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Kwanlin Dun First Nation 
 

 
A. Position Title:   Chimney Services & Maintenance Worker   
  
 Department:   Community Services    
 
 Supervisor:   HVAC Supervisor, Community Services 
 
 Date:    June 2026   
 
   

 

 
B. Job Summary:  

Reporting to the HVAC Supervisor, Operations & Maintenance, the Chimney Services & 
Maintenance Worker is primarily responsible for the inspection, cleaning, and maintenance of 
wood-burning appliances within homes owned by the Kwanlin Dün First Nation (KDFN). 
 
The incumbent will demonstrate the ability to follow instructions and work both independently and 
collaboratively to complete assigned duties. They must consistently wear all industry-required 
personal protective equipment (PPE), complete work within established timelines, maintain a high 
level of physical fitness, and demonstrate overall wellness. 
 
During the off-season (typically mid-May to mid-September), the incumbent will support a wide 
range of general labour and maintenance activities within the department. 
 
The role involves regular interaction with tenants within their homes, including providing basic 
education on proper wood-burning practices, assessing firewood moisture content, documenting 
services, and maintaining an established service schedule. The incumbent will participate in and 
complete all required industry training as provided by KDFN. 
 

C. Main Duties & Responsibilities: 
1. Core Chimney Services 

• Perform chimney sweeping and ensure the safe operation of wood-burning appliances in 
all KDFN-serviced households. 

• Inspect chimneys and flues prior to cleaning to identify hazards or deficiencies. 

• Clean chimneys using appropriate tools and methods, including brushes and extension 
rods. 

• Remove soot and debris using industrial vacuum systems or equivalent equipment. 

• Ensure surrounding areas are protected to prevent contamination of tenant living spaces. 

• Conduct basic safety checks to identify fire hazards, ventilation issues, or 
improper appliance operation. 

• Document findings and clearly identify when follow-up service or additional maintenance 
is required. 

2. Repairs and Maintenance 

• Complete minor repairs including, but not limited to:  
o Door handles, fan limit controls, and basic appliance components 

• Replace or repair components such as:  
o Chimney bricks, pipes, baffles, smoke shields, dampers, gaskets, air intakes, and 

doors 

• Report complex or specialized repair requirements to the HVAC Supervisor. 

• Inspect and clean barometric dampers and note any missing systems. 

• Ensure all rain caps are properly installed and functioning. 
3. Tenant Communication and Education 

• Introduce yourself to tenants and clearly explain the purpose and duration of each visit. 

• Provide basic education on:  
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o Proper wood-burning techniques 
o Acceptable fuel sources (e.g., no garbage burning) 
o Risks associated with burning green or wet wood 

• Maintain a professional, respectful, and culturally appropriate approach when 
interacting with tenants. 

4. Inspection, Documentation, and Scheduling 

• Adhere to established service schedules. 

• Complete required checklists and maintenance documentation for each home serviced. 

• Submit all documentation daily for filing in the appropriate home maintenance or tenancy 
file. 

• Record service dates and forecast future maintenance requirements. 

• Report any observed structural or safety concerns related to the property. 
5. Equipment and Site Management 

• Inspect equipment weekly and vehicles daily in accordance with policy. 

• Operate, maintain, and properly store all tools and equipment. 

• Identify and report damaged or worn equipment to the supervisor (verbally and in writing). 

• Perform basic troubleshooting and minor equipment repairs where appropriate. 

• Prepare job sites and ensure proper cleanup following completion of work. 

• Verify fall protection systems and anchors are properly installed prior to use. 
6. Safety Responsibilities 

• Wear all required PPE at all times. 

• Comply with all KDFN Occupational Health & Safety policies and procedures. 

• Report hazards, incidents, and near misses immediately and complete required 
documentation. 

• Stop work where unsafe conditions exist and notify appropriate supervisory 
personnel. 

• Maintain awareness of fire risks, air quality hazards, and confined space 
requirements. 

• Consult immediately with the HVAC Supervisor, O&M Manager, or Director regarding any 
immediate hazards. 

7. Additional Maintenance and Labour Duties (Off-Season) 

• Perform general maintenance and repair tasks, including:  
o Doors, windows, walls, decks, fences, and locks 
o Appliance installation and removal 

• Conduct property cleanup, including removal of debris and abandoned materials. 

• Perform snow removal and basic site maintenance duties. 

• Safely operate hand and power tools. 

• Assist Crew Leaders and certified tradespersons as required. 

• Ensure building access points are safe and accessible for occupants and the public. 
8. Teamwork and Communication 

• Work collaboratively with colleagues, contractors, and other departments. 

• Report tenant concerns or disclosures to appropriate personnel. 

• Maintain a positive, cooperative, and solution-focused approach. 
9. Training and Development 

• Participate in required training to maintain qualifications and meet regulatory 
requirements. 

• Maintain or pursue certifications relevant to chimney and combustion appliance 
safety (e.g., WETT). 

10. Other Duties 

• Perform other related duties as required. 
 

D. Education and Experience: 

• Minimum Grade 10 education or equivalent;  

• WETT Chimney Sweeping Certification (or willingness to obtain);  

• General home maintenance experience;  

• Demonstrated ability to complete tasks within established timelines;  
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• Experience working independently and managing workloads;  

• Knowledge of KDFN history, culture, demographics, goals, and aspirations is an asset. 
 
Management Skills: 
 

• Strong time management and reliability;  

• Ability to follow verbal and written instructions;  

• Ability to prioritize tasks and manage multiple responsibilities. 
 
Interpersonal Skills: 
 

• Effective verbal communication skills;  

• Ability to work in a team environment;  

• Strong initiative and problem-solving abilities;  

• Demonstrates personal responsibility for health and wellness. 
 
E. Key Personal Contacts and Nature of Contacts: 
 

• HVAC Supervisor – Direct Supervisor - Direction, scheduling, issue resolution, reporting 

• O&M Manager – Direction, scheduling, issue resolution, reporting  

• Senior Management – Updates and escalation of issues  

• Tradespeople – Coordination and task execution  

• Tenant Relations & Admin Staff – Service coordination and communication  

• OHS Specialist – Safety reporting and guidance  

• Tenants and Public – Service delivery, education, and issue resolution 
 

F. Direction/Decision Making: 
 
The Manager, Operations & Maintenance establishes overall objectives and expectations. The 
HVAC Supervisor provides daily direction. 
The incumbent is responsible for managing their daily work schedule within the established 
service program and ensuring all assigned duties are completed effectively. The position requires 
sound judgment in identifying hazards, reporting issues, and maintaining service quality. 
 

G. Impact and Accountability: 
  
Adherence to established procedures throughout the 6–7 month burning season is critical. Failure 
to perform maintenance as scheduled may result in increased safety risks, equipment 
deterioration, and potential loss of KDFN assets. 
The incumbent is accountable for the quality, timeliness, and safety of all work performed, and for 
minimizing disruption to tenants. 
 

H. Positions Supervised: 
 

Directly:   Assigned Helper  
 

Indirectly: none 
 

I. Working Conditions: 
 
Work is performed in residential properties and outdoor environments, typically in teams of two or 
more, with occasional independent work. 
Conditions include: 

• Exposure to extreme weather (heat and cold) 

• Confined spaces and variable indoor temperatures 

• Dust, soot, smoke, ash, and chemicals 

• Operation of tools and machinery 

Commented [BB1]: How much will this position be interacting 

public?  - any influence or conflict resolution required? 

Commented [BB2]: How much oversight from supervisor/mgrs? 

And how often are clients getting recommendations for maint and not 

following at CS’s direction?  Trying to decide if the accountability 
sits with both the position and clients (e.g. chimney upkeep) 

Commented [BB3]: Is this role resp for emergency responses? 

On-call?  If so - how often? Please provide examples. 
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• Regular lifting, including heavy lifting 
Regular interaction with tenants is expected, including situations where individuals may be under 
stress. 
 

J. Conditions of Employment: 
 

Employment is conditional upon compliance with KDFN policies and procedures, including 
confidentiality. 
Requirements: 

• Criminal records check; 

• Valid Class 5 driver’s license with acceptable abstract; 
• Completion of required safety training, including, but not limited to:  

o Fall protection 
o Confined space entry 
o WHMIS 
o TDG 
o Hazard assessment 
o First Aid/CPR 
o WETT certification (or willingness to obtain) 

 
Job requirements: 
 

• Ability to work safely at heights;  

• Physical fitness and ability to perform manual labour;  

• Ability to lift up to 40 lbs independently (team lift required above this threshold);  

• Exposure to second-hand smoke, pets, soot, and varying living conditions;  

• Commitment to personal wellness and safe work practices. 
 

This job description accurately reflects the current job duties. Please note that the job 
duties are subject to change based on organizational needs. 

 
 

K. Position Approval: 
 
I approve this position description as being representative of the work I require to be performed 
and that the responsibility and authority levels identified have been delegated to this position.  It 
has been designed to indicate the general nature and level of work to be performed by the 
employee.  It is not designed to contain or be interpreted as a comprehensive inventory of all 
duties and responsibilities assigned to this job. 

 
Supervisor:  I have reviewed (with the 
incumbent, where applicable) the duties and 
responsibilities assigned to this position. 
  
 
 
 

Signature: 
 

Date 
  

Incumbent (where applicable):  I have 
read the foregoing position description and 
understand that it is a general description 
of the duties assigned to the position 
occupied by me. 
 
  

Signature: 
 

Date 
  

  

Manager, Human Resources: (Comments) 
  
  
  

Executive Director: I approve this position 
description as being representative of the 
work required to be performed and that the 
responsibility levels identified have been 
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Signature: 
 

Date 
  

delegated to this position. 
  
 

Signature: 
 

Date 
   

 


