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*Please address all correspondences to the Chief Executive Officer




	JOB DESCRIPTION

	Position Title:
	Records Clerk

	Position Code:
	CT002648

	Division:
	Corporate Services Division (CSD)

	Salary Grade:
	A3

	Salary Range:
	$8,214.00

	Ministry's Purpose

	[bookmark: _GoBack]To monitor and assess the performance and quality of service delivery by Public Bodies to ensure they are making a valuable contribution to economic and social development.

	Divisional Purpose

	To ensure excellence in Human Resources Development, practices and provision of support services in finance, Administration, public relations, Information technology, policy and planning, legal advice, records management and transportation for enhanced performance.

	Purpose of the position

	To ensure Records Management policies and procedures are successfully implemented.

	Key Relationships:

	Responsible to:
	Assistance Chief Executive Officer (Corporate Services) through the Principal HR & Administration

	Responsible for:
	NONE

	Key Responsibilities & Duties:

	Key Areas of Responsibilities
	Performance Expectations/Deliverables.

	Policy development and implementation
	· Assist in developing Records Management internal policy
· Assist in training and building awareness of the Records Management policy

	Mailing System
	· Ensure prompt dispatch/receive outward/inward mail
· Ensure prompt delivery of both local and overseas mail 
· Maintain and update Mail register

	Filling System
	· Create and update Staff Personal Files 
· Ensure filling of General correspondence
· Ensure Confidentiality of files and information
· Provide files for Management and staff when needed
· Maintain and prepare the destruction file list 
· Update and maintain archive information

	Database system
	· Input data and maintain the central information database

	Customer support
	· Assist in providing effective and efficient customer service to all stakeholders and customers.

	Other Duties
	· Other duties as directed from time to time. 

	


	Job Competencies/Selection Criteria:

	To effectively and efficiently perform this role, you must possess/demonstrate the following competencies.


	Merit
	Job Competencies
	Details/Descriptors

	Skills & Abilities
	Records Management (Essential)
	· Good working knowledge of records management with regards to policies and procedures and best practices in placed by Government. 
· Good experience working with filling, archives and mailing systems

	
	Analytical & Strategic Thinking (Essential)
	· Good working knowledge in collecting data and information and coming up with possible solutions and recommendations to improve records management. 
· Have good experience in policy development.

	
	Customer Services(Essential)
	· Have good Customer service experience in dealing with external and internal customers.


	Personal Attributes
	Achieves and Delivers Results
(Essential)

	· Able to implement set work tasks on time in order to achieve stated outcomes from specific activities.
· Demonstrates enthusiasm and passion to complete work activities on time and in accordance with targets set and results anticipated.

	
	
Integrity & Honesty
(Essential)
	· Demonstrates integrity & honesty in action and decision making. 
· Is both ethical and professional.  


	
	Communication
(Essential)

	· Strong written and oral ability in both English and Samoan. 
· Able to communicate clearly, logically and coherently

	
	Team Player
(Essential)

	· Proven ability to work in a team environment


	
	Commitment
(Essential)

	· Must demonstrate high commitment to the job and be punctual.

	Experience & Past Work Performance
	2 years relevant experience
(Essential)
	· Relevant working experience of Government records policy and other government process and procedures pertaining to Records management.

	Qualification
	Minimum of a Diploma
(Essential)
	· Minimum requirement of Tertiary Diploma in Records Management, Administration or a related field. 
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