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Job Profile ID: JC-6784

Job Profile: Open Records Specialist I
 
FLSA Exemption Status: Exempt
 
Pay Grade: 12
  
Job Description Summary:  
The Open Records Specialist I, under general direction, is responsible for assisting with daily open records operations and processing routine open records information requests. Texas Public Information Act governs the activity of this position.

Essential Duties and Tasks

80% Records Operations
· Assist in coordinating the tracking, preparation and completion of regulatory filings and other compliance related documents.
· Assist in ensuring that documents fulfill all requirements and meet regulatory deadlines.
· Assist with monitoring compliance controls, including destruction records.
· Assist more senior personnel with daily open records operations.
· Enter routine information into appropriate databases and maintain records and logs.
· Run various standard reports and more complex reports at the request of leadership.
· Manually log new requests received from sources outside the typical database.
· Prioritize incoming requests and escalate requests to appropriate personnel.
· Track requests turnaround and other statistics.
· Process routine and non-complex open records requests. 
· Communicate with external stakeholders and answers customer questions regarding open records requests.
· Complete cost estimates for routine requests. 

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Qualifications

Required Education: 
· Bachelor’s degree or equivalent combination of education and experience.

Required Experience:
· No experience required

Required Licenses and Certifications: 
· None

Preferred Qualifications:
· None

Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.
 
Additional Information

Machines and Equipment: 
· None

Physical Requirements: 
· None

Other Requirements and Factors: 
· This position is security sensitive
· This position requires compliance with state and federal laws/codes and Texas A&M University System/TAMU policies, regulations, rules and procedures
· All tasks and job responsibilities must be performed safely without injury to self or others in compliance with System and University safety requirements
· (If applicable) This position allows alternate work location per TAMU guidelines
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