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Job Description 

Job Title:  Curriculum Specialist II  JTC: CL8 

Salary Range: N03  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 
Supervises district wide set-up and input of colleague continuing education college course submissions. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of applicable laws, codes, regulations, policies, and procedures as it relates to curriculum 
and instruction.  Able to conduct curriculum and instruction design and delivery systems, including audit 
and evaluation processes that determine program effectiveness. 

Ability develop, plan and coordinate curriculum and assessments for the purpose of implementing a 
standards-based instructional program.  Able to analyze data for the purpose of improving the 
instructional program.  

Ability to utilize computer technology to access data, maintain records, generate reports and 
communicate with others.  Excellent interpersonal skills, able to deal effectively with diverse skill sets 
and personalities and work effectively as a team player. 

Able to work with project teams on due dates and course/project release schedules.  Ability to lead and 
utilize motivational techniques and strategies in the development curriculum and assessment. Ability to 
multitask and manage several projects effectively. 

Proven knowledge and experience providing effective customer service. Effective problem-solving and 
critical-thinking skills.  Able to identify and resolve issues in a timely and effective manner. Able to 
provide excellent customer service to clients.  

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 20 pounds. 

MINIMUM KNOWLEDGE AND EXPERIENCE 
Associate’s Degree plus four (4) years of work-related 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 the review of curriculum revisions and new program curriculum applications for 
completeness and compliance with the requirements of State agencies and DCCCD policies and 
procedures related to program/course accreditation.  Provides assistance to councils and committees 
involved in the development of new curriculum and revisions of existing curriculum via various 
communication channels. Develops and maintains manuals and handbooks detailing required format, 
procedures, and timelines as resource information 

Assists in the state reporting process regarding continuing education courses as needed and required. 
Creates and maintains various databases, and reviews and monitors documents for completeness, 
accuracy and compliance with state/federal agencies and DCCCD policies and procedures.  Responsible 
for the preparation, update, maintenance and management of all continuing education curriculum 
materials and information required in all of the department’s computerized databases. 

Works as liaison for campus-based committees to resolve state reporting issues.  Assists campus 
locations in preparing revision documentation and new program application.  Responds to inquiries of 
varying complexity; identifies problems and solutions based on knowledge of the district’s curriculum 
process. Provide training to campus personnel on how to access and use the web revision reporting 
process. 

Supervises and assists with the set-up, input and maintenance of district wide continuing education 
course information in the DCCCD course master database and Degree Audit systems.  Supervises the 
design and implementation of documentation to secure state approvals including identifying format, 
document preparation and oversight of the process. 

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 service. 

Performs other 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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