documents to preserve and maintain records; utilizes 
specialized and other technical equipment to ensure microfilm meets legally recognized quality standards; indexes and 
enters data into various software programs; duplicates microfilms as requested. 
 
Leads in support and training of records technician and others in the use of specialized office equipment; provides 
supervision, problem solving, training and support to contracted personnel with projects; offers guidance to alleviate 
setbacks and address issues as they occur; serves as lead worker for maintaining and monitoring the condition of 
equipment. 
 
Processes and retrieves records stored in the Center; receives and prepares documents for microfilming, scanning 
production and microfilm duplication; reorganizes and routes records after microfilming/scanning.   
 
Implements appropriate procedure to dispose of and destroy documents. 
 
Acts in absence of Records Manager; communicates with other contracted jurisdictions utilizing the Center’s services. 
 
Operates a personal computer, printer, calculator, copier, fax machine, phone system, and other equipment as 
necessary to complete essential functions, to include the use of word processing, desktop publishing, spreadsheet, 
database, and other system software utilized within the department; operates a box truck, flatbed cart, pallet mover, 
and other machinery. 
 
MINIMUM QUALIFICATIONS 
 
Minimum Associate’s degree in Records Management, Business Administration or a related field supplemented by a 
minimum of two years of experience in the field or any equivalent combination of education, and experience that provides 
the requisite knowledge, skills, and abilities for this job. Valid driver’s license preferred. 
 
PERFORMANCE APTITUDES 
 
Data Utilization:  Requires the ability to perform mid-level data analysis including the ability to evaluate, audit, 
deduce, assess, conclude and appraise.  Requires discretion in determining and referencing such to established criteria 
to define consequences and develop alternatives. 
 
Human Interaction:  Requires the ability to persuade, convince, influence, and train others.  Ability to advise and 
provide interpretation regarding the application of policies, procedures and standards specific situations. 
 
Verbal Aptitude:  Requires the ability to utilize a variety of reference, descriptive and/or advisory data and information 
such as financial reports, schedules, budgets, manuals, meeting minutes, progress reports, codes, legislative updates, 
policies, procedures, guidelines and non-routine correspondence. 
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Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication and division; calculate 
percentages and decimals; may require the ability to perform mathematical operations with fractions, and descriptive 
statistics.  
 
Functional Reasoning:  Requires the ability to apply principles of influence and rational systems.  Ability to interpret 
instructions furnished in written, oral, diagrammatic or schedule form.  Ability to exercise independent judgment to adopt 
or modify methods and standards to meet variations in assigned objective. 
 
Situational Reasoning:  Requires the ability to exercise the judgment, decisiveness and creativity required in 
situations involving the evaluation of information against measurable or verifiable criteria. 
 
Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate a variety of office machinery 
including personal computer, digital scanners microfilm writer, commercial grade shredder and related materials used in 
performing essential functions. 
 
Physical Ability:  Tasks involve the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing and pulling of objects weighing twenty to forty pounds.  
 
Sensory Requirements:  Requires the ability to recognize and identify similarities or differences between characteristics 
of colors, shapes and sounds, associated with job-related objects, materials and tasks.  
 
Environmental Factors:  Essential functions may risk exposure to machinery issues. 
 
 
Wood County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County 
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and 
current employees to discuss potential accommodations with the employer. 
 
 


