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Job Title:  



Records Specialist
Supervisor:

    

Operations Manager
Exempt/Non-exempt:
Non-exempt
Department: 



Residential Services
Prepared by/Date:

Revised by R. Myers 11/2015
Approved by/Date: 

S. Sharpe 12/2015
Summary (A brief description that summarizes the overall purpose and objectives of the position, the results the worker is expected to accomplish and the degree of freedom to act.):

Following all Lutheran Services Carolinas policies and procedures, the Records Specialist is responsible for the accurate and timely preparation of all required accounting records and financial reporting, and for helping develop sound financial systems for the agency’s residential services. This includes duties and responsibilities related to maintaining the consumer financial files, bank statements, billing, and monthly file audits.  Other duties include initial file set up, filing all required documentation and assisting with the program audit and reviews. 
Essential Functions (List the tasks, duties, and responsibilities of the position that are most important to get the job done.  The responsibilities should be listed in the order of importance, with the highest priority functions first.):
1. Follow all Lutheran Services Carolinas policies and procedures.

2. Assist Operation Manager or other applicable staff in applying for consumer’s Supplemental Security Income.

3. Organize, collect and file documents for residential services in accordance with Lutheran Services Carolinas and DDSN standards.

4. Responsible for maintaining, completing and submitting all DDSN, LSC and other agency required forms as required by agency.

5. Reconcile consumer financial records as required by Service Team Leader and/or Operations Manager.

6. Maintain Service Provision Logs for daily billing for clients as required by program standards.
7. Assist Operations Manager, Program Directors and Service Team Leader with program reviews and audits.
8. Assist with obtaining SLED, MVR, Fingerprint, Central Registry and Sexual Offender Registry inquiries.

9. Assist with annual fire, health and sanitation inspections (DHEC). 
10. Conduct inventory checks for community training homes.
11. Order office supplies as needed for community training facility.
12. Other duties as requested by the supervisor. 

Supervisory Responsibilities, if any (The scope of the person’s authority, including the positions that report to the incumbent.):  None

Working Conditions (please complete the information listed below):

X  Usual office conditions

( Usual office conditions with occasional exposure to some undesirable elements*

( Frequent exposure to undesirable elements*

*List the undesirable elements with the percent of the work day exposed to the elements.

1. _______________________________________________________________
_______%
2. _______________________________________________________________
_______%

3. _______________________________________________________________
_______%

Physical Effort (please complete the information listed below):

The job duties require lifting or moving moderate to heavy materials as a regular part of the job.  X
No

( Yes*

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hand-on movement of weight:

Activity













Weight of Materials
% of day

1. ____________________________________________

________________
________

2. ____________________________________________

________________
________

3. ____________________________________________

Minimum Job Requirements:

Experience/Education:  BS in Business Administration, Record Management certification and one year experience or High school diploma and 5 years office experience.
Specific skills/abilities: Proficient with office equipment such as fax, Xerox and computer.  Must be able to develop and maintain spreadsheets in Excel.  
Specialized knowledge, licenses, etc:  General knowledge of the child welfare system and foster care is desirable. Must have NC or SC drivers license.
Success Factors (Personal characteristics that contribute to an individual’s ability to excel on the job):

Organized
Conscientious

Flexible

Team Player

Self Directed
Sense of Humor

Good Communicator

Able to Manage Confidential Documentation

This job description is not an employment contract.  Lutheran Services Carolinas reserves the right to alter the job description at any time without notice.

_____________________________________________
_________________

Employee Signature










Date

_____________________________________________
_________________

Supervisor Signature










Date
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