
CLASS TITLE: SKILLED TRADESMAN – Locksmith 
 
CLASS SUMMARY 
The Skilled tradesman is responsible for the work activities in one or more of the following skilled trades: 
Carpentry, Plumbing, Electrical, and Mechanical. This position is governed by state and federal laws and 
agency/institution policy. 
 
JOB SUMMARY  
Installs, inspects, operates and repairs door hardware campus wide. 
 
DUTIES PERFORMED 
1. Install new locks and door hardware as needed. This would include new construction, remodel 

projects, breakage, etc. 
2. Repair locks. Disassemble locks and replace worn tumblers, springs, and other parts, as needed. 
3. Repair and adjust door mounted closers and floor closers. 
4. Rekey locks for security purposes; change lock combinations. 
5. Make keys. 
6. Maintain hinges, closers, and all related door hardware. 
7. Keep accurate and up-to-date record of all keys and locks. 
8. Hang doors, closures, install door hardware 
9. Other duties as assigned. 

 
SUPERVISION GIVEN AND RECEIVED 
Under direct supervision of the Maintenance Supervisor 
 
RELATION TO OTHER JOBS 
All departments depend on the Locksmith to maintain the security of all campus buildings. In addition, 
because the Facilities Management interacts with virtually every area of campus life, a pleasant 
relationship that is supportive of the Facilities Management objective is essential. 
To accomplish this objective, workers are occasionally required to perform work not related to their 
specific trade. 
 
MACHINES AND TOOLS 
Key cutter, portable drills, welder, computer, and miscellaneous hand tools necessary in the locksmith 
trade. 
 
WORKING CONDITIONS 
Most work is performed inside. SOME OVERTIME AND/OR AFTER HOUR CALLS ARE REQUIRED.  
 
PHYSICAL REQUIREMENTS 
Able to bend, stoop, climb and lift. Requires moderate physical strength. 
 
GENERAL REQUIREMENTS 
1. Must be dependable. 
2. Must adhere to all safety standards as established by the Facilities Management. 
3. Should be well organized and able to prioritize work. 
4. Ability to work independently, without close supervision, is essential. 
5. Must be able to remain calm during stress periods. 



6. Must have a valid Arkansas driver's license 
 
Application Process: Qualified applicants should send an application and resume with the name, 
address, and telephone number(s) of three references to: 
 

Human Resources 
University of Arkansas at Pine Bluff 

1200 North University Drive 
Mail Slot #4942 

Pine Bluff, AR 71601 
uapbjobs@uapb.edu 

  
Deadline for Applications: Review of applicants will begin immediately and will continue until the 
position is filled. 
 

“UAPB is an Equal Employment/Affirmative Action Employer and full participation by Women and 
Minority Groups is encouraged.” 

 

 


