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Job Profile ID: JC-6787

Job Profile: Open Records Specialist IV
 
FLSA Exemption Status: Exempt
 
Pay Grade: 17
  
Job Description Summary:  
The Open Records Specialist IV, under general direction, is responsible for managing the university's open records process and open records team, ensuring compliance with public access laws, managing team operations, and serving as the primary liaison for complex or high-profile requests.

Essential Duties and Tasks

80% Records Operations
· Manage the daily operations of the Open Records team, ensuring efficient processing, compliance, and responsiveness to all open records requests. Supervises personnel and provides guidance on complex cases as needed.
· Maintain up-to-date knowledge of state and federal public access laws, including the Public Information Act, and ensure all requests are handled in accordance with legal standards and university policies. Acts as the final review authority for complex, sensitive, or high-profile open records cases.
· Develop, implement, and update internal open records procedures and best practices to enhance compliance and processing efficiency. 
· Ensure all records requests are completed accurately and within statutory deadlines. Monitors and analyzes team performance, turnaround times, and request complexity to identify improvement areas and manage workload distribution.
· Act as a primary contact for university leadership and external stakeholders regarding open records processes, including consulting on high-profile requests.
· Develop training materials and oversee initial and continued training for the Open Records team. Provide guidance on handling protected information, legal exemptions, and redactions, ensuring the team stays current on open records laws and compliance procedures.
· Review and approve team-generated reports on request metrics, compliance timelines, and request outcomes. Analyzes data to report trends to university leadership and inform on decision-making.
· Manage particularly sensitive or high-volume requests, coordinating with departments such as the Office of General Counsel (OGC), Information Technology, and the System Office. Oversee the handling of protected electronic information and sensitive data.
· Provide final guidance on escalated cases, offering insights and approvals on redactions, exemptions, and other complex aspects of records requests. 
· Build awareness among university departments on the importance of compliance with open records laws. May lead training and presentations to foster proactive records management practices across the university.
· Evaluate processes and technology used in managing open records requests, recommending and implementing improvements to increase efficiency, accuracy, and compliance within the department.

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:
· Seven 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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