Inactive Records Project Officer

Duty Statement

University Information Management

Under the guidance of the Archives Coordinator:
· Sentence and process inactive records according to appropriate records disposal authorities.

· Assist University Information Management and Business Areas with the development records disposal and transfer lists.

· Review and process records transfer and disposal lists, checking for compliance with approved retention and disposal schedules.

· Contribute to the development and management of processes for the safe storage of inactive records.

· Provide feedback and recommendations to the Archives Coordinator where gaps in the Disposal Authorities are identified.
· Monitor and maintain inactive database system and in consultation with the Archives Coordinator, report on and eradicate errors and duplications where necessary
· Assist with the management of onsite and offsite inactive records storage areas.
· Undertakes projects and other duties as requested by the Archives Coordinator and/or University Archivist
Policy and Process Development

· In consultation with stakeholders, contribute to the investigation and definition of recordkeeping requirements for the University’s inactive records.

· Make recommendations to the Archives Coordinator, on improvements to policies and procedures to ensure that an effective and efficient inactive records storage service is provided to clients.

Legislation and Compliance
· Comply with university policies and procedures and relevant appropriate legislation.

· Meet Occupational Safety and Health, anti-discrimination, equal opportunity and other legislative requirements in accordance with the parameters of the positions.

· Apply Records Management legislation and relevant Principles and Standards to daily work tasks.
