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ABSTRACT

A study on the Job Analysis for Records Managers in the

Local Governments

Park, Tae—Sub
Major in Archives & Records Management
Dept. of Library and Information Science

The Graduate School Hansung University

The purpose of this study is to clarify the work of the local
government records manager, provide job analysis using IPA and
define the differences and characteristics in the perception of the work
by employment and career type with the aim of providing a basic
data on effective business operation.

To this end, I conducted statistics analysis and IPA Matrix analysis
after analyzing the work of records managers in local government and
conducting surveys.

The analysis yielded the following results.

First, I integrated the "Enforcement Decree of the Public Records
Management Act", local government laws, the ‘Guidelines for the
management of records of public institutions under the government in

2016° and the opinion of records managers working in the field to
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systemize the work of a local government records manager. As a
result, I divided the work into six roles, 23 tasks, and 48 detailed
tasks.

Second, an analysis of task importance and performance showed that
there were statistically significant differences in 16 out of 23 tasks,
and that importance was rated higher than the performance. Of the
tasks, I could tell that the noticeable difference in the transferring of
records and the compilation,exhibition,publicity areas called for
improvement.

Third, IPA Matrix analyzed that the task high in importance but
low in performance, and therefore in need of focused endeavors, was
the preservational work of electronizing paper records and the
conversion into preservation format. Similarly important but less
performed work included administrative support work such as
managing minutes of Important meetings, written investigations
research and reviews, confidential records, publications, administrative
articles and audiovisual records. Records managers found that
preservation work was difficult to perform due to lack of funds,
while the administrative support work was difficult due to the
processing staff's uncooperative attitude and lack of awareness of
records management, and because the records are directly managed by
the production department.

Fourth, tasks of low importance but high performance included
production work such as collection and organization, notification of
the permanent record management agency, public reclassification of
undisclosed or confidential private records and the conservation work
of managing respository facilities and equipment. In response to this,
records managers responded that the amount of work to be done was

excessive and the workload was repetitive.
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Fifth, as a result of analysis by employment type, I found that the
work of regular workers had a higher level of importance than that
of non—regular workers. IPA analysis results showed differences in six
tasks, with non—regular workers occupying tasks of low importance.
The results of analysis by career type showed that managers with
careers of less than three years had the highest perception of
importance. IPA analysis results showed differences in nine tasks, with
workers of less than six years of experience perceiving the work as
having low importance.

Based on the analysis results, I provided the following solutions to
improve the work of local government records managers and to
strengthen its capacity.

First, we should facilitate the transfer of records by installing a local
records management organization as soon as possible, and find ways
to revitalize the compilation, exhibition and publicity of records.

Second, with regards to the electronization of paper records and the
conversion into preservation format not being performed due to lack
of budget, we must secure the necessary budget by making the head
of the agency with the budget decision authority and the employees
in the organization aware of the importance of the work.

Third, the processing staff's uncooperative attitude and lack of
awareness of records management should be amended through staff
training, clearly instilling awareness of the necessity of systematic
records management and of the types of records that should be
transferred to the repository. Moreover, we should clarify the
authority of records management so that the records are not managed
directly by the production department.

Fourth, tasks that are great in quantity and repetitive should call for

assistant staff and collaborative work between other departments

- 87 -



within the organization in order to alleviate work pressure and enable
the records manager to invest her time and efforts in more important
tasks.

Fifth, retraining of jobs should be done differently based on the
difference in perception of work by employment type and career.
Temporary records managers and records managers of more than six
years of work experience should proceed their training with the view

of increasing work importance.

[Keywords] IPA, local government records manager, local

government, records manager, job analysis
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