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Locksmith I



Job Description

FLSA: Non-exempt
Effective January 1, 2011

Grade: 12    
Summary of Duties 
Assist Locksmith II with lock repair and maintenance of all campus facilities.
Primary Duties

Assisting in providing proper security of all facilities on campus through key control, lock repair, and maintenance.  Must maintain good relations with students and other employees.  Other duties as assigned by supervisor.
	Requirements and Job Specifications


	Minimum Education Required

High school graduate or equivalent.
Minimum Experience Required

Four years experience in a lock shop or business requiring locksmith work or demonstrated equivalent experience.
Skills Required

Memory for details and oral and written instructions.
Must be able to operate electric drill, grinder, key cutting machine, and key coder machine. 

	Minimum Specialized Training Required

Basic locksmith training through vocational school, apprenticeship program, or on-the-job training.

Must possess a valid driver’s license and meet the requirements to operate a university vehicle.

Minimum Typing Speed Required

N/A
Physical Ability Required

None.

Working Conditions and Work Hours
Eight hours per day, five days per week.  Overtime on weekends or after hours with limited advance notice

Supervision of others – Job title of those supervised

None.


	Requirements & responsibilities unique in individual work unit(s)

	
	


The information on this document is intended to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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