
 

PLEASE POST FOR ALL APPLICANTS TO READ 

Macon Bibb County Government  

 
 
JOB SUMMARY: 

An Archives and Records Management Specialist is responsible for activities associated with the operation 

of the archives and records management center; manages records retention schedules and decides which 

records to maintain in permanent collections according to State and federal laws, assists departments in 

analyzing their needs relative to the retention, storage, retrieval and final disposition of records; does related 

work as required. Work requires well-developed verbal skills to exchange technical information and 

excellent organizational skills. Physical strength and agility are required to lift, carry, store and retrieve boxes 

of records. 

 

QUALIFICATIONS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of the knowledge, skills and / or ability required.  

Reasonable accommodations may be made to enable individuals with disabilities to perform essential 

functions.  Must be able to obtain the Georgia Records Management Professional Certification or be able to 

obtain a certification within three years of employment 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Assist the Clerk of Commission in answering Open Records Request 

 Develops and updates records retention schedules providing for temporary or permanent storage 

of documents and records,  

 Provides for transfer of records into storage by advising departments of retention periods for their 

records, reviewing inventories and arranging for the physical transfer of records to storage; protects 

confidentiality of records in the custody of the records management program.  

 Locates and retrieves records in storage areas of departments, as requested; returns retrieved files to 

storage. 

 Notifies departments of impending destruction dates for their records and obtains authorization to 

destroy records as scheduled; arranges for destruction of records; tracks actions required before 

destruction, such as microfilming, departmental review, etc. 

 Maintains computerized databases containing maintains computerized database of descriptive data 

for the Archives, requiring knowledge of in-house procedures,  

 Develops and updates disaster contingency plan for effective response to events which threaten loss 

of data or physical destruction of records (e.g. water damage); monitors environmental conditions 

of storage areas in order to determine potential threats to permanent records. 

POST DATES: 04/28/2016 to 05/09/2016   EEOC CODE:  CLASS CODE:  

 

CLASSIFICATION TITLE:  ARCHIVE & RECORDS MANAGEMENT SPECIALIST  

 

JOB CLASS (GRADE):                    MIN. SALARY: $30,284.80 

 

LOCATION:  County Clerk      WORK HOURS: 8:30 AM – 5:30 PM 

 

DEPT. HEAD: Janice Ross     WORK WEEK: Mon. – Fri.           

             

        () REPLACEMENT   (X) NEW REQUIREMENT 

 
 



 

 Processes records of permanent value by conducting appraisal, implementing basic conservation 

procedures, and arranging and describing the records to facilitate access. 

 Performs research using records stored in archives; arranges for exhibits of historical information 

from archives. 

 Keeps, maintains and updates accurate files of the County Road Register 

 Scans and archives certified road register files to Road Register database 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

 Considerable knowledge of archives and records management theory and practice 

 Knowledge of applicable statutes, rules and policies governing the archiving and retention of 

records;  

 Skill in appraising, arranging, categorizing and describing archival material  

 Skill in word-processing and use of computer database applications 

 Ability to handle the storage and retrieval of information in an accurate, consistent and thorough 

manner  

 Ability to plan and complete projects under general direction  

 Ability to communicate effectively orally and in writing  

 Ability to work cooperatively and effectively with others  

 Ability to lift and carry boxes of records weighing up to 30 pounds  

 Ability to operate computer, shredder and microfiche reader/printer  

 Ability to work safely. 

 

MINIMUM EDUCATION, TRAINING AND / OR EXPERIENCE TO PERFORM ESSENTIAL JOB 

FUNTIONS 

The Archive and Records Specialist should possess at a minimum a high school degree or GED with at 

least of five years’ experience in administrative records management and storage; possess a Georgia Records 

Management Professional Certification or be able to obtain a certification within three years of 

employment.  

 

NECESSARY SPECIAL REQUIREMENTS: 

 Possession of a valid Georgia Motor Vehicle Operator’s License 

 

SUPERVISORY CONTROL AND RESPONSIBILITIES: 

None 

 

TRAVEL 

The Archive and Records Specialist is required to travel minimally but may be required to transport records 

to Departments located inside Bibb County. 

 

 

 
 

(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM 
ESSENTIAL JOB FUNCTIONS 

 

LANGUAGE SKILLS 

Ability to read and understand written materials.  Ability to effectively communicate information to 

supervisors, employees, elected officials and the general public. 

 

MATHEMATICAL SKILLS 

Ability to work with basic mathematical concepts such as addition, subtraction, multiplication and division. 



 

 

COMMUNICATION SKILLS 

Must be able to effectively communicate orally and in written form in a professional manner in order to give 

or exchange information, resolve problems, and/or provide service.  In additional this position requires 

extensive contact with other employees. 

 

REASONING ABILITY 

Ability to interpret and understand a variety of forms, reports, manuals, regulations, and other means of 

instruction and guidance in order to store and locate the appropriate documents requested 

 

PHYSICAL DEMANDS: 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The work environment is primarily an 

indoor office work area. 

 

 

 
If you feel you qualify for the above position, you may obtain an application at the Human Resources 

Office or complete the General Application located at www.maconbibb.us.  Applicants who are not 

selected to fill the position will be notified by mail.  Position postings are to remain posted for at least 

seven (7) working days before the position is filled so that all applicants qualified for the position will have 

the opportunity to apply. 

 

 

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER 
  

http://www.maconbibb.us/

