Job Description
Job Title: Sr. Associate Director-

JTC: ARQ

Salary Range: E04

FLSA: 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 leadership and management of an organization, performing complex and highly
responsible duties to attain organizational and district goals.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES
Demonstrates outstanding strategic thinking skills with the ability to build, communicate and effectively
execute organizational and/or departmental vision and strategic goals. Knowledgeable of state and/or
federal guidelines and regulations, within assigned area of responsibility, that may affect how business is
done within the organization. Must be able to keep up-to-date on best practices and technological
changes within the market in assigned area of responsibility.
Ability to thrive in a fast-paced, high-change organization, work autonomously and in a team
environment, and be flexible in a dynamic role. Strong work ethic and dedication to high standards of
excellence. Excellent organizational and time management skills with the ability to prioritize
assignments amidst opposing, high leverage, high-impact priorities to meet multiple deadlines. High
level of analytical thinking and problem solving skills with the ability to analyze data and make sound
recommendations.
Ability to build and maintain working relationships with diverse stakeholders and constituents
internal/external to the organization to identify and understand problems/issues and/or obtain multiple
perspectives toward problem resolution. Ability to provide information effectively and make
presentations formally or informally to an individual or in a group setting.
Ability to establish program goals and objectives that support the strategic plan ensuring goals, purpose
and criteria for success are clearly defined. Ability to develop reasonable performance standards and
ways of evaluating outcomes. Able to process and handle confidential information with discretion. .
Must be able to manage a budget and work within the constraints of that budget.
Demonstrates interpersonal, organizational, oral and written communication skills to engage effectively
with individuals from diverse, multicultural backgrounds. Ability to work cross-functionally with other
constituents to implement operational strategies or new processes to improve the client/student
experience and provide excellent customer service.
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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. May be required to lift and move materials and equipment.

MINIMUM KNOWLEDGE AND EXPERIENCE
Master’s Degree with three (3) years of work-related experience. Official transcripts are required. Must
have valid driver’s license to travel off site. ***Will be subject to a criminal background check. Some
positions may be subject to a fingerprint check. ***

ESSENTIAL DUTIES AND RESPONSIBILITIES
Completes required DCCCD Professional Development training hours per academic year. Utilizes solid
interpersonal, oral and written communications skills to effectively interact with a diverse array of
stakeholders and constituents within the DCCCD community network. 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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