[image: image1.jpg]


Thunderchild First Nation

Human Resource Office

IT Computer Support Assistant
Thunderchild First Nation is seeking a qualified and experienced IT Support Assistant. This individual will work closely with the Computer IT Contractor.
Reporting Relationship:
IT Contractor
Employment Category:
Full-Time

Payroll Category:
Salary

Occupational Category:
General

Duties and Responsibilities:
Administration:
· Knowledge of Microsoft Windows Operations Systems.
· Provide client support and technical issue resolution via E-Mail, phone and other electronic medium.
· Knowledge of switches and routers.
· Weekly updates of all support software.

· Identify and correct or advise, on operational issues in client computer systems. 

· Answer and record in a database all incoming calls from band employees requiring assistance with their computers, printers, etc.
· Forward to IT Manager a weekly record of all computer work performed.
Skills and Abilities:

· Maintain a database of all technical equipment by TCFN assigned number and serial numbers.
· Able to work independently and efficiently to meet deadlines. 
· Able to promptly answer support related email, phone calls and other electronic communications. 
· Self motivated, detail-oriented and organized. 
· Experience with hardware and software issues.

· Must be able to lift 25 lbs.

· Excellent communication (oral and written), interpersonal, organizational, and presentation skills. 
· Typing proficiency: 40-60 wpm

Qualifications:

· One year certificate from college or technical school; or three to six months related experience and/or training; or equivalent combination of education and experience
· Must have a valid Driver’s License.
Deadline:  August 6, 2010 at 12:00 p.m. SHARP

Please submit a cover letter, resume and CPIC with references to:

Director of Human Resources

Box 600, Turtleford, SK. S0M 2Y0

Email:  tcfnhr@live.ca  Fax: 306-845-3230

Or drop resume off at the Human Resources office located at the Band office
