RECORDS SUPERVISOR
Ropes & Gray is a leading national, and increasingly international, law firm. It is consistently recognized as a top-ten player in its Private Equity, Investment Management, Intellectual Property, Government Enforcement, Life Sciences and Complex Business Litigation practices, among others.
The firm has a strong track record of growth and accomplishment. Building around its leading national practices the firm has, in the last five years, quadrupled its New York presence, doubled its California presence, and opened an office in Chicago. The firm has also grown internationally, adding offices in Tokyo, Hong Kong and London.
 
JOB SUMMARY:
Oversee the office's Records staff. Provide support, leadership, and direction for the staff in line with the policies and procedures developed and approved by the firm and the IS/Records group. Work on special projects related to records management, as necessary. Be prepared to manage all department functions firm-wide in absence of Records Manager.
ESSENTIAL FUNCTIONS:
Supervise and direct staff to adhere to daily work schedule.
Maintain department attendance and time sheet records, approving any required overtime.
Complete performance evaluations including holding review meetings and working on merit increase recommendations with Records Manager.
Provide guidance to lawyers and general staff in the development, implementation, and maintenance of procedures dealing with records management, including retention and destruction guidelines.
Assist the Records Manager and Director of Operations with development of policies and procedures and also assist with the rollout of staff training and development programs.
Monitor relationship with archiving vendor and maintain quality control of archived materials.
OTHER RESPONSIBILITIES:
Perform other work-related duties as assigned.
EDUCATION, EXPERIENCE AND SKILLS REQUIRED:
Associates' Degree or its equivalent
Five plus years' experience, with a detailed knowledge of records management systems or operation.
Minimum of three years supervisory experience.
Exemplary client service skills, including ability to anticipate needs and multi-task
Excellent verbal and written communication skills and an ability to interact diplomatically with all levels of firm personnel.
Strong computer skills; experience implementing and/or managing an Electronic Records System is desirable.
Please apply directly online at: http://ropesgray.interviewexchange.com/jobofferdetails.jsp?JOBID=16511http://ropesgray.interviewexchange.com/jobofferdetails.jsp?JOBID=16511 
