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Job Description 

Job Title: Records & Archives Technician JTC: CT8 

Salary Range: N01   FLSA:  Non-Exempt 

Since 1965, we have served more than 3 million students.  Dallas County Community College District 
(DCCCD) is one of the largest community college systems in the state of Texas, which includes seven
independently accredited colleges located around the Dallas/Fort Worth area.

POSITION SUMMARY 
Responsible for the receipt, organization and disposition of records in the records center and archives 
including shelving boxes, interfiling records, and requests for information.  

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Effectively solves basic problems with appropriate and efficient solutions; gathers data and with 
guidance responds to new, complex or problematic situations. 

Ability to handle confidential information.  Ability to utilize computer technology to access data, 
maintain records, generate reports and communicate with others. 

Able to work in partnership with others to accomplish goals.  Demonstrates effective technical 
knowledge related to functional group. 

Effectively organizes work efforts and prioritization of tasks; effectively utilizes resources optimally and 
deliver work products within established and appropriate deadlines.  Must be able to maintain record 
order and sequence. 

Able to communicate effectively verbally and in writing with individuals from diverse backgrounds.  The 
ability to provide quality customer service.  Strong knowledge and experience providing effective 
customer service. 

PHYSICAL REQUIREMENTS 
Normal physical job functions performed within a standard office environment.  Reasonable 
accommodations may be made to individuals with physical challenges to perform the essential duties 
and responsibilities.  Occasionally may be required to lift and carry materials weighing up to 50 pounds. 
MINIMUM KNOWLEDGE AND EXPERIENCE 
High School Diploma is required plus one (1) year of experience. *** Will be subject to a criminal 
background check.  Some positions may be subject to a fingerprint check. ***   
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ESSENTIAL DUTIES AND RESPONSIBILITIES 
Responsible for maintaining the confidentiality of sensitive information held in the Records Center. 
Assists with maintaining records management databases to identify, categorize, store, retrieve and 
dispose of records.  Provides retrieval of archives historical information for personnel throughout the 
organization and for community research requests; also arranges intercampus loans of the archival 
materials. 

Manages shelf space assignment by appraising needs and providing solution to alleviate impacted 
shelves.  Searches and retrieves information from files and microfilm in response to specific requests.  
Supports clients with archival and provision of study and submission information as needed. 

Assists with evaluating record requests to determine availability of information and restriction on 
dissemination.  Maintains close liaison with customers to be responsive to problem identification and 
immediate follow-up to resolutions. 

Disposes of records that have met the required retention period as stipulated in the records retention 
schedules.  Conducts records center inventory. Assists with updating the database to accurately reflect 
the location.  Identifies opportunities to improve and refine relevant processes as appropriate.  

Completes required DCCCD Professional Development training hours per academic year.  Utilizes 
excellent communication skills and the ability to interact with diverse internal/external stakeholders and 
constituents within the DCCCD community network.  Provide excellent customer services to clients. 

Performs related duties as assigned. 

The intent of this job description is to provide a representative summary of the major duties and 
responsibilities performed by incumbents of this job and shall not be construed as a declaration of the 
total of the specific duties and responsibilities of any particular position.  Incumbents may be directed to 
perform job-related tasks other than those specifically presented in this description. Position requires 
regular and predictable attendance.   
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