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  Vision Search Partners, LLC
MRINetwork    Records & Information Management Recruiting & Staffing
Title:  RECORDS MANAGER

Location:  Northern, NJ.
Education Required:  Bachelor’s Degree

Reports To:  Executive Vice President & General Counsel
Position Summary:

Responsible for the company's Records Management program.  Develops and implements records management policy and procedures for the company; works with company administration to assure compliance with records management program; trains and assists staff in effective records management techniques; manages contract(s) with records management service providers including off-site records storage facility. Supervises staff responsible for records transfer, and on-and off-site records storage; performs related work, as required.

Primary Responsibilities: 

Maintain company records management manual.  Develop, implement and maintain company policies and procedures for management of records, participating in the planning of information systems and applications to ensure that records retention and information governance requirements are incorporated in the system design.

Work closely with the various functions on any issue which might have an impact on information management policies and procedures. Advise and consult on the effective implementation of document management systems, content management systems, knowledge management systems, imaging systems, records and file management applications, and other technologies for the storage and retention of company records.

Develop retention schedules for all company records; obtain appropriate approvals for schedules and schedule changes and review schedules annually to assure completeness and appropriateness.

Develop and maintain uniform classification systems as appropriate.  Provide equipment and supplies standards for the maintenance of records and other information; approve purchases of systems, equipment and supplies for records-related purposes.

Manage the storage of all records kept on-and off-site, including production documents.  Provide storage capability for records so scheduled; insure destruction of all records in accord with schedules.

Manage litigation hold process, identify records to hold, track hold process, and communicate such with business units.

Work with operational staff and information systems staff to assure that appropriate procedures for managing electronically stored records are in place.

Provide for a vital records program that assures cost-effective protection of important records.  Work with staff responsible for security and disaster recovery to assure vital records are protected.

Develop and implement in-house records management training programs.

Maintain database applications for records management, indexing and classification. 

Directs, coordinates, and supervises personnel and other resources necessary for the successful operation of the records management program.

Qualifications:
Bachelor's Degree in Business or allied field is preferred.   

Minimum of five years in the field of records management in varying positions of experience and responsibility.

CRM is preferred.

 Our Contact Information: 

Beth Hynes, CRM, Managing Partner.  Ph: 262-361-4912.  
Email: bhynes@mrivision.com
Vision Search Partners…Your Trusted Source for RIM Talent.

A Proud member and supporter of ARMA
