
POSITION DESCRIPTION
POSITION TITLE:

Locksmith

REPORTS TO:

Assistant Director of Facilities Building Services

AREAS OF RESPONSIBILITY:

This position is responsible for the full range of skilled locksmith work including installation, repair, remodel, and maintenance of manual and automated locks and locking systems. This position will activate and maintain computer data for keyless access control.
1. Purchase, install, and maintain locks and door hardware and software. 

2. Purchase, install, and determine appropriate locations and hardware for computer controlled access, including proximity readers, and pushbutton combination locks. 
a.   Coordinate and process data entry for access control software and all Microsoft applications.

b. Maintain a database of all keys issued and all locks, keying, and access credentials for card reading devices.

3. Understand low voltage wiring as applies to door hardware, proximity readers, latch retractors, handicap openers, and door hold open devices. 

4. Work with designers, architects, and committees to assist in determining the best use of hardware and computer software on campus projects for convenience and security. 

5. Purchase, install, and maintain fire code related door hardware.

6. Design and implement master keying systems for a balance of security and convenience.

7. Determine necessary door and building access for faculty, staff, and students by issuing keys and access credentials, based on need and security. 

8. Train others, including student workers and staff in the operation of the keys, locks, and databases.

9. Other duties as assigned. 

SUPERVISORY RESPONSIBILITIES: 
none

CONTACTS:
St. Olaf Community; outside vendors; outside contractors; Northfield Community members.

EDUCATION: 
Essential:
High school diploma or equivalent


Desirable:
Locksmith Certification; Vocational/Technical school training.

EXPERIENCE:
Essential:
Proven competence demonstrated by previous employment experience(s) to perform this position. 

Desirable: 
Previous locksmith experience. Experience with computerized card access systems.
PREREQUISITE(S):
Satisfactory results from physical examination and criminal background check. Must have a valid driver’s license and possess an acceptable driver’s license background check. Applicants will be required to complete and pass a St. Olaf Driving Class.
KNOWLEDGE, SKILLS, ABILITIES:

· Ability to analyze and respond to emergency situations

· Must possess aptitude to learn quickly the software system associated with our automated college-wide locking system; intermediate computer skills; including database maintenance and manipulation.

· Ability to effectively meet and communicate with college faculty, staff and students 

· Ability to interpret and build from construction drawings 

· Ability to perform heavy manual labor 

· Ability to work well as a team member as well as independently 

· Ability to perform high quality work quickly
· Must possess a high level of initiative

PHYSICAL DEMANDS:
Ability to lift/move up to 50 pounds on a regular basis; up to 75 pounds on an occasional basis.

WORKING ENVIRONMENT:
Dusty conditions; occasional inclement weather

WORK SCHEDULE:
Full Time Equivalent:
1.0, Full-time 



Term:
Year round


Shift: 
Days, Monday – Friday 7 a.m.- 4 p.m.; occasional evening or weekend work as need requires.

APPROVAL:                                                
A. William Nelson
DATE:




June 2010
