
 

 

ENGINEERING RECORDS COORDINATOR 

COMPETITION #22-55 

 

DEPARTMENT: Engineering STATUS: Full Time 

NO. OF POSITIONS: One UNION: CUPE, Local 387 

HOURS OF WORK: 35 hours per week SALARY: 
$54,220 - $63,845 annually plus benefits 

(2021 rates) 

 

We have an exciting opportunity for a full time Engineering Records Coordinator who will be responsible for planning, organizing, 
coordinating, and maintaining records management activities within the department. 
 

Core responsibilities include:  

 Coordination of ongoing maintenance and clean up of existing electronic and physical files and records, including the ENG Public 
Folders, ENG-G drives and other shared drives.  This also includes the migration of files from old to newly created structure.  

 Ensuring all ENG legal documents are properly saved, tracked and submitted. 

 Administration of the FTP file sharing site as well as saving and submitting ENG/GIS As-Built drawings. 

 Ensuring proper file naming conventions are followed and proper access to files and folders are given. Advising groups on 
established records management procedures, including reviewing and analyzing existing practices, identifying gaps and making 
improvements, in collaboration with the Records and Information Administrator, to ensure corporate policies and guidelines are 
followed. 

 Classifying and organizing record boxes with closed files to be sent off-site for storage.   

 Providing assistance and training to Engineering staff on established procedures and manuals, locating information related to 
Freedom of Information requests and resolving issues and discrepancies.  

 Assigning identification to all incoming and outgoing correspondence and inputting into the Electronic Document Management 
System and maintaining and updating a variety of files, records and logs.  

 Providing coverage to the front counter, issuing permits and assisting members of the public as required. 

 Other duties as assigned by the supervisor.   
 

If you have the following characteristics and qualifications, we want to hear from you:  

 You have a positive, pro-active and energetic “can-do” approach to work. 

 You have completed Grade 12 supplemented by courses in records and information management, plus considerable experience 
related to engineering records and documents with at least 2 years as a Records Clerk or Document Control Clerk, or an equivalent 
combination of training and experience. 

 You have considerable knowledge of the principles, practices and techniques of engineering records and life-cycle management, 
including indexing, filing, preservation and storage of records. 

 You have considerable knowledge of the City’s records management system including the rules, regulations and policies 
governing the work and the software applications used in the work. 

 You have sound knowledge of the Freedom of Information and Protection Privacy Act. 

 You have the ability to coordinate the integration of records into the corporate records management system and recommend 
appropriate classification, retention schedules and security groups. 

 You have the ability to advise departments on established records management procedures and to develop and deliver training 
and user materials. 

 You have the ability to investigate, analyze data and provide suggestions. 

 You have the ability to organize and prioritize project requirements. 

 You have the ability to perform physical tasks related to the work, such as bending and lifting, and moving boxes. 

 You have the ability to work independently and exercise appropriate judgment in answering questions and releasing information. 

 You have the ability to establish and maintain effective working relationships with a variety of internal and external contacts. 
 
Apply by sending your cover letter and resume in one document quoting the competition number, by April 4, 2022 to the Human Resources 
Department, City of New Westminster, 511 Royal Avenue, New Westminster, BC, V3L 1H9, e-mail to hr@newwestcity.ca using the following 
format in the subject line:  LAST NAME First Name #22-55 

To support a workforce that reflects the diversity of our community; women, Indigenous Peoples, racialized individuals, persons of diverse sexual orientation, gender identity or 

expression (LGBTQ2S+), persons with disabilities, and others who may contribute to diversity of our workforce, are encouraged to express their interest. 
 

New Westminster is on the unceded and unsurrendered land of the Halq'eméylem-speaking peoples.   
`  It is acknowledged by the City that colonialism has made invisible their histories and connections to the land.  

We are learning and building relationships with the people whose lands we are on. 
 

We thank all applicants for their interest and advise that only those selected for an interview will be contacted. 

This position is only open to those legally entitled to work in Canada. 

mailto:hr@newwestcity.ca

