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LOCKSMITH SUPERVISOR

This is supervisory work over journey level locksmiths at the larger institutions or agencies. In addition
to performing all the tasks recognized in the Locksmith III classification, employees in this class spend
a large portion of their time performing supervisory duties.

I. SUPERVISORY/MANAGERIAL FUNCTIONS:

Planning - In the installation or modification of keying systems, considerable planning for materials
needed and manpower must be accomplished several months in advance of the project.

Organizing and Directing - Employees are responsible for the scheduling and assigning of incoming
work orders based on the capabilities of the employees supervised and the capacity of the locksmith
shop to meet the on-going demands of the institutions.

Budgeting - Employees prepare an annual projected budget for equipment and supplies required in
normal operation, and to prepare for any projected renovations or new buildings. This proposal is
forwarded to the immediate supervisor for review and approval.

Training - Instructions are provided via in-service training and on-the-job training covering new locking
systems, door hardware installation, re-keying and duplication techniques, and many other aspects
pertinent to the locksmith trade.

Setting Work Standards - In addition to the established rules and procedures of the agency or trade,
employees establish and enforce work rules, standards, and procedures in order to increase the
effectiveness of the security of an institution or facility.

Reviewing Work - Employees review the work of subordinates, both during the assigned task and after
completion, for quality and effectiveness. Employees provide guidance and assistance as needed.

Counseling and Disciplining - Employees are responsible for counseling and advising subordinates on
any problems or concerns which affect the quality of work through informal discussions. Employees
with major grievances are directed to proceed through established procedures.

Performing Other Personnel Functions - Employees have an active role in interviewing new applicants
and recommending new hires, dismissals, and promotion of subordinate staff.

II. SCOPE AND NATURE OF WORK SUPERVISED:

Dynamics of Work Supervised - The nature of work found is relatively stable; however, change may
occur due to implementation of new technical systems (i.e., electronic locking systems or special door
closures) within the institution or agency.

Variety of Work Supervised - Employees are responsible for the layout, installation, and maintenance of
agency or institution-wide keying systems.

Number of Employees Responsible For - Two to seven employees.
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III. EXTENT OF SUPERVISION RECEIVED: Employees function with considerable technical
independence. Employees receive administrative guidance and assistance from a higher-level trades
supervisor.

IV. SPECIAL ADDITIONAL CONSIDERATIONS: N/A

V. RECRUITMENT STANDARDS:

Knowledges, Skills, and Abilities - Considerable knowledge of master keying systems. Considerable
knowledge of the standard practices and methods of the locksmith trade. Ability to lay out keying
systems. Manual skill in making minute filings and insertions. Ability to maintain key records and
security of keys, patterns, and combinations. Ability to maintain security and integrity of master lock
system. Ability to follow oral and written instructions. Ability to establish and maintain rapport with
department heads, deans, Physical Plants Directors, and other trades personnel. Ability to supervise
other workers. Ability to plan work operations.

Minimum Education and Experience - Completion of high school and two years of experience in
performing the full range of journey level tasks associated with the locksmith trade, including
experience in the layout and maintenance of keying systems; or an equivalent combination of education
and experience.


