RECORDS MANAGEMENT GUIDELINE 6
Choosing the Right Records Management Staff

The Solomon Islands Government has produced 25 Guidelines that set out the rules and procedures for Records Management in all Solomon Islands Government agencies. The other Guidelines available in this series are:

· Guideline 1: Solomon Islands Government Records Management Policy

· Guideline 2:  Introduction to Records Management for all Solomon Islands Government Officers

· Guideline 3:  Records Management Tools for all Solomon Islands Government Officers

· Guideline 4:  Requesting, Using and Returning Files

· Guideline 5:  Organising a Records Management Unit

· Guideline 7:  Performance Indicators for Records Management Units

· Guideline 8:  Electronic Records

· Guideline 9:  Creating a Record Plan

· Guideline 10:  File Registers

· Guideline 11:  Instructions for Records Management Staff for Creating New Files

· Guideline 12:  Instructions for Records Management staff for Issuing, Tracking and Returning Files

· Guideline 13:  Daily Procedures for Records Management Staff

· Guideline 14:  File Numbering and Titling systems

· Guideline 15:  Mail Handling

· Guideline 16:  Opening and Closing Volumes

· Guideline 17:  Access to Records by Government Officers

· Guideline 18:  Access to Records by the Public

· Guideline 19:  Proper Storage and Handling of Records

· Guideline 20:  Disaster Preparedness and Recovery

· Guideline 21:  Conducting a File Census

· Guideline 22:  Transferring Records to the National Archives

· Guideline 23:  Transferring Records to Secondary Storage

· Guideline 24:  Deciding Which Records Can Be Destroyed

· Guideline 25:  The Solomon Islands Government Administrative Record Plan
All Solomon Islands Government officers should be familiar with Guidelines 1, 2, 3 and 4.

Senior government staff are responsible for ensuring that the records of their agencies are being managed according to all of the guidelines. These staff should also be familiar with Guidelines 5, 6, 7 and 8.

Records Management or registry staff should have access to and be able to refer to all of the guidelines in order to carry out their day-to-day work.

Records Management Staff

Records management staff may include Chief Administration Officers, Assistant Administration Officers, Senior Registry Officers, Registry Clerks, or any other officer who is given responsibility for managing the records of a government office. 

Records management staff are responsible for following the procedures that are set out in the Records Management Guidelines. They should also advise other staff in their organisations about correct procedures for managing and handling files and other records. They should advise the Permanent Secretary, through the Official Records Manager, of any suspected breaches of the policy or the procedures in the Manual, and also follow any instructions given them by the Government Archivist or other staff of the National Archives of Solomon Islands.

As for all government posts, the level of records management staff positions should be senior enough to ensure that the office holder has enough skills, experience and authority within the organisational structure to do the job.

The actual number and levels of records management staff will vary from department to department. It is very important that a senior person has overall responsibility for managing the organisation’s records, and that this is not left to junior staff who do not have the authority to ensure that everyone is managing records correctly. This is why the Solomon Islands Government Records Management Policy, found in Records Management Guideline 1, requires that each department or organisation give the responsibilities of an Official Records Manager to a staff member at the level of Chief Administration Officer or higher. 

In large organisations, there may be several records management staff who report to the Official Records Manager. Larger Records Management Units should have a senior records management officer who manages all of the day-to-day operations of the unit and reports directly to the Official Records Manager. 

The senior records manager should be able to:

· provide support to the Official Records Manager;

· interpret policies and coordinate staff, resources and procedures in order to meet the goals of the records management policy;

· act as the head of the professional records management staff; and

· exercise judgement and initiative.

These types of management skills are consistent with a Level 10 position in the Solomon Islands Government. However, Permanent Secretaries and Official Records Managers should make their own judgement of the level of staff required.

A number of staff at other levels may also be required to manage the workload of a large Records Management Unit. At a minimum level, records management staff should be able to:

· perform routine tasks under supervision from a more senior officer; 

· read English, write clearly and be able to communicate clearly with staff at all levels of the organisation; and

· apply basic principles as described in set procedures to solve problems.

These types of management skills are consistent with a Level 3 position in the Solomon Islands Government. However, Permanent Secretaries and Official Records Managers should make their own judgement of the level of staff required. 

Because of the range of tasks involved in managing records it is likely that larger organisations will need to employ a number of records management staff at various levels.

In very small organisations, it may be necessary to combine the duties of the records management staff with other posts, such as typists or other administrative posts. This is acceptable, so long as all of the required records management duties are specifically assigned to a position, and included in the position description for the post.

Skills
At the most basic level, all records management staff should have completed training in records management procedures with the Institute of Public Administration and Management (IPAM), either before they are appointed to their positions or as soon as possible afterwards. This includes staff who have been given records management responsibilities along with their main role within a division.

The other skills, knowledge and attributes that records management staff will need will depend on the level of work they are required to do. All Records Management Units should have staff whose combined skills cover the following:

· understanding of the business of the organisation and the kinds of records it needs to keep;

· understanding of the organisation’s structure so that information can be distributed correctly and promptly;

· knowledge of the correct storage and handling of files and other records;

· ability to understand and apply file titling, numbering, registration and tracking procedures;

· ability to communicate with staff at all levels of the organisation in order to provide an enquiry and retrieval service for the records;

· thorough understanding of records management principles in order to advise the organisation on policy and procedures;

· training skills to assist other staff to understand their recordkeeping responsibilities;

· knowledge of disaster preparedness principles;

· ability to develop, monitor and correct performance indicators and strategies;

· high degree of trustworthiness to protect the information in their care; and

· analytical skills that allow them to understand policies and procedures and apply them to real life problems.

This means that if the Records Management Unit has only one staff member, he or she must be able to do all of these things. If there is more than one staff member in the unit, it will be possible to recruit some staff with some of the skills, and others with the remaining skills.

Below is a sample Job Description for a senior member of the records management staff. 
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THE DEPARTMENT OF HORTICULTURE
MINISTRY of PRIMARY RESOURCES
1.
Post Number:
 DH1/06

2.
Post Title: 

Senior Records Manager

3.
Level:


9/10

4.
Responsible to: 
Undersecretary, Department of Horticulture

5.
Scope of Duties:

Support the Undersecretary in his role as Official Records Manager for the Department of Horticulture by advising on policy and correct procedures for the management of the department’s records



6.
Duties:

The officer will be required to:

a)
Advise the Undersecretary on policy and planning matters for the development and improvement of records management within the department.

b)
Direct, manage, co-ordinate and control the operations, staffing and equipment of the Records Management Unit.

c)
Ensure the efficiency of the Records Management Unit’s systems and services and enable their expansion to meet demand.

d)
Ensure the safe custody, good management and authorised disposal of the department’s records in accordance with the Solomon Islands Government Records Management Guidelines.

e)
Represent the interests of the Records Management Unit in internal meetings and with other areas of government.

f)
Undertake other tasks as may be directed from time to time by the Undersecretary.

7.
Selection Criteria – Qualifications and Experience

a)
Diploma, BA Degree or Post-Graduate qualifications in Records and Information Management, Public Administration or Archives is highly desirable. 
b)
An ability to deal with people from a wide range of cultures and at all levels of Government.

c)
A thorough understanding of the functions and operations of a modern records management unit.
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