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If you are reading this article, you already 
know that records and information manage-
ment (RIM) is the oxygen of your organization.  
RIM is an overlooked and often understated 
necessity, and just like oxygen, very much 
taken for granted.  RIM is critical to the suc-
cessful life of the organization long term be-
cause without it, demise is eminent and can 
occur in a sudden heart attack or stroke 
(business interruption) with severe conse-
quences (fines, jail, disasters, etc.).  Having a 
gradual loss of oxygen, like an extended slow 
illness, eventually ends up with the business 
in a coma resulting in death (bankruptcy or 
going out of business).  This may be the more 
common scenario.  Businesses don’t even 
realize they are oxygen deprived until it is too 
late.   
 
Why is this worth writing about?  Because you 
are your organization’s triage nurse and it’s 
necessary for you to be competent so that you 
can maintain your organization’s RIM health.  
By paying attention to the competencies and 
engaging in growing and expanding your skill 
set, you can be your organization’s greatest 
asset rather than its biggest liability.  Your 
competencies also prepare you to have the 
ability to change patients when they don’t fol-
low that healthy lifestyle that you can offer, 
support and lead.  
   
The Competency Document is the end prod-
uct for the first phase of a three phase compe-
tency initiative ([1] competency document, [2] 
self-assessment, [3] specialty and interna-
tional competencies) that ARMA International 
accepted on behalf of its membership.  The 
membership asked repeatedly for a product 
that would clearly define the profession of RIM 
for themselves and each other, as well as for: 

Their employers, 
Organization human resources staff, 
Recruits into the RIM profession, 
Information users and contributors 

(RIM vendors) at large, 
Non-RIM professionals, and 
Educational institutions and educators 

 
So as you can see, the competency document  
 
 

addresses several audiences, but the primary  
driver of phase 1 was you, the RIM practitio-
ner. 
 
Getting back to why you should pay attention 
to the competencies--They can be a key in-
strumental tool in advancing your career. Let’s 
look at some of the benefits in more detail.  
The competencies: 
 
1. Provide you with a clear direction for your 
career and how far you want to go.  You can 
see what you need to move up the RIM ladder 
(levels) and how far you want to go. 
2. Open the way for career opportunities and 
options.  Career moves and advances mean 
higher salaries and we all want to make more 
money! 
3. Allow for personal preferences, timelines 
and attributes—in other words, you may de-
cide that you want to specialize in a particular 
domain at the highest level.  You set your own 
schedule for growth. 
4. Foster professional growth—in order to 
advance and be more competent you will 
need to ‘grow’ your knowledge and skills 
whether it be overall by level, or specifically 
within a domain. 
5. Enhance your career satisfaction-there is 
comfort and security in knowing that you know 
your stuff.  Gaining and realizing the respect 
of your peers because you are competent 
adds personal satisfaction to career satisfac-
tion. 
6.  Enable you to be honest with yourself 
through self evaluation and self assessment. 
 
Since the “Competencies” contribute to the 
recognition of RIM as a profession, you may 
also be recognized as a ‘professional.’ 
 
The Competencies were not created in a vac-
uum.  The project kickoff was an information 
exchange forum where over forty practitioners 
of varying levels and industries came together 
with a facilitator to collect data, and express 
ideas and opinions on what knowledge and 
skills the generic records professional should 
have.    
(CONTINUED ON PAGE 2) 
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In addition to the raw data from the forum, other compe-
tency resources were reviewed including but not limited 
to: 

· Previously published competencies of ARMA  

· Australian competencies 

· Canadian competencies (ALARM) 

· SLA competencies 
All of this raw data was turned over to the ARMA Educa-
tion Development Committee to make sense of and re-
fine.   
 
As a result, the competencies address the knowledge 
and skills RIM practitioners need at four levels and in six 
areas called domains.  These levels and domains are 
explained in detail in the competency document introduc-
tion, but quickly, in summary: 
 
· Level 1 is a beginner in the field of RIM.  They may or 
may not be experienced and knowledgeable in other 
fields, but are definitely new to RIM. 
· Level 2 has mid-level knowledge and skills in RIM.  
This person probably has some supervision and analysis 
experience as well. 
· Level 3 has solid RIM knowledge, skills and experi-
ence in RIM.  This person probably also has solid busi-
ness management skills. 
· Level 4 has high level RIM knowledge, skills and 
 experience in RIM at the executive level. 
 
Sometimes the records management knowledge and 
skills are the easy part of being a professional at any 
level.  Because of that, the competencies list sets of as-
sumptions at each level that address business opera-
tional skills.  Some of the assumptions detail computa-
tion, writing, reading comprehension, and vocabulary. 
 
The competency document addresses the skill set each 
of the above levels need across the following areas 
called domains: Business Functions, RIM Functions, Risk 
Management, Communications and Marketing, Informa-
tion Technology, and Leadership.   

 

attention to them, they can’t influence or inspire you in 
your career development and choices—only you have 
the power and control your future.  Achieve your profes-
sional goals by moving forward with the ARMA Compe-
tencies.repeated access as well as customizing your 
copy with highlights, notes, etc.) 
 
Here are some recommendations for getting on your per-
sonal career highway! 
 
· Access and download the ARMA Competency Docu-

ment from the ARMA website:  www.arma.org   
There are several points of access  on the main 
page. 

· Make sure to read the document introduction—it 
doesn’t take long and your experience will be more 
satisfying from the start.  

· Review the document (You may want to print it for 
leisurely and  repeated access as well as customiz-
ing your copy with highlights and notes, etc.) 

· Once you have finished your review, think about 
where you honestly believe your competency levels 
are—make some notes.  Realize that there is no right 
or wrong, it is what it is.  You may feel that you are 
pretty much at a level 1 or 2 in one domain, and sur-
prise; a level 4 in another!  You may have a mixture 
of task statement experience across levels—as long 
as you are being honest, this self-evaluation is right.  
It’s right because it’s you.  This evaluation will help 
prepare you for the ARMA Self-Assessment, which 
will be the topic of the next newsletter article.  

 
So, pay attention to these terrific competencies: get 
busy, engage, evaluate where you are and where you 
want to go— 

 
 

                                                      DO IT! 

     

     

     

     

     

     

  Level 
1 

Level  
2 

Level  
3 

Level 
4 
 

Business 
Functions 

�        

RIM Prac-
tices 

�        

Risk Man-
agement 

�        

Communi-
cations & 
Marketing 

�        

Information 
Technology 

�        

Leadership �        
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Sherry Villeponteaux 
Berkeley County Government 
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“We Turn Filing Space Into Office Space” 

 
Kardex Filing and Storage 

Kodak/Minolta Micrographics 
Smead Filing Supplies 

Library Bureau Shelving  
SMI Systems Furniture 

Dahle Shredders 
Smeadlink Electronic Document Manage-

ment Software 
 

 

Our On-Staff Factory 
Trained Technicians will 

install and service systems 
for the Life of the Product 

Free Consultation  And 
Space Planning 

Serving the Lowcountry 
since 1930 
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 February  18                   Oscar’s– Summerville         Bosses Day/Mary Ellen Duffy 
 March 18          Wannamaker Park        Seminar at Archives and History 
 April 15         TBA (watch newsletter)       RIM– Shredding/Community Service 
 May 20         TBA (watch newsletter)       Site Tour  
 June 17         Cypress Gardens        Awards Banquet 

�

�

Oh, the places we’ll go! 
Mark these dates on your 
Calendar and plan to join us!  
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To RSVP, complete the attached form below and email  or fax it to Jennifer Redmond at Santee Cooper : j red-
mond@santeecooper.com fax number 843.761.4138  

Charleston Chapter Association of Records Managers & Administrators  
Lunch & Learn 

�
���� : _____________________________________________ ����/�,�)
��
��-.%�0662 �
������� : __________________________________________ $��� : -0/66�����
��  
7�����8� ____________________________________________ +����
#����%�+���029.:  
'����/� _____________________________________________  
                     MEMBERS $10    
            NON-MEMBERS $12 
          STUDENTS $8 
              
           �
# Chapter members  _____� �������������  Non-Members ���������                         # Students ��������
�
 
                                    � �
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OUR JANUARY MEETING WAS INTERESTING AS MICHELLE VAN ALLEN, SANTEE COOPER, 
LEAD A PRESENTATION ON EMAIL POLICY.��
����
February 18 is BOSS’S DAY at ARMA 
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JOIN THE EXPERIENCE 
 


