Records & Information Management Coordinator
I. PURPOSE OF THE POSITION
To supervise the development and maintenance of the Records & Information Management Program in Central America affiliates. To assist the development and maintenance of computer systems that support Records & Information Management polices & procedures.  To assist employees of the affiliate with Primary Records Master Lists, records management policy, procedure and system implementation and compliance.
II. SKILLS & EXPERIENCE
a. Education: University degree. Library Science, Information Technology, Archival Methodology training is advantageous.

b. Experience: Experience in an administrative function, preferably with a multinational corporation or large public institution. Experience in a Records & Information Management department or library/archival function is desired.
c. Others: Fluent English required, good knowledge of Microsoft Windows package (PowerPoint, Excel, Word), Database Management and maintenance is advantageous.
d. Competencies: Analytical and Learning capabilities, Interpersonal understanding and communication and influence
