Records Management Liaison (RML)

Duties:

· Under the direction of the unit’s budget executive and with support from the unit’s budget administrator, department heads, and unit heads/directors/other administrators, serve as the steward for the unit’s records and oversee the annual review of those records to ensure that the unit is in compliance with Policy AD35 to the best of their knowledge (http://guru.psu.edu/POLICIES/AD35.html)
· Maintain a current knowledge of AD35, the General Retention, Disposition and Destruction Schedule (https://guru.psu.edu/gfug/appendices/APP18.html), and the Financial Document Retention Schedule (https://guru.psu.edu/gfug/appendices/APP21.html)

· In consultation with the budget executive and depending on the size and scope of the unit, divide unit into sub-areas (i.e. department, institute, center, program, administrative area, etc.). Select an employee to serve as the RMA (Records Management Assistant) for each sub-area
· Appoint and manage a RMA team for the unit. This includes appointing members, coordinating regular meetings and setting agendas, developing and distributing information, delivering records management training, providing guidance, establishing and monitoring deadlines, tracking and reviewing annual compliance documentation, and following up on non-compliance issues as necessary
· Use training and resources provided by the Blue Bag Shredding Program, the Inactive Records Center, the University Archives, and the University’s Records Management Officer (RMO) to properly handle records

· Collate documentation received from RMAs into an annual summary, secure budget executive’s signature on the annual summary (including non-compliance), and forward to the RMO by the required deadline
· Act as the unit’s representative to the RMO and liaise with the budget executive, budget administrator, department heads, unit heads/directors/other administrators, and RMA team as appropriate

Recommended Skills:

Excellent oral, written, and visual communication skills; experience effectively presenting complex information to individuals at all levels of professional responsibility; ability to creatively solve problems; attention to detail and accuracy; excellent interpersonal skills; and a strong commitment to teamwork required. Credit in the YOU@PSU system is available for service as an RML. 
Expectations:

The RML will demonstrate a commitment to excellence in records management across the entire academic year.
Records Management Assistant (RMA)

Duties:
· Under the direction of the Records Management Liaison (RML) serve as the steward for a sub-area of the unit’s records (i.e. a department, institute, center, program, administrative area, etc.), overseeing the annual review of those records, and ensuring that those records held in the sub-area are in compliance with Policy AD35 to the best of their knowledge (http://guru.psu.edu/POLICIES/AD35.html)
· Maintain a current knowledge of Policy AD35, the General Retention, Disposition and Destruction Schedule (https://guru.psu.edu/gfug/appendices/APP18.html), and the Financial Document Retention Schedule (https://guru.psu.edu/gfug/appendices/APP21.html)

· Distribute information, provide guidance, publicize and monitor deadlines, and track, review, and compile documentation for a sub-area’s records. Submit an annual summary (including non-compliance) to the unit’s RML by the required deadline
· Attend regular meetings of the unit’s RMA team and use training and resources provided by the RML, the Blue Bag Shredding Program, the Inactive Records Center, the University Archives, and the University’s Records Management Officer (RMO) to properly handle records

Skills:

Excellent communication skills (including good grammar, spelling and word usage), attention to detail and accuracy, excellent interpersonal skills, and a strong commitment to teamwork required. Credit in the YOU@PSU system is available for service as an RMA.
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