
 
Job Title: Alarm/Evidence Technician   Wage/Hour Status: Non-Exempt 
 
Reports To: Police Lieutenant    Pay Grade:  Police Salary Schedule 
 
Dept. /School: Police Department    Date Revised:  April 2013 
 
 

 
Primary Purpose: 
 
 Under general supervision, maintains all programming aspects of the district’s security, fire, controlled access, 

and ID badge software and hardware.  This includes the issuance, retrieval and programming of all district 
controlled access cards.  Collects, saves and stores per departmental policy all video evidence and/or video 
requests made by police officer or school administrators.  Maintain evidentiary chain of custody.  Logs in evidence 
to property room and assists the appropriate District Attorney’s Office with evidence requests. Transports 
evidence to the appropriate crime lab or District Attorney’s Office.  

 
Qualifications: 
 
 Education/Certification: 
 High school diploma or GED 
 Valid Texas driver's license   
 
 Special Knowledge/Skills: 
 Ability to prepare clear and concise management reports regarding operations of district radios and all  security 

related programs. 
 Must be proficient in Windows-based computer software systems.   
 Strong organizational, communication, and interpersonal skills. 
 Ability to work well with others. 
 Programming knowledge of radios, electronics, computerized security and fire safety systems, access  control 

systems and/or other physical security systems, preferred.   
 
 Experience: 
 One – three years in security alarm system/controlled access system and/or camera system experience  or 

programming, preferred. 
 
 
Major Responsibilities and Duties: 
 
Evidence: 
 

1. Maintaining evidence chain of custody, logging in of evidence to property room and assisting District 
Attorney’s Office with evidence requests. Processes and transports evidence to the appropriate crime lab, 
District Attorney’s Office, and Court.  

2. Write complete and detailed reports regarding evidence retrieval and processing.   
3. Collects and processes video per policy as requested by police officers, supervisors, and school 

administration. 
 
Alarm/Controlled Access, Radios and Video: 
 

4. Maintain a supply of controlled access cards. 
5. Work cooperatively with MISD Administrators to provide video retrieval assistance. 
6. Conduct alarm database user profile management and supervision of alarm/controlled access users. 

 
 



7. Create new and update old security, fire, controlled access, and video control programs. 
8. Issue and maintain records for computerized controlled access program.   
9. Stay current on technology developments related to controlled access, security, fire, and camera systems.  
10. Create new and update old security, fire, and access control programs. 
11. Insure software/firmware is up to date on all district cameras. 
12. Administer client web application servers to include back-up and preventive maintenance.  
13. Develop preventive maintenance programs. 
14. Provide operational guidance and leadership to technical staff, officers, dispatchers and school personnel for 

camera and controlled access systems.  
15. Investigate and analyze problems and recommend successful solutions.  
16. Read and interpret blue prints and shop drawings related to fire alarm, controlled access, and camera 

systems.  
17. Program district cameras to meet supervisor and district standards. 
18. Program controlled access system to include users, card readers, scheduling of doors and any other 

programming need related to the controlled access system.   
19. Program district and police department radios.   
20. Maintain an inventory of all district radios.   

 
Safety: 
 

21. Operate tools and equipment according to established safety procedures. 
22. Ensure that equipment is in safe operating condition. 

 
Administration: 
 

23. Other duties as assigned. 
 
 
Supervisory Responsibilities: 
 

24. None 
 
Equipment Used: 
  
District vehicles, alarm systems, fire extinguisher, security equipment including camera system,  personalcomputer, 
radios, printer, calculator, copier, fax machine, ladder, hand and power tools, and any other equipment or tool as may be 
required.   
 
 
Working Conditions: 
 
Mental Demands/Physical Demands/Environmental Factors: 
 
Work may involve a flexible schedule based on work load, and task schedules.  Continual walking, standing, climbing, 
stooping, bending, kneeling, reaching, and heavy lifting and carrying.  Exposure to extreme temperatures inside and 
outside, dirt, dust, fumes, smoke, unpleasant odors, and/or loud  noises.  Frequent district wide travel.   
 
 
Note:  The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities, duties, or skills that may be required.   


