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Matanuska-Susitna Borough School District 

Classified Staff Job Description

Title:  Security Monitor-Service Center
	Band
	Grade
	Subgrade

	A
	1
	3

	Department:
	Accountable to:
	FLSA Status:

	Information Technology
	Information Technology Supervisor
	 Non-Exempt


Class Summary:  Employees in this classification perform a variety of tasks and functions to ensure schools are secure and protected, facilities are secured appropriately, building controls, such as lighting and access control, are managed to support facility use, and alarms are reported to authorities in a timely manner. This position is located at the District Central Office building.
Distinguishing Characteristics:
	Duty No.
	Essential Duties
	Frequency
	Band/Grade

	
	
	
	

	1
	Coordinate with the District’s contracted security and fire monitoring company for all fire and security alarms and report any activity which could result in danger to students, staff, and buildings
	Daily
	A1

	2
	Maintain security of all exterior doors. Open and close buildings for any scheduled after hour activities. Report any activity that is a security risk. Complete written reports of security violations.
	Daily
	A1

	3
	Monitor District video surveillance system. Monitor, log and generate appropriate notifications regarding any life safety systems issues or notifications.
	Daily
	A1

	4
	Monitor two-way radio emergency channels as needed.
	Daily
	A1

	5
	Surveys school buildings and grounds to identify problem areas in need of attention via camera surveillance and verbally reports such findings to the proper facility administrator, facility maintainer, safety manager or the proper authorities.
	Daily
	A1

	6
	Assists school administration in opening/closing facilities access for after school or weekend activities such as sports teams from out of town.
	Daily
	A1

	7
	Maintains positive working relationships.
	Daily
	A1

	8
	May be required to perform additional related tasks as delegated by the Safety Manager or assigned designee.  
	As Needed
	A1


Knowledge: Basic emergency procedures comprehension that would apply within a school setting, and capability to respond accordingly.  Understanding of strict confidentiality guidelines and ability to comply. Demonstrates understanding and initiative in principles and practices of actively conducting specific and random area surveillance. Knowledge of computer use to include camera surveillance systems and applicable building controls systems such as lighting and access controls.  Knowledge of general school locations/layouts.
Skills (position requirements at entry):  Highly motivated with effective time management skills.  Ability to work with designated policies and procedures with minimal supervision, consistently remain attentive while working flex shift hours, strong critical thinking skills, problem solver, strong written and verbal communication skills.
Training and Experience (position requirements at entry):  High School Diploma or equivalent (preferred).
Licensing Requirements (position requirements at entry):  A valid Alaskan Driver's License.
Physical Requirements:  Sedentary Work:  Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to life, carry, push, pull, or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.
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