10-19-90 ARCH VI ST, 1191

Summary of Duties: Perforns professional archival work in appraising,
anal'yzing, classifying, describing, preserving and providing reference
service fromnon-current public records and historic docunents;

i npl ement s systens, standards and procedures for creating,

mai ntaining, retrieving, protecting and preserving historical records;

assists in general records nmanagenent duties; and does rel ated work.

Di stingui shing Features: An enployee of this class organizes,
analyzes and 1nterprets non-current records, assesses their historical
val ue, and preserves and naintai ns these docunents. This type of work
requires the application of theories, principles and nethodol ogy of
Archival Science. Assignnents nornmally are given verbally and in
witing and results are eval uated by periodi c review of archival

col l ection, records and reports.

An Archivist is distinguished froma Records Managenent Cfficer in
that the duties involve the need to understand how the records rel ate
to each Gty agency's operation in order to appraise their historical
val ue and preserve themin the proper context shoul d they becone part
of the archives, whereas a Records Managenent O ficer has overal
responsi bility for the devel oprment and adm ni stration of a

conpr ehensi ve Records Managenent Programfor the Gty of Los Angel es
or a nmajor department.

Exanpl es of Duties: An Archivist:
* Devel ops and 1 npl enments systens, standards and procedures for
creating, maintaining, protecting and preserving historical

recor ds;

* Revi ews met hods and techni ques used for storage and retrieval of
historical records and recommends cost effective inprovenents;

* Revi ews records retenti on schedul es to ensure the pernanent

retention of historically significant records;
Recei ves and col | ects records of historical val ue;

* Anal yzes, classifies and i ndexes historical records for archival
storage and retrieval;

* Provi des reference services for nenbers of the public seeking
hi storical information;

* Assists departnents, offices and bureaus in the identification of
hi stori cal records;

* Prepares reports and correspondence relating to historica
records;
Conpi l es listings of archival holdings for publication;

* May act as a | ead over professional and clerical enployees
performng work related to archival processes;

* Assists in general records retention and nmanagenent duti es;

May occasionally be assigned to other duties for training purposes or
to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nust have the foll ow ng know edges and
abilities:




A good know edge of:

* Archival principals, organization and procedures;

* Met hods of processing and filing archival materials;

* The care and preservation of archival material;

A wor ki ng knowl edge of:

* Met hods and techni ques of historical research and research in
archival materials;

* Records retenti on and records nmanagenent principles;

A general know edge of:
* The history of the Gty of Los Angel es;

The ability to:

* Plan and direct a programfor processing docunents of historical
si gni ficance;
Establi sh and nmai ntain effective indexing procedures;

* Establish a filing, storage and retrieval systemfor control
pur poses;

* Rel ate effectively with Gty officials, other enployees and the
publ i c;

* Communi cate effectively orally and in witing.

M ni nrum Requi renents: Gaduation froma recogni zed four-year college
or unirversity and two years of full-time paid professional archiva
experience which includes responsibility for identifying, analyzing,
classifying and i ndexing historical records for archival storage is
required.

Physi cal Requirenents: Strength to performaverage lifting up to 25
pounds and occasionalTy over 30 pounds; body agility and equilibrium
toclinb |l adders and retrieve cartons of records; and good eyesi ght.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodation to the person's limtations.

As provided in Cvil Service Comm ssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shall
be.



