
5/16, 8/18 

 

TITLE: SAFETY AND SECURITY COORDINATOR 

QUALIFICATIONS: 1. Preferred to have successful experience working in the fields of school  

security, technology, and/or maintenance.   

 2. Preferred to have knowledge of different types of security/alarm systems,  

  recording devices/servers, camera systems, and/or phone systems, etc. 

3. Ability to successfully and effectively work and communicate in a positive 

and professional manner with all stakeholders to include District and 

school administration, teachers, students, law enforcement and other 

emergency services, community organizations, vendors, etc. 

 4. Must be organized, with strong project management skills and ability to 

meet multiple deadlines and oversee multiple project simultaneously. 

REPORTS TO: Director of Technology 

JOB GOAL: Responsible to coordinate and oversee security, safety and emergency 

preparedness throughout the District to provide a safe and efficient environment 

for students and staff. 

 

PERFORMANCE RESPONSIBILITIES: 

1. Manage and evaluate the current technical security systems and make recommendations for additional 

sensors and systems with the assistance of various vendors, departments and locations. 

2. Monitor and maintain cameras to include troubleshooting, adjusting and assisting capturing video as 

requested by administrators.   

3. Work as a collaborative team partner on district communication systems with the maintenance and 

technology departments  

4. Continually evaluate the safety of our buildings to ensure the District is providing a safe environment for 

staff and students.   

5. Work collaboratively with building administration, school resource officers, and staff to develop and 

update general safety and security procedures, building safety software, and comprehensive school 

emergency response plans (SERP). 

6. Develop, implement and monitor plan for documenting District-wide fire drill and lockdown drill 

activity, all District emergency procedures and other required safety exercises. 

7. Assist the District Communications Department on developing accurate and timely communications to 

District staff, parents/guardians, the public and the news media regarding safety procedures, safety 

drills, school threats and other security incidents. 

8. Perform walk-throughs of District sites and recommend safety and security strategies. 

9. Serve as the District first contact for any security alarm and/or incidents working cooperatively with the 

alarm vendor, building administration and staff. 

10. Work collaboratively with building administrators and staff to develop and implement plan for 

documenting chemicals used in schools to include an inventory system and safety data sheets. 

11. Collaborate, participate in and, when appropriate, lead the District SERP Team in organizing District 

SERP meetings to exercise and discuss plans.  

12. Attend trainings on school safety to ensure the District is implementing best practices and report 

information to District administration. 

13. Monitor and oversee the security budget following District policy and procedures. 

14. Monitor and regulate security-related work orders and communicate in a timely manner. 

15. Review and recommend policies as necessary in all aspects of school safety and security systems. 

16. Work as a team player with all stakeholders in a positive and professional manner. 

17. Attend District, building and department meetings as needed. 

18. Perform such other tasks and assumes such other responsibilities that are legal, moral and ethical as 

Supervisor may assign. 

 



ESSENTIAL FUNCTIONS 

● Sufficient clarity of speech and hearing or other communication capabilities, with or without reasonable 

accommodation, which permits the employee to communicate effectively in person, comprehend written 

and oral instructions, and hear sounds within the normal range of conversation and alarms. 

● Sufficient vision or other powers of observation, with or without reasonable accommodation, which 

permits the employee to view blueprints and work-related manuals; prepare reports as required; to 

observe facilities and equipment to inspect and determine needed repairs and/or quality of completed 

work; to operate a motor vehicle and work-related equipment; 

● Sufficient manual dexterity, with or without reasonable accommodation, which permits the employee to 

operate all work-associated equipment, operate a vehicle, and work in confined spaces; 

● Maintain emotional control under stress.   

● Sufficient personal mobility, agility, strength and reflexes, with or without reasonable accommodation, 

which permits the employee to work in indoor and outdoor conditions, to stand or sit for long periods of 

time, travel around the District frequently, and to perform skilled construction-related tasks; 

● Jobs in this class require performing repetitive motions in typing, filing and paperwork, to include 

inputting data, reading a monitor, analyzing data and creating reports. 

● Jobs in this class require performing repetitive motions in fingering and hand/wrist/arm movements and 

standing for four or more hours at a time. Related job tasks may require, with or without reasonable 

accommodation, lifting or moving up to 50 pounds frequently and up to 100 pounds occasionally, 

walking over uneven flooring, roofing or construction sites; working in confined spaces, climbing and 

standing on ladders, crawling, stooping, kneeling, bending, crouching and reaching. 

 

TERMS OF EMPLOYMENT: Exempt classified position.  Assignment is a 12 month position  

SALARY: Starting at $50,000 

BENEFITS:  Other benefits as provided classified staff per policy 

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of 

Board’s Policy on Evaluation of Classified Staff. 

 


