(MANAGER, RECORD CENTRES

Kind of Work

Reaponsible edministrstive work of 3 spaciallzed nature in the
field of recotvds management.

o} shing Feat 8 of Wark

Am employse in this class {s responsible for plannling, organislng
end developing ths records management programme of the National Archives
Divislon,” Work involves the development and Implementation of aystema
and procedurees to ensurs the propar trzasfer, maintenance, storags,
prompt retrisval and disposal of officlal records. Tha employee axercises
3 considerable degres of initiative end independant judgement within
astablished policies 8nd procsdures and work is subject -to ravisw for
accomplishment by a suparior offlder through discussions, observetions
and reports.

Examples of MQ;E

. Establishes methods, ayabamns and proceduras for the affective
documentation, maintenanca, ‘gtorage ‘snd the ratention and disposal
of offlicial records.. '

A Thag v

Supsrvises subordinate staff engagesd in ths- maintenance,
preservation, storage, retrievsl and disposal of official records
“held at RmcurﬁiEeptras'

[t
C ‘

Advises miniastriss, departments and other agencies on the
methods, procedures and pollcies For ths development of records
ratantion and dispusal schadules for propar storage and maintsnance
of officizl records; and monitors these activities to snsure the
prassrvation of records of historicsl vslua.

Conducts historlical research of ths devalopment, structurs and
functions of government ministries, dspartments and agencies and
prepares relevant documsntation for public records.

Assists in tha preparation of draft budget Estimates of Expenditurp
for the National Archivea Division.

Parforms related work as may ba rsquired.

8 d Know 8, Skills d Abilitlas

Conelderable knowledge of the cars andressrvation of documsnits
and archival material.

Considerable knowledgs of modern records managemsnt systema and
proceduras.

Considarable knowledgse of madsrn methods and technlgues of
rezearch and of office management.



Knowledge of Public Administration.

Knouwledge of the history of government in Trinidad and Tobago.

Knowledge of Archive legislation.

Ability to institute proper procsdures and astablish systams for
offective records mapagumont. .

e tabest

Ability to communicate sffectively and to prepere clear and concise
reports of varying complaxity.

Ability to sstablish and maintain effective working relationships
with fellow employees and the public. : -

Minjmum Experignce and Traloning

Coneidorable oxpuridnes .7y records management or archive adminis-~
tration and training as evidenced by tha posgsession of an approved
degrea from s recognized University -supplemented by successful completion
of a recognized course 4£n Records Management and/or Archives
Administration; or any equivalont combination of experience and training.
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