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Job Profile ID: JC-6785

Job Profile: Open Records Specialist II
 
FLSA Exemption Status: Exempt
 
Pay Grade: 13
  
Job Description Summary:  
The Open Records Specialist II, under general direction, is responsible for coordinating and responding to both standard and moderately complex open records requests under the Public Information Act or similar laws.

Essential Duties and Tasks

80% Records Operations
· Coordinate the tracking, preparation, and completion of regulatory filings and other compliance-related documents.
· Receive, process, and respond to open records requests from the public, journalists, researchers, and other entities, ensuring requests meet state and federal public access laws.
· Locate and gather requested records, including emails, reports, and meeting minutes, ensuring sensitive information is handled according to legal guidelines.
· Review records for confidential or legally protected information that may require redaction or exemption, ensuring adherence to applicable laws and university policies.
· Collaborate with university departments, legal, and IT personnel to locate documents and meet legal deadlines.
· Maintain detailed logs of requests, timelines, and responses to track compliance metrics and support accountability.
· Ensure document requirements are met and regulatory deadlines are achieved.
· Coordinate with liaisons across the university on open records requests, providing guidance on the open records process.
· Enter standard and moderately complex data into databases, maintaining records and logs.
· Run reports at the request of leadership, including moderately complex data reports as needed.
· Assess and input new requests into databases, escalating highly complex requests to higher level personnel as necessary.
· Process standard and moderately complex requests, answering questions from requestors with minimal oversight.
· Clarify information with requestors, following up for additional details or feedback as needed.
· Communicate with stakeholders about the open records process and the university's obligations under the Public Information Act.
· Provide cost estimates for moderately complex requests.
· Facilitate high-volume requests, including those involving emails, collaborating with stakeholders such as the System Office and IT for cases involving protected electronic information.

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:
· Two years of open records experience or related.  

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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