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Operational/Security Specialist Job Description 
(Starting Wage $15.50/HR + depending upon Qualifications and Experience) 

 

Purpose: 

  Under general supervision, responsible for all South Terminal dispatch services, work order entries, security 
system management, CCTV management, escort management and emergency response.  

 
Duties, Functions and Responsibilities: 

  

 
• EXCELLENT CUSTOMER SERVICE is key to this positon. Willingness to ALWAYS provide the 

highest level of customer service and interaction is a requirement of this position. 
 
 
Essential duties and functions, pursuant to the Americans with Disabilities Act, may include the following. Other 
related duties may be assigned. 

• Answer emergency and non-emergency phone calls, determine nature of request and take messages 
when necessary. Initiate, enter and update Emergency Notification System during emergency and non-
emergency situations. 

• Initiate, enter and update calls for service for Police, Emergency Medical Service, Fire and Operations 
Security into Computer Aided Dispatch Computer System. 

• Provide customer service to Austin South Terminal Employees, other governmental agencies and 
tenants by performing duties such as providing information verbally or using communication devices. 

• Operate and monitor fire alarm system for South Terminal facility. Prepare chronological data to assist 
employer, LoneStar Airport Holdings, Transportation Security Administration, Police, Fire and EMS 
with their reports. Monitor security/emergency equipment/systems and closed circuit television 
monitors; Report breaches of security to appropriate personnel. 

• Enter and dispatch work order service requests for all maintenance divisions at Austin South Terminal. 
• Record data to appropriate forms/logs. Search for data on multi-application computer systems 
• Operate/monitor multi-channel radio, audio/video, multi-agency and multi-jurisdictional alpha paging 

systems. 
• Coordinate inter-departmental operations during emergency situations; Coordinate internal and multi-

agency joint response. 
• Coordinate the opening and closing of the South Terminal (or portions of it) based upon direction, 

conditions, safety factors and emergencies. 
• Coordinate Investigations with other law enforcement entities, employer, LoneStar Airport Holdings, 

and Department of Aviation through CCTV management and SecuritySystem management. 
• Operate over head paging throughout the terminal and external buildings. 
• Inspects facilities and ensures safe operating conditions via closed circuit television monitors. 
• Perform other duties as directed. 

Responsibilities - Supervisor and/or Leadership Exercised: 

  
• May perform training and guidance to others 
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Knowledge, Skills, and Abilities: 

  

Must possess required knowledge, skills, abilities and experience and be able to explain and demonstrate, with 
or without reasonable accommodations, that the essential functions of the job can be performed. 

• Knowledge of airport operations. 
• Knowledge of Federal, State and local laws. 
• Knowledge of city practice, policy and procedure. 
• Knowledge of safety practices and procedures. 
• Knowledge of policies, procedures, and strategies to promote effective local, state, or national 

 security operations for the protection of people, data and property. 
• Knowledge of supervisory and managerial techniques and principles. 
• Skill in oral and written communications. 
• Skill in handling multiple tasks and prioritizing. 
• Skill in using computers and related security software. 
• Skill in planning and organizing. 
• Ability to quickly recognize and analyze irregular events. 
• Ability to work with frequent interruptions and changes in priority. 
• Ability to stay informed of airport operational and security issues. 
• Ability to establish and maintain good working relationships with other city employees and the public 
• Ability to train others. 

Physical Demands: 

• Climbing. Ascending or descending ladders, stairs, scaffolding, ramps, poles and the like, using feet and 
legs and/or hands and arms. Body agility is emphasized. This factor is important if the amount and kind 
of climbing required exceeds that required for ordinary locomotion. 

• Balancing. Maintaining body equilibrium to prevent falling and walking, standing or crouching on narrow, 
slippery, or erratically moving surfaces. This factor is important if the amount of balancing exceeds that 
needed for ordinary locomotion and maintenance of body equilibrium. 

• Stooping. Bending body downward and forward by bending spine at the waist. This factor is important if 
it occurs to a considerable degree and requires full motion of the lower extremities and back muscles. 

• Kneeling. Bending legs at knee to come to a rest on knee or knees. 
• Crouching. Bending the body downward and forward by bending leg and spine. 
• Crawling. Moving about on hands and knees or hands and feet. 
• Reaching. Extending hand(s) and arm(s) in any direction. 
• Standing. Particularly for sustained periods of time. 
• Walking. Moving about on foot to accomplish tasks, particularly for long distances or moving from one 

work site to another. 
• Pushing. Using upper extremities to press against something with steady force in order to thrust forward, 

downward or outward. 
• Pulling. Using upper extremities to exert force in order to draw, haul or tug objects in a sustained motion. 
• Lifting. Raising objects from a lower to a higher position or moving objects horizontally from position-to-

position. This factor is important if it occurs to a considerable degree and requires substantial use of 
upper extremities and back muscles. 

• Fingering. Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole 
hand as in handling. 

• Grasping. Applying pressure to an object with the fingers and palm. 
• Feeling. Perceiving attributes of objects, such as size, shape, temperature or texture by touching with 

skin, particularly that of fingertips. 
• Talking. Expressing or exchanging ideas by means of the spoken word. Those activities in which they 

must convey detailed or important spoken instructions to other workers accurately, loudly, or quickly. 
• Hearing. Perceiving the nature of sounds at normal speaking levels with or without correction. Ability to 

receive detailed information through oral communication, and to make the discriminations in sound. 
• Repetitive motion. Substantial movements (motions) of the wrists, hands, and/or fingers. 
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• Heavy work. Exerting up to 100 pounds of force occasionally, and/or up to 50 pounds of force 
frequently, and/or up to 20 pounds of force constantly to move objects. 

• The worker is required to have close visual acuity to perform an activity such as: preparing and 
analyzing data and figures; transcribing; viewing a computer terminal; extensive reading; visual 
inspection involving small defects, small parts, and/or operation of machines (including inspection); using 
measurement devices; and/or assembly or fabrication parts at distances close to the eyes. 

Working Conditions: 

• The worker is subject to environmental conditions. Protection from weather conditions but not 
necessarily from temperature changes. 

• The worker is subject to outside environmental conditions. No effective protection from the weather. 
• The worker is subject to both environmental conditions. Activities occur inside and outside. 
• The worker is subject to extreme cold. Temperatures typically below 32 for periods of more than one 

hour. Consideration should be given to the effect of other environmental conditions, such as wind and 
humidity. 

• The worker is subject to extreme heat. Temperatures above 100 for periods of more than one hour. 
Consideration should be given to the effect of other environmental conditions, such as wind and 
humidity. 

• The worker is subject to noise. There is sufficient noise to cause the worker to shout in order to be heard 
above ambient noise level. 

• The worker is subject to vibration. Exposure to oscillating movements of the extremities or whole body. 
• The worker is subject to hazards. Includes a variety of physical conditions, such as proximity to moving 

mechanical parts, moving vehicles, electrical current, working on scaffolding and high places, exposure 
to high heat or exposure to chemicals. 

• The worker is subject to atmospheric conditions. One or more of the following conditions that affect the 
respiratory system of the skin: fumes, odors, dust, mists, gases, or poor ventilation. 

• The worker is required to function in narrow aisles or passageways. 
 
 

Minimum Qualifications: 

  

• Graduation from High School or GED.  
• Preferred Two (2) years PBX or Emergency (law enforcement, transportation security administration, 

emergency medical, fire department or military) call taking or dispatching, or operating a 2-way or 
multi-channel radio. 

Licenses and Certifications Required: 

  

• Valid Texas Class C Drivers License. 
• Must be able to get CPR certified as well as NIMS 100 and 200 trained. 
• Must be able to pass a criminal background check and obtain and maintain federally mandated 

security clearances required to work at an airport. 
• Subject to pre-employment and random drug and alcohol screening. 
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Employee Name (printed): ___________________________________ 

 

Employee Acknowledgement:  ___________________________________ 

(Employee Signature) 

 

Agreed Employee Salary/Wage:  ___________________________________ 

     (Employee Signature) 

 

Date:    ___________________________________ 


