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Job Profile ID: JC-6786

Job Profile: Open Records Specialist III
 
FLSA Exemption Status: Exempt
 
Pay Grade: 15
  
Job Description Summary:  
The Open Records Specialist III, under general direction, is responsible for leading and responding to the full spectrum of open records requests under the Public Information Act or similar laws. Responsible for serving as a subject matter expert for open records requests.

Essential Duties and Tasks

80% Records Operations
· Lead the tracking, preparation, and completion of regulatory filings and compliance documents, ensuring accuracy and timely submission.
· Address advanced and escalated open records requests, ensuring compliance with state and federal public access laws.
· Guide efforts to locate and compile requested records, including high volume and complex documents, ensuring sensitive information is securely managed.
· Conduct advanced reviews of records, assess complex confidential or legally protected information, determine redaction needs, and verify full compliance with laws and policies.
· Serve as the lead for collaboration with departments, legal, and IT personnel to facilitate records retrieval within deadlines.
· Lead the maintenance of detailed logs of requests, processing times, and responses, supporting accountability and reporting on compliance.
· Act as the subject matter expert for liaisons across the university, providing advanced support and direction on open records procedures.
· Lead data entry for all request types, ensuring database accuracy for comprehensive records and logs.
· Generate full-spectrum reports for routine and ad-hoc leadership needs, ensuring report completeness.
· Assess escalated requests and support staff with complex cases, acting as the primary escalation point.
· Process the full range of open records requests, independently addressing advanced queries from requestors.
· Communicate with stakeholders on open records processes, regulatory responsibilities, and responses under the Public Information Act.
· Prepare cost estimates for complex, high-volume requests.
· Lead high-volume information requests, working with stakeholders, including the System Office and IT, for cases involving protected electronic information.
· Collaborate with the Office of General Counsel (OGC) on handling and responding to complaints directed to the Office of the Attorney General.
· Assist in open records procedure development and training for staff on records management and compliance with open records laws.

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:
· Four 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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