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Working Conditions & Physical Requirements  
The physical demands described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to 
perform essential functions.  

Must have the ability to sit for extended periods of time; exhibit manual dexterity to dial a telephone, to enter data into a 
computer; to see and read a computer screen and printed material with or without vision aids; hear and understand speech 
at normal levels and on the telephone; speak in audible tones so that others may understand clearly in person and on the 
telephone; ability to understand and follow oral and written instructions; physical agility to move/lift up to 50 pounds and 
use a step ladder.  

Work Environment  
The work environment characteristics described here are representative of those an employee encounters while performing 
the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.  Duties are normally performed in an office environment.    

Supervision Exercised: None  

Supervision Received: 
This job description in no way states or implies that these are the only duties to be performed by this employee.  The 
Records Management Specialist will be required to follow any other instructions and to perform any other related 
duties as assigned by the Records Manager or appropriate administrator.  Newport News Public Schools reserves the 
right to update, revise or change this job description and related duties at any time.  

Approvals: 
 
                
Supervisor           Date 
 
I acknowledge that I have received and read this job description.   
 
                
Employee Name (Print)   Signature     Date   
 
Revised 7/13 (LM)     
 


