
                       CLASS SPECIFICATION 

  
Class Title: Archive Specialist I     Class Code: 2246 
Department: Clerk       Grade:  13 
FLSA:  Non-exempt      Eff. Date: 12/20/2013 
         Revised: 10/19/2022 
 
GENERAL PURPOSE 
 
Under general supervision from an administrative authority, performs entry level duties in preparing, 
preserving, and maintaining County records.  
 
EXAMPLE OF DUTIES   
 
Enters records into the computer for inventory and retrieval processes; segregates pertinent information 
from non-critical information and enters data. 
 
Prepares documents within files by segregating, purging, and copying for scanning and microfilming.  
 
Properly handles sensitive and confidential information and records. 
 
Files, indexes, retrieves, maintains, and disposes of County records appropriately. 
 
Organizes records and develop classification systems to facilitate access to materials; updates and 
maintains online catalog of County records.  

 
Ensures long term preservation of archival materials by implementing best practices, rehousing, and 
accurately and efficiently capturing data and information regarding the materials. 
 
Understands and adheres to unique methods of records preservation and retrieval using best practices.  
 
Prepares records for microfilming and imaging; prepares camera targets for each project according to 
best practices.   
 
Operates computer hardware and all applicable software applications and/or other standard office 
equipment at a proficient level, including file management, email, spreadsheets, word processing, and 
web navigation. 
 
Scans documents, reports, and maps using various computer software.   
 
Copies documents, film, and fiche for County departments and the public. Files, retrieves and re-files 
records requested by County departments.  Delivers files and requested records to appropriate 
departments. 
 
Acts as a resource to County departments and to the public in regards to County records; assists County 
departments in research projects related to the County.  
 
Assists with moving, retrieving, shredding, and storing of hard copy records and microfilm. Offers 
support and assistance to County departments regarding the transfer of records to the Records Center or 
State Archives and for proper destruction. 
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Performs problem solving in the absence of the supervisor. 
 
Works effectively in an open workroom environment in close proximity to other employees. Ensures 
doors are locked to prevent unauthorized entry and to keep records secure at all times.  Maintains 
record of all work performed in the records work unit. 
 
May perform specialized clerical and election duties within the Clerk office. 
 
Performs related duties as assigned. 
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
 

High school graduation, plus two (2) years of full-time clerical employment; an acceptable 
combination of education and experience may be considered.   
 
Preference for related records preservation experience. 

 
2. Special Qualifications: 
 

Employees driving a personal or a County vehicle for job related travel must possess a valid 
driver license, maintain the minimum vehicle liability insurance as specified in the Utah Code, 
and must operate a motor vehicle in a safe manner; new employees with an out-of-state license 
must obtain a valid Utah Driver License within sixty (60) days of hire date (exceptions for military 
personnel and their dependents). 

 
3. Necessary Knowledge, Skills and Abilities:   
 

Knowledge of:  principles, theories, and practices of records management; organizing and 
maintaining legal records and documents; records protection procedures; confidentiality 
requirements and procedures; modern office practices and techniques; departmental policies 
and procedures; computer hardware and applicable software. 
 
Skill in:  typing at least 40 words per minute (net); reading, writing, and performing basic math 
computations. Proficient skills in operating equipment used in records preservation; records 
protection procedures; using common office equipment including a copier, fax machine, multi-
line telephone, computer hardware and applicable software applications; file management, 
email, spreadsheets, word processing, and web navigation. 

 
Ability to:  properly operate all equipment used in records preservation; perform basic 
preservation procedures on historical documents and books; properly handle sensitive 
information/records and maintain strict confidentiality; accurately proofread records and 
documents; read, write, and perform basic mathematic computations; maintain high levels of 
concentration and attention to detail; work with minimal supervision; follow written and oral 
instructions; communicate effectively; establish and maintain effective working relationships 
with supervisors, other employees, other departments, other agencies and the general public. 

 
WORKING CONDITIONS 
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Lift, carry or otherwise move objects weighing up to 30 pounds. 
 
The above statements are intended to describe the general nature and level of work being performed by persons 
assigned to this job. They are not intended to be an exhaustive list of all duties, responsibilities and skills required 
of personnel so classified. All requirements are subject to possible modifications to reasonably accommodate 
individuals with disabilities. 


