City of Chattanooga, TN

Classification Title:  Electronic Content Specialist 

	Department: 
	Finance
	Pay Grade:
	22

	Supervision Received From:
	Business Systems Analyst
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	NA
	Established:

Revision:
	03/27/12 
01/15/13


CLASSIFICATION SUMMARY:

Incumbents in this classification plan, direct, and oversee the development, implementation and maintenance of city-wide records management for the City of Chattanooga.  Duties include but are not limited to providing technical leadership, management, administration and support in the areas of physical and electronic documents and records management; managing and directing document/records lifecycle processes; developing policies, procedures, standards and schedules; and providing technical assistance, support and training to users of the records management systems.
SERIES LEVEL:

The Electronic Content Specialist is a standalone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Administers, maintains and implements specialized software used for the creation, collection, management, use and disposal of all information collected by the City for its business purposes; and ensures that the records management systems are maintained and effectively interface with the City’s enterprise resource planning software system, other agencies and systems as needed.
· Consults with City departments in identifying electronic records requirements; acts as a liaison with software vendors in configuring software applications to meet the storage, retention, and security needs; makes recommendations on the design, customization, and purchase of electronic records management systems; and resolves problems with records management.
· Manages and directs document/records lifecycle processes which includes the creation, appraisal, classification, retention and disposition of physical and electronic records.
· Serves as the technical project manager for departmental and enterprise document/records management system implementations including inventory, records retirement and archiving; and provides technical assistance, support and training to users of the records management systems.
· Incorporates the latest advancements in records management best practices and information technology to the expanding service needs of the City Mayor, City Council, departments, and the public.
· Coordinates and ensures the integrity, and accessible storage of records, indexes, images, and audio recording; the proper organization, classification, retention, retrieval and destruction of electronic records and documents; and ensures and that  all electronic records and documents are stored in a manner that complies with all applicable local state, and federal laws, policies, and regulations.
·  Develops, implements and enforces policies, procedures and guidelines for the proper and cost effective management of electronic records.
· Participates in preparing and administering the records management budget; prepares cost estimates for planned implementations and upgrades;  makes budget  recommendations; submits justifications for budget items, and monitors and controls expenditures.
· Prepares presentations on improving the enterprise document/records management system implementations and capabilities; analyzes benefits, cost, and cost efficiencies; and proposes recommendations for executive management and City Council.

· Conducts and prepares a vital records inventory; and plans and designs a vital records disaster recovery program for City records.
· Performs assessments and ongoing quality assurance in information security to ensure adequate controls, standard operating procedures and processes are used for the proper handling of electronic records to ensure privacy.

· Researches federal and state laws, rules, and regulations related to records management, information management, and data privacy, monitors and communicates changes affecting City records management and electronic records planning.
· Performs other duties as assigned.
MINIMUM QUALIFICATIONS:

Bachelor's Degree in Computer Science, Information Management, or a closely related field and two years previous experience in implementing document and records management systems and policies at the project manager and administration level to include management of projects, resources, technology strategies, timelines, budget, and employees.
Candidates must be able to successfully pass a background investigation.
LICENSING AND CERTIFICATIONS:
If a City vehicle is operated, a valid TN operator’s license is required.
KNOWLEDGE AND SKILLS:  
Knowledge of modern principles, practices, and techniques of information systems development, computer networking, database design operations, administration, validation and configuration in a networked environment principles; security; monitoring and evaluation of automated systems; network and PC hardware and peripheral equipment; records management systems; record retention programs, historic documents, vendor management principles; and applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, and procedures to include the Public Records Act and the Freedom of Information Act; methods.

Skill in administering the records management system including records retention schedules and information requests;  in interfacing with the electronic records processing system for records management; indexing and preservation of historical documents; using logic and reasoning to identify alternative solutions or approaches to problems; the strengths and weaknesses of multiple options; and how changes in conditions, operations, and the environment will affect  how the system will and should work; in monitoring and evaluating the work of subordinate staff; prioritizing and assigning work; developing and managing budgets; interpreting and applying applicable laws, ordinances, codes, rules, regulations, standards, policies, and procedures; using computers and related software applications; monitoring and maintaining inventory; planning, advising, and resolving complex records management issues; coordinating activities with outside vendors; ensuring cost effective use of City resources; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction; communication with department administrators and other to develop proactive strategic technology plans for all affected areas of the city;
PHYSICAL DEMANDS
Positions in this class typically require:   reaching, standing, walking, fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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