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JTC NO. CJM
FLSA EXEMPT Y
DALLAS COUNTY COMMUNITY COLLEGE DISTRICT
JOB DESCRIPTION

JOB TITLE:

Manager of Records and Retention

DATE PREPARED:

Summer 2013

DATE REVISED:

Fall 2016

GENERAL SUMMARY:
Responsible for the development, implementation, and support of administrative record keeping
systems. Provides leadership to staff involved in record management as applied to all phases of the
information life cycle (retention).
PRINCIPAL DUTIES AND RESPONSIBILITIES:
- Provides leadership to assigned staff who are responsible for record management functions,
which may include record retention, electronic forms, document imaging and record
disposition.
-

Provides records management knowledge, technical expertise and support to departments.

-

Responsible for the implementation of electronic forms, including workflow and process
management and working with information technology.

-

Research, monitor and interpret record keeping guidelines and retention to ensure
compliance with federal regulations and state statutes in order to reflect operational, legal,
fiscal, audit, administrative and historical requirements.

-

Supervision: Designs and executes a staffing plan to meet requirements through selection,
training, and supervision of assigned staff.

-

Manages office service functions including copy center, mail handling, and office supplies to
ensure customer service levels are achieved.

-

Compiles production data, maintains databases and spreadsheets, and prepares periodic and
ad hoc reports and charts of individual and department production activity.

-

Develops and maintains the content of the records management department web site with the
technical assistance of the District’s web master.

-

Plans and conducts records management training programs for colleges.

-

Performs related duties as assigned.
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PHYSICAL EFFORT REQUIRED:
Requires the ability to lift records storage boxes weighing an average of 50 pounds and climb stairs.
REPORTING RELATIONSHIP:
First level supervisor is the District Director of Records and Retention; second level supervisor is
Associate Vice Chancellor Business Affairs.
MINIMUM EDUCATIONAL/SKILL REQUIREMENT:
Bachelor's degree or higher plus four years of related work experience or Associate’s degree
plus six years of related work experience. Must have two (1) year of demonstrated supervisory
experience of full-time staff. Ability to handle confidential information. Demonstrated knowledge
of current records management concepts, process and analysis. Ability to utilize computer
technology to access data, maintain records and communicate with others. Demonstrated oral
and written communication skills to interface effectively with DCCCD employees, external
vendors, and individuals from diverse backgrounds. Strong knowledge and experience in
providing effective customer service. Official transcripts will be required. *** Will be subject
to a criminal background check. Some positions may be subject to a fingerprint check. ***
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