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LOCKSMITH 
 

Job Overview 
 
The job of Locksmith was established for the purpose of providing locksmith services with specific 
responsibility for the repair, alteration, installation and keying of locks on buildings, equipment, lockers and 
vehicles; door and door hardware; resolving immediate operational and safety concerns; assisting other skilled 
trades; and ensuring that tools and materials are available at job sites. 
 
This job reports to the Access Control Manager. 
 
 
Essential Functions 
 

• Coordinates with assigned foreman and/or other trades for the purpose of completing projects and work 
orders efficiently.  

• Cuts new or duplicate keys (e.g. building and vehicle keys, file cabinets, desks, cabinets, intrusion 
alarms, lost or stolen locks/keys, etc.) for the purpose of providing the county with a master key system 
and ensuring security of its facilities.  

• Diagnoses cause problems and/or failures in security systems for the purpose of identifying equipment 
and/or systems repair and/or replacement needs.  

• Fabricates unique locks and locking devices for the purpose of meeting specialty needs and/or 
replacing unavailable parts.  

• Inform personnel regarding procedures and status of work orders for the purpose of providing 
necessary information for making decisions, taking appropriate action and/or complying with building 
and safety regulations.  

• Installs locking systems (both manual and electronic) (e.g. doors, door hardware, closures, panic 
hardware, changes lock combinations, security bolts, etc.) for the purpose of maintaining a safe and 
secure facility. 

•  Maintains vehicles, tools and equipment for the purpose of ensuring availability in safe operating 
conditions.  

• Participates in meetings, workshops, training, and seminars for the purpose of conveying and/or 
gathering information required to perform job functions.  

• Prepares written materials (e.g. repair status, activity logs, etc.) for the purpose of documenting 
activities and/or conveying information.  

• Re-Keys locks and changes combinations for the purpose of ensuring security.  
• Repairs a variety of items, systems and/or components (e.g. locks, worn tumblers, shortens tumblers, 

springs, changes combinations, exist hardware, etc.) for the purpose of ensuring a safe working 
condition  

• Requests for equipment and supplies for the purpose of maintaining inventory and ensuring availability 
of items required to complete the necessary installation and repair.  

• Responds to emergency situations during or after hours for the purpose of resolving immediate safety 
concerns.  

• Transports a variety of tools, equipment and supplies for the purpose of ensuring the availability of 
materials required at job sites 

 
Other Functions 
 
Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of 
the work unit. 
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Working Environment 
 
The usual and customary methods of performing the job's functions require the following physical demands: 
occasional lifting, carrying, pushing, and/or pulling; some climbing and balancing; some stooping, kneeling, 
crouching, and/or crawling; and significant fine finger dexterity. Generally, the job requires 5% sitting, 50% 
walking, and 45% standing. The job is performed under minimal temperature variations and in a generally 
hazard free environment. 
 
Qualifications 
 
Minimum experience: Job related experience is desired. 
 
Minimum education: High School diploma or equivalent. 
 
 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
Pre-Employment  

Alcohol and Drug Test 
 

 Successful completion of training in web-
based software for creating and maintaining 

electronic lock inventory & credentialing. 
Valid Tennessee Driver's License & 

Evidence of  
Insurability 

 

 Non-Exempt 

Continuing Education/Training:  Clearances:  Employee 
Type: 

None Specified  Criminal Justice Fingerprint/Background 
Clearance 

 

 Classified 
 
 
 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not 
discriminate on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected 
veteran status, or any other characteristic protected by federal, state or local laws in its policies, or in the admission of, 

access to, treatment, or employment in its programs, services, or activities. 


