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Job Title: 		Locksmith Coordinator
Job Number:			SB-037 | VIP: 1335			
Band:			OPSEU-9				
Department: 			Facilities Management					
Supervisor Title: 	Manager, Facility Services
Last Reviewed:			March 18, 2026

JOB PURPOSE:
Reporting to the Manager, Facility Services, the Locksmith Coordinator is responsible for the coordination, delivery, and oversight of locksmith services that support the safety, security, and operational integrity of Trent University’s buildings and related assets. The role ensures the effective management of the University’s restricted master key system, including installation, repair, maintenance, and documentation of locks, door hardware, key systems, and electronic access components.
The Locksmith Coordinator provides technical leadership, supports compliance with security and building standards, coordinates contractors and suppliers, and delivers timely response to security‑related service requests and emergencies. The role plays a critical function in safeguarding campus occupants, assets, and facilities through secure access management and high‑quality locksmith services.
Key Activities:
Locksmith Coordination & Operations
· Coordinate day‑to‑day locksmith operations, including scheduling, prioritizing, and monitoring work assignments within the lock shop.
· Oversee and coordinate external contractors for door hardware installations, repairs, and access control systems.
· Supervise and direct the activities of seasonal student employees. 
· Maintain accurate records for key issuance, keyway management, lock pinning, core locations, and related inventory using the University’s approved systems.
· Communicate with campus stakeholders regarding work scope, timelines, access restrictions, and service expectations.
· Install, repair, maintain, and troubleshoot mechanical and electronic locksets, door closers, exit hardware, electronic keypads, and associated security components.
· Cut, duplicate, and issue keys within the University’s restricted master key system; validate authorization prior to issuance.
· Respond to lockouts, emergency access issues, lost master key situations, and urgent repair needs.
· Coordinate procurement of door hardware, keying supplies, and system components in accordance with purchasing policies.
· Ensure the lock shop and work sites are maintained in a safe, organized, and secure manner.
· Support general maintenance operations when required, including occasional assistance with furniture moves, painting, and winter maintenance activities.
Project Management & Access Control
· Develop detailed hardware specifications for renovations and all major capital projects in accordance with Trent’s Access Control Policy.
· Designs and implements building specific key schedules for existing and newly built buildings on campus.
· Provides professional expertise for door hardware, locking hardware as well as building code specific exiting devices in all newly constructed facilities.
· Ensures compliance with the Ontario Building Code (OBC) as well as the Accessibility for Ontarians with Disabilities Act (AODA), when reviewing blueprints and building specs.
· Liaise with architects, engineers, project managers, department managers, developers, suppliers, manufactures to meet the need of Trent community.  
· Develop estimates for in-house renovations as well as major capital projects.
Compliance & Safety
· Ensure locksmith‑related operations comply with applicable legislation, codes, and University policies, including security, accessibility, and building requirements.
· Promote and reinforce safe work practices and ensure that tools, equipment, and procedures meet safety standards.
· Ensure confidentiality regarding access privileges, key records, and sensitive information about campus facilities and occupants.
Education Required:
· Two (2) year post secondary diploma in a related field required (e.g. Carpentry and Renovation Technician, Building Construction Technician etc.).
· Locksmith certification required.

Experience/Qualifications Required:
· Eight (8) years of experience as a Locksmith required. Experience in large, multi-building, corporate or Broader Public Sector environments preferred.
· Strong technical skills in blueprint reading, lock repair, keying systems, electronic access, and door hardware.
· Experience estimating costs of material and labour.
· Strong understanding of all relevant building/construction regulations, including Ontario Building Code, Occupational Health & Safety Act and Accessibility for Ontarians with Disabilities Act (AODA).
· Ability to work independently, manage competing priorities, and maintain confidentiality. 
· Strong communication, customer service, and organizational skills.
· Good technical competency including the ability to utilize Key Wizard, Persona, Microsoft Office suite, email and cell phones.
· Must be available to respond to emergencies after‑hours as needed.
· Must be physically capable of routine lifting/handling materials and supplies.
· Valid ‘G’ class driver’s license required.
· A satisfactory Criminal Record Check (“Police Record Check”), dated within the past six (6) months is required as a condition of employment.
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