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Job Description 

Job Title: Room Use Coordinator    JTC: CPR 

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 
Responsible for the coordination, planning, and management of all the location’s as well as all campus 
off-site buildings/locations, available rooms and spaces, utilized for all academic purposes of the 
location. Serves as the primary contact for external entities requests to utilize campus facilities. 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of planning and management of buildings and rooms.  Ability to display administrative office 
experience and experience coordinating space utilization for a location with a considerable amount of 
rooms and off-site locations.  Experience with the creation, maintenance, and management of 
databases. 

Ability to work on various projects simultaneously. Able to coordinate of all inter-office moves including 
the actual movement of boxes, PCs, etc.  Effective time management skills with an ability to prioritize, 
meet deadlines, and provide excellent work. 

Ability to deal extensively and effectively with a wide variety of individuals from diverse background.  
Able to coordinate with other departments to maintain current campus floor plans and recommend 
building and room number assignments.  

Able to assist in the development and dissemination of space standards and space management 
guidelines, policies and procedures.  Able to develop and maintain procedures for reporting space 
changes and implements updates as necessary. 

Effective oral and written communication skills to interact with persons from diverse backgrounds. 
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 20 pounds.   

MINIMUM KNOWLEDGE AND EXPERIENCE 
Associate’s degree plus four (4) years 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 all room use requests for credit, core rooms, non-credit, middle college, college high 
schools, internal and external events.  Maintains database and R25 system to coordinate entire 
location’s room use requests. Runs weekly reports for use of various departments on weekends and/or 
evenings. 

Creates, maintains, and manages the database that collects all the information related to all of the 
rooms available at all of the location’s sites. Assesses and annotates in database the individual room 
characteristics to ensure room capability as well as capacity.  Creates and monitors scheduling 
procedures, administrative practices, state regulations, and ensures scheduling policies are enforced. 

Primary liaison between various campus departments in the creation and maintenance of class 
schedule. Creates, maintains, and distributes the location production calendar. Acts as the liaison 
between various location departments and compiles data and information for the production and 
maintenance of the class schedule.  Works closely with facilities to ensure proper application of facility 
use policies; reports needed repairs.  Serves as the representative to the community seeking the use of 
facilities; assess needs, determines availability, confirms details, generates invoices and collects fees. 

Verifies contact hours to assess needs and space available for classes; verifies section numbers to 
determine the type of classes and determine best room allocation based on need of courses.  Maintains 
a daily schedule of events and calendar of specific events to ensure current status of space availability.  
Responsible for requesting schedule rollover for all divisions; coordinates task with DSC staff. 
Responsible for the location’s Room Manual.   

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 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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