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Record Manager
Updated:  03/06/2002
FLSA:  Exempt



Dept or Office: Career Discovery Center 
Summary Description

The Records Manager will be responsible for monitoring Center budgets and expenditures and for maintaining database for required reporting.
Responsibilities & Duties

· Maintain budget records and monitor center expenditures.

· Provide monthly information to Grants Accountant for billing WIB.

· Insures that all expenditures are within scope of the contract.

· Develops and maintains database on records management.

· Compiles and submits required reports to the University, WKWIB, and Department of Labor.

· Maintain records of training expenditures of customers of the Center

· Completes required forms for the purchase of training supplies by customers of the Center.

· Other duties as assigned by the Director.

Requirements – Education and experience
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.

Finance & Admin - Exec Coord TH's template 11-1-2011
Page 1 of 1     2/16/2012

