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ARCHIVES AND RECORDS MANAGEMENT SPECIALIST 2, SG-18

Location:  Albany, NY
Salary:  $38,134*


The State Archives is seeking to fill three (3) Archives and Records Management Specialist 2 positions. There is one position in each of the following units: 

Public Programs and Outreach Unit - The incumbent will assist in the development and implementation of a comprehensive media strategy for the State Archives that employs a variety of communication tools including, preparing a media kit, and writing press releases, op-ed pieces, content of web pages, and public service announcements. The incumbent will also assist in the planning, execution and support of special initiatives such as public access projects, education initiatives, exhibit programs and advocacy endeavors relating to archives and records management. 

Electronic Records Services - The incumbent will develop a working knowledge of electronic records; assist in the development of State Archives services related to electronic records management; develop publications and workshops; assist in the presentation of workshops; and carry out research in emerging electronic records technologies.

Training and Grants Support Services Unit - The incumbent will coordinate the production and implementation of the State Archives training program for local governments, state agencies and some historical repositories.   This will include the coordination of about 120 training events each year, the production of three workshop catalogs (spring, summer and fall), and the coordination of cross unit teams for the production of primarily records management training.  Current offerings include about 20 workshops, which undergo revision on a regular basis as well as the addition of new training events.   The position also includes evaluation of training and management of statistical data.  Person pursuing this job should enjoy giving presentations and working with a cross section of the public.  

MINIMUM QUALIFICATIONS: Candidates must be on the Archives and Records Management Specialist 2 list, OR be eligible for transfer under Section 52.6 of the Civil Service Law, OR have a master’s degree in history, government, business or public administration, political science, American studies, library science, information science, or archival administration, AND have two years of experience in which the preponderance of duties involve: A) analyzing or appraising records and information systems to develop recordkeeping and/or records retention plans for an institution, governmental body, or corporation; B) providing education, training, grant-in-aid, or direct technical assistance services in records management and/or archives administration; C) developing or implementing guidelines, standards, policies and procedures concerning records management and/or archives administration; D) evaluating available information technology to support recordkeeping needs and requirements of an institution, governmental body or corporation; E) acquiring, controlling, preserving, making available, or promoting use of archival  records. 

*Leads to a maximum salary of $47,463, based on annual performance advances. 

CONDITIONS OF EMPLOYMENT: This will be a permanent appointment for list or transfer candidates, and a provisional appointment pending a Civil Service examination for all other candidates. 

APPLICATION DEADLINE: Qualified candidates should send a resume and letter of interest by October 13, 2000 to:

Ms. Gayle Bowden

Director, Human Resources Management

Box SC-76

NYS Education Department

89 Washington Avenue, Room 528 EB

Albany, NY  12234

Fax (518) 486-5631

E-mail: scalvin@mail.nysed.gov
8/2000





