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ABSTRACT

A Study on Job Analysis for Record Managers

in Offices of Education

Lee, Eul Ji
Major in Archives & Records Management
Dept. of Library and Information Science

The Graduate School, Hansung University

The purpose of this study is to prepare improvement plan for

Records Managers' tasks in the Offices of Education by understanding the
details of their work, analyzing the importance, difficulty and frequency
of their task performance and investigating work environment and
problems of record management in the Offices of Education.
For this purpose, through literature review and analysis of related
conditions, this study drew out 5 task domains of record management in
the Offices of Education, which are operation of record center, collection
and assessment, organization and technology, service and management
and support of school records, and 24 detailed task factors such as
operation of Information Disclosure Request System and collection of
records. In order to investigate level of importance, level of difficulty and
performance frequency by drawn—out task domain and task factor, this
study conducted questionnaire survey on record managers working in the
Offices of Education and analyzed survey results using IPA technique by
crossing level of importance, performance frequency, level of importance
and level of difficulty.
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Results of analysis are as follows;

First, the most frequently performed tasks by record managers in Offices
of Education were tasks of service domain such as operation of
Information Disclosure Request System and record—browsing service while
tasks perceived to have high level of importance and difficulty were
collection and assessment domains. As the result of survey, record
managers in Offices of Education perceived that they mainly perform
tasks with relatively low level of importance and difficulty rather than
otherwise, showing considerable distance between actual tasks and
perception.

Second, although record managers perceived that support of school record
management as a unique domain of record management in Office of
Education 1s important, they cannot concentrate on the task of his
domain. Meanwhile, although tasks of service domain are very frequently
conducted, they assess their level of importance relatively low.

Third, it turned out that, in order to strengthen task competency of
record managers in Offices of Education, it is necessary to strengthen
education on collection and assessment domains. Besides, it is also
necessary to establish certain standards for the performance of tasks such
as establishment of record management regulation or guidance or
drawing—up of record management standard table.

Based on these survey results, in order to improve tasks of record
managers in the Offices of Education and strengthen their task
competency, this study suggests improvement plans as follows;

First, it is necessary to redesign education and tasks to help record
managers in Offices of Education overcome the gap between their daily
work and perception. Especially, it is necessary to provide education
programs to ameliorate record managers' low assessment on
service—related domains.

Second, it is necessary to redesign tasks to strengthen performance of
domains which have high level of importance and especially domains
which are unique to Office of Education but deficient in performance.
For this purpose, it is necessary to create an environment to concentrate
on tasks with high level of importance by utilizing or outsourcing other
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experts or supplementary assistants in the organization especially for the
task factors located in the 2nd quadrant of IPA analysis.

Third, education to strengthen professional competency of record
managers 1n Offices of Education should be focused especially on
collection and assessment domains. In addition, it is also necessary to
jointly develop a manual or handbook which can play the role of
standard for task performance or establish a system to support such
efforts.

[Keywords] Record managers, Job analysis, Task importance, IPA,
Office of Education
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