SOUTHERN CALIFORNIA

ASSOCIATION of
GOVERNMENTS

YEARS

RECORDS MANAGER

$119,683 to $155,588 annual

SCAG is seeking an experienced and innovative RECORDS MANAGER to take our
Records Information and Management (RIM) program to the next level. The successful
candidate will join SCAG’s management team as our first Records Manager. This new
manager wil leverage a recent consultant study as a starting point to launch and
implement our RIM program. The Records Manager will lead the development of a
modern, innovative records management program in our soon-to-be, state-of-the-art
downtown Los Angeles office. Join us!

To learn more, visit: www.scag.ca.gov/careers




WWW.SCAG.CA.GOV

ABOUT SCAG

SCAG’S CORE
VALUES

Collaboration
Service

Trust
Revolutionary
Sustainability
Empowering

Rewarding

OUR
VISION

OUR
MISSION

Founded in 1965, the Southern California Association of Governments(SCAG)
is a Joint Powers Authority under California state law, established as an
association of local governments and agencies that voluntarily convene as

a forum to address regional issues. Under federal law, SCAG is designated

as a Metropolitan Planning Organization (MPO) and under state law as a
Regional Transportation Planning Agency and a Council of Governments.

The SCAG region encompasses six counties (Imperial, Los Angeles, Orange,
Riverside, San Bernardino and Ventura) and 191 cities in an area covering
more than 38,000 square miles. The agency develops long-range regional
transportation plans including sustainable communities’ strategy and
growth forecast components, federal transportation improvement
programs, regional housing needs allocations and a portion of the South
Coast Air Quality management plans. Currently, the Regional Council
consists of 86 members.

In addition to the six counties and 191 cities that makeup SCAG’s region,
there are six County Transportation Commissions that hold the primary
responsibility for programming and implementing transportation projects,
programs and services in their respective counties. Additionally, SCAG
Bylaws provide for representation of Native American tribes and Air Districts
in the region on the Regional Council and Policy Committees.

“An international and regional planning forum trusted for its
leadership and inclusiveness in developing plans and policies for
a sustainable Southern California.”

“Under the guidance of the Regional Council and in collaboration
with our partners, our mission is to facilitate a forum to develop
and foster the realization of regional plans that improve the
quality of life for Southern Californians.”




THE IDEAL

EDUCATION &
EXPERIENCE

Equivalent to five to seven years of
progressively responsible experience

in a comprehensive records and
information (RIM) management program
involving physical and electronic RIM,

to include substantial experience in

the development of processes and
systems for the access, maintenance,
retention and disposal of a wide variety
of hard copy and electronic records and
information. Experience must include
minimum one year of developing and
managing a comprehensive RIM program
and two years of manage-ment and
supervisory experience. Experience

with public sector RIM requirements is
desirable. Bachelor's degree from an
accredited college or university with
major course work in library science,
public administration and business
administration or related field, with an
emphasis on information technology
and computer science. A Master’s degree
and a designation as a certified records
manager (CRM) is highly desirable.

CANDIDATE

The candidate will have the opportunity to create and implement
a brand new RIM program for SCAG's new downtown Los Angeles
office location. The successful candidate for the position will work
closely with RIM stakeholders across SCAG to develop SCAG's RIM
program. The ideal candidate will be experienced with overseeing the
expansion and enhancement of solutions for successful RIM program
implementation, including Enterprise Content Management (ECM)
systems to facilitate stronger information management and sharing as
well as smarter business processes. SCAG is seeking a highly collaborative
individual who can successfully focus on the needs of staff, partners, and the
public. The ideal candidate will thrive in a team-based environment, possess
excellent communication and project management skills, and will have the
ability to facilitate groups with divergent viewpoints and have the ability to gain
cooperation and consensus through discussion and persuasion.

THE
POSITION

+ Responsible for the development and creation of a brand new, state-of-the-art
RIM Program for SCAG

« Oversee the development and implementation of goals, objectives, policies
and priorities for RIM programs; recommend, within agency policy, appropriate
service and staffing levels; recommend and administer policies and procedures;
recommend and manage governance of the RIM program, including definition
of oversight and custodianship tasks and responsibilities for both paper- and
electronic- information management.

« Plan, direct, coordinate, and review the work plan for agency RIM program; meet
with staff to develop objectives and resolve challenges; assign work activities,
projects, and programs; monitor work flow; review and evaluate work products,
methods, and procedures.

» Manage and participate in the development and administration of the RIM
annual budget; direct the forecast of additional funds needed for staffing,
equipment, materials, and supplies; direct the monitoring of and approve
expenditures; direct and implement adjustments.

« Conduct studies to recommend improvements to RIM programs, policies,
systems and procedures as appropriate.

« Participate in all activities related to the security, preservation, and conservation
of inactive records and documents.

+ Oversee the implementation of RIM recommendations that are approved by the
Deputy Executive Director - Administration.

« Plan, schedule, supervise and participate in the periodic review and analysis of
existing and proposed RIM systems and procedures, including official records
declaration, electronic content management (ECM), data archiving and digital
signature systems; evaluate and recommend enhancements as necessary.

Apply online, visit: www.scag.ca.gov/careers
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