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 Class Specifications 
 for the Class: 
 
 UNIVERSITY LOCKSMITH 
 
 
Duties Summary: 
 
 Performs maintenance, overhaul repair and installation of 
various types of mechanical and combination locking devices; makes 
keys and changes lock combinations; and performs other related 
duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class is distinguished by its responsibility for 
maintaining, overhauling, repairing and installing a wide variety 
of mechanical and combination locking mechanisms in doors, office 
equipment, safes and for the administrative responsibility for a 
locksmith shop serving a large agency.  A position in this class 
services and installs various types of mechanical locking devices 
that usually contain limited number of parts and components such 
as key-in-the-knob, deadbolt, office equipment, padlocks, 
combination locks and emergency exit locks.  Incumbents in this 
class also respond to numerous emergency calls to remove broken 
keys from locks, open doors with defective latch springs, remove 
objects from forced locks, opens and/or repairs combination locks, 
and repair desk and file cabinet locks.  Included is the 
scheduling of work activities, ordering of supplies and equipment, 
and maintaining records and files and determining work priorities. 
 
Examples of Duties: 
 
 Installs a wide variety of mechanical lock assemblies or 
changes and adjusts existing locks in doors and office equipment; 
changes lock core codes; changes pins and springs to conform with 
new core codes; installs new lock assemblies or changes and make 
adjustments to existing locks, developing sub-system based on, or 
off, existing master systems; opens locks when keys are missing; 
removes broken keys from keyways; performs operational checks, 
visually checking parts for wear and defects, cleaning and 
replacing parts, reassembling and reinstalling mechanical and 
combination locking devices; attends manufacturers training 
sessions for newly introduced lock assemblies and new machinery; 
makes new or duplicate keys on key cutting machine; maintains key 
cutting machine, code cutting machine and other equipment and 
tools used; responsible for the security and recordkeeping of all 
original keys; prepares requisitions for replenishment of stock 
and equipment; maintains manuals, records, and files. 
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UNIVERSITY LOCKSMITH 
 
 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Internal structure and operating 
characteristics of standard mechanical locking devices; 
combination locking devices; practices, tools, equipment and 
materials used in locksmith work; methods of cutting new and 
duplicate keys; methods of installing and repairing lock 
assemblies in doors, office equipment and safes. 
 
 Ability to:  Operate key cutting machines and other equipment 
and tools used in the locksmith trade; maintain simple records and 
files. 
 
---------------------------------------------------------------- 
 This is the first specification for the new class UNIVERSITY 
LOCKSMITH. 
 
 
Effective Date:  July 16, 1985 
 
 
 
DATE APPROVED:  6/30/87                                          
                                   ALFRED C. LARDIZABAL 
                   Director of Personnel Services 
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