Records Analyst - Int'l Bank - Jersey City

Records Analyst (up to AT Level) 


SALARY: 65k Plus Bonus 


DESCRIPTION: Directs, designs, develops, recommends, and implements manual 
and/or automated records filing and retrieval systems for both physical and 
electronic bank content. Creates updates, and maintains company retention 
schedules. Conducts research necessary to determine retention values; 
evaluating and recommending designation of records/information that are 
considered vital to the organization. Writes procedures and provides 
training to departmental personnel. Acts as a team leader to other 
departmental staff. 


EXPERIENCE: Candidates with minimum two - four years college, with course 
work in records management, active records systems, computer technology, 
and two to four years experience in managing systems or records projects. 
Ideal candidate has a firm grasp of Records and Information Management 
(RIM) practices, including the knowledge and skills required to 
systematically manage records and information from creation or receipt 
through processing, distribution, organization, storage, and ultimate 
disposition. 
Prior banking experience strongly preferred. 
In addition, the candidate may be developing specialty skills (e.g., 
analysis, auditing, warehousing, and application technologies) and may also 
have experience supervising other records staff. 


SKILLS: Knowledge of: 
- Current RIM theory and best practices 
- Basic Commercial Banking business 
- Organizational structure, infrastructure and workflow 
- Theory and practice of file classification schemes and file plans 
- SharePoint platform for document management 
- Records retention policy, procedures, and schedules 

If interested, please contact:
Joel Herman 
JBH Associates, Inc. 
732-972-1154 
jbhjoel@aol.com
