K&L Gates LLP comprises over 1,800 lawyers who practice in 36 offices located on three continents.  The firm's practice is robustly a full market practice - at once regional, national and international in scope. It is cutting edge, complex, and dynamic, representing capital markets participants and leading global corporations, growth and middle-market companies, and entrepreneurs in every major industry group as well as public sector entities, educational institutions and philanthropic organizations.
 
Currently K&L Gates has an opening for a Regional Records Manager that can be filled in the Pittsburgh, Washington, D.C., or New York Office. The Regional Records Manager is the Regional Records Management Executive and, in conjunction with the Firmwide Director, is responsible for the overall management of the Firm’s central records department and other regional office location records systems and developing the firmwide records management program. The manager provides direction and supervision of central records department staff. The position involves multi-state, multi-branch records responsibilities; attention to employee communications, productivity, work place, and technological developments; development of records management related missions, goals and objectives.
 


Essential Duties and Responsibilities
The daily make up of tasks changes depending on department needs.
•With the Firmwide Records Manager, guides the development of the firm's short and long-range records management planning process and helps formulate its overall mission, goals, strategies, space utilization and other programs.
•Plans department policies, programs and budgets with appropriate committee(s), Chief Operating Officer and other persons, and approves priorities and procedures to implement and maintain approved plans.
•The Regional Manager directs the development of regional of strategies and programs, including manual and automated systems, to enhance productivity and work environment for the department, and is responsible for assessing impact of changing technology, information systems, and other developments on local and branch programs.
•Coordinates and facilitates the integration of the Firm's overall records management program locally.
•Leads or participates in discussions and meetings with other law firm and professional records management associations.
•Directs and supervises local and some regional records department staff; and provides functional direction regarding records management to attorneys, firm managers, office administrators.
•May be required to facilitate regional training and departmental communications in support of the firmwide manager.
•Is expected to offer technical advice to local users in controlling costs associated with information storage and retrieval, maintains knowledge of the needs, current and future, for the central records department.
•Coordinates and performs central records department management related duties and responsibilities such as assisting the firmwide manager in developing and maintaining department policies and procedures manual, evaluating, recommending or approving purchase of records department equipment and supplies and assists in negotiating vendor contracts and agreements.
•Performs relief and/or project duties and responsibilities such as substituting for department staff, guiding preparation of reports, performing consultant selection and project management tasks.
•Evaluates services and activities within central records departments; responds to day-to-day concerns; resolves existing or anticipated problems; prepares appropriate reports; and ensures adherence to legal and confidentiality requirements which affect the Firm's records departments.
 
Secondary Duties and Responsibilities
•The Regional Records Manager must be accustomed to working as a team leader and member; have excellent policy making, leadership, interpersonal, supervisory, and management accomplishments; outstanding skills in records management and organizational planning; and demonstrated ability to meet obligations with confidentiality, integrity and sensitivity.
 
Knowledge, Skills and Abilities Required
•Computer Skills
•Technical knowledge of computerized records management systems and software is required.
•Advanced training in records management related areas is preferred. Certified Records Manager (CRM) or Registered Records Administrator (RRA) designation is desirable.
•Accountability, analytical skills, autonomy, communication, oral, written, customer oriented, decision diversity oriented, leadership, management skills,  organized, presentation skills, problem solving, project management, self motivated, and technical aptitude are all necessities to being successful at this position.
 
Experience
•4-10 years of a related experience with similar duties, previous law firm experience desired.
       
Education
•Bachelor's degree (four year college or university).
 
Working Conditions
•Professional office environment containing state of the art records storage facilities.
       
Any information contained on this form represents the usual method of accomplishing the duties assigned to this job. Reasonable accommodations will be considered in appropriate circumstances which may vary depending on the needs of an individual with a disability, it is impossible to describe in advance specific accommodations that will be considered.
 
Please visit our website to apply for the position, Job Opening 653. No emails or phone calls please.
 
https://recruit.klgates.com/psp/PSHRPRD/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?Page=HRS_CE_JOB_DTL&Action=A&JobOpeningId=653

