OSI – PROJECT MANAGEMENT OFFICE
Project Roles and Responsibilities
PROJECT  LIBRARIAN
Role(s):
The Project Librarian is responsible for the development, implementation, and maintenance of the project library and performing analytical assignments including (but not limited to) records management, deliverable management support tasks, contract management support tasks, procurement-related and information technology analytical assignments. Additionally, performs lead administrative activities and the more responsible and technical analytical staff services assignments.
Responsibilities:
Project Librarian:
· (Develops), (implements), and (maintains) the project’s libraries (including the Bidders’ Library).
· (Manages) tools, databases, and processes that support both the electronic and hardcopy libraries.
· (Ensures) the project documentation generated during project initiation, requirements validation, design, development, implementation, and ongoing maintenance and operations is appropriately maintained in the project libraries.
·  (Works) with staff to ensure a consistent application of records management policies and procedures.
· (Performs) periodic audits on documents held in the project’s WorkSite repository.
· (Reviews) documentation to ensure it is in an acceptable electronic format (e.g., convert to PDF and redact text if needed, etc.) for inclusion into the document management system.
· (Evaluates) and (makes decisions) on changes to the project’s electronic document management system. 
· (Ensures) proper documentation and the recording of requirements and application changes during all phases of the project.
· (Researches), (develops) and (maintains) document management training materials and strategies to meet the training needs of project staff.
· (Provides) consultative services to project staff regarding electronic or physical library processes, policies, and procedures.
· (Responds) to or works with project staff and the Office of Systems Integration (OSI) Administrative Unit to respond to Public Records Act Requests.
· (Monitors) and organizes the project’s electronic document management system to accurately retrieve and store electronic files; assign and maintain security permissions; and process document deletion needs.
· (Administers) the project’s online document management system and reviews or assists with the project’s document management system’s website content.
· (Creates) document management folders to organize the project’s online documentation structure and move documents to (or from) the appropriate folder as their status changes.
· (Maintains) the project’s paper and electronic historical records.
· (Assists) with or (develops) and maintains the project’s procedures for maintaining the project’s libraries.
· (Develops) and (maintains) the project records retention schedule. 
· (Tracks) and (reports) document management status and matrices.
· (Maintains) a thorough working knowledge of state and federal document management requirements to control and preserve project documentation and artifacts.
· (Studies) and (applies) document management principles and governmental records management practices.
· May assist the Project Office Tool Set Developer to deliver user training prior to tool being released into production. Updates user manual(s), and may provide input to computer based tools, as needed.
· (Receives), (logs), (tracks), (routes), and (participates) in the review of contract deliverables.
· (Coordinates) notification and resolution of deliverable deficiencies.
· (Assists) in the more complex level of the deliverable comments consolidation process, which includes track changes and versioning, leading to the validation for deliverable acceptance.
· (Assists) in the monitoring and resolution of issues and risks associated with the consultant contracts.
· (Performs) activities involving the receipt, cataloging, filing, and electronic entry of the project’s document and archiving tasks.
· (Assists) deliverable monitoring to ensure contractor performance in accordance with contractual terms and conditions.
· (Performs) contract closure by consolidating and (archiving) library files (documents, reports, etc), invoices, deliverables, and other contract-related documentation.
· (Gathers), (researches), and (analyzes) data to prepare issue papers, chronologies, and a variety of special project documents requested by management, and internal and external entities.
· (Performs) lead activities to the project’s backup Librarian and Management Support team.
· (Coordinates) and (holds) informational meetings on the status of deliverables with the Project Management Office (PMO) and contractor; utilizing metrics from the deliverable and deficiency tracking process.
· (Provides) Administrative support to the PMO as necessary (i.e., meeting minutes, updating online tools, reception backup).
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