
 1 

 Kwanlin Dun First Nation 
 
 
A. Position Title:   IT Technician 
  
 Department:   Finance 
 
 Supervisor:   Manager, Information Management and Technology 
      
 

Date:    June 27, 2024 
 

      
 

 
B. Job Summary:  

 
Reporting to the Manager, IMT (Information Management & Technology), the IT Technician is 
responsible for setting up and maintaining computer workstations, peripherals, and basic network 
devices within the KDFN. This role includes providing technical support, assisting with IT 
hardware and software installations, and performing routine maintenance tasks. 
 
 

C. Main Duties: 
 
 

1. Maintains hardware functions within KDFN systems, including computer workstations, 
network devices, printers, telephones and security devices, by: 

 

• Setting up and maintaining computer workstations, printers, and telephones. 

• Installing and configuring basic software. 

• Performing basic troubleshooting and resolving minor hardware issues. 

• Responding to and resolving basic trouble calls. 

• Maintaining an inventory of computer supplies. 

• Installing, upgrading, configuring, testing, maintaining, and supporting operating system 
software in a production environment for Windows 

• Trouble-shooting and resolving system hardware problems 

• Performing automated and manual backup and restore processes 

• Responding to and resolving trouble calls 

• Monitoring trends and developments in computing, networking, and multi-platform 
communication technologies 

• Coordinating off-site storage of backup tapes 

• Maintaining an inventory of computer supplies 

• Ensuring that all phones are operational 

• Testing and replacing telephone equipment as needed 

• Setting up and maintaining voicemail and related phone settings 
 
 
2. Develops and implements hardware functions within KDFN systems, including computer 

workstations, network devices, printers, telephones and security devices, by: 
 

• Assisting in setting up new computer equipment. 

• Tagging new computer equipment and maintaining the inventory database. 

• Assisting in the configuration and testing of software packages. 

• Establishing and maintaining user accounts 

• Installing, configuring, and testing software packages 

• Installing and configuring new software 
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• Tagging new computer equipment and maintaining the technology inventory database 
 
 
3. Reviews hardware functions within KDFN systems, including computer workstations, network 

devices, printers, telephones and security devices, by: 
 

• Installing, upgrading, configuring, testing, maintaining, and supporting operating system 
software in a production environment for Windows 

• Reviewing basic hardware performance logs. 

• Assisting in processing purchase requests for hardware. 

• Managing phones, phone numbers, voice mail and other phone services 

• Managing security equipment codes and account information 
 
4. Oversees the seamless development, implementation, maintenance and review of parallel 

software functions provided by the Network Administrator, by: 
 

• Deploying, maintaining, and repairing or coordinating the repair of hardware and devices. 

• Liaising with vendors for basic IT services and equipment maintenance. 

• Providing user support, conducting user software and hardware training and formulating 
technology solutions with KDFN staff to ensure the effective safeguarding and sharing of 
enterprise data 

• Deploying, maintaining, and repairing or coordinating the repair of hardware and devices 
 
5. General IT Support: 
 

• Assisting senior IT staff with various tasks as required. 

• Providing basic user support and training on common software applications. 
 

 
D. Education and Experience: 

 

• Diploma/degree in computer science, information technology or related discipline with an 
emphasis on networks would be an asset 

• CompTIA A+ and N+ or equivalent would be an asset 

• Basic knowledge of Windows operating systems and common software applications. 

• Experience in setting up and maintaining computer hardware. 

• Familiarity with basic IT concepts. 
 

Management Skills: 
 

• Problem Solving  

• Oral and Written Communication  

• Organizational Skills 

• Judgment / Planning/Organizing 

• Attendance/Punctuality  

• Training skills (to train users) 
 
Interpersonal Skills: 
 

• Ability to work well in a team environment. 

• Good customer service skills. 

• Ability to follow instructions and complete tasks efficiently. 

• Ability to foster trust, acceptance and interest – by staff and directors – in the computer 
systems and procedures 

• Ability to perform multiple tasks simultaneously 
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E. Key Personal Contacts and Nature of Contacts: 
 

Contact  Nature of Contact 
Manager - IMT Direct reporting relationship, supervised by 
  
Directors and Department Heads Makes budgeting recommendations on IT department 
  
Chief & Council To assist in preparing any computer reports for Chief &  

Council 
  
Executive Assistant Information exchange, provide computer services 
  
F.N. organisations To provide and exchange information.   
  
KDFN  Public Help create awareness of computer systems 

and how they improve government operations. 
  
Mgt. Team To assist in preparing computer reports, consult, advise 
  
Staff To provide guidance, advice and direction on knowledge and 

use of computers 
 
 

F. Direction/Decision Making: 
 
Objectives for this position are developed in conjunction with the Director, Finance and the 
Manager-IMT. Day-to-day direction is provided by the Manager- IMT.  The IT Technician assists 
in ensuring all departments understand and follow the computer systems in place or under 
development. 
 

G. Impact and Accountability: 
 
This position is accountable for the efficient setup and maintenance of computer workstations, 
peripherals, and basic network devices, ensuring minimal disruption to staff operations. 
 
 

H. Positions Supervised: 
 
Directly:  

 
None. 
 
Indirectly: 
 
None. 
 

I. Working Conditions: 
 
This position is located in a normal office environment, with a heavy requirement for assisting in 
establishing and maintaining computer systems and procedures. This often includes meeting 
regular deadlines.  
 
Critical situations requiring a lot of mental effort may be experienced when problem-solving difficult 
tasks and when dealing with people problems. 
 
Heavy lifting is required at times as well as occasional evening and weekend work hours. 
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J. Conditions of Employment: 
 
Mandatory confidentiality is a condition of employment for all Kwanlin Dün Personnel. Failure to 
comply may result in dismissal. All employees are expected to follow the guidelines in a 
harmonious and cooperative manner, creating a team approach in their duties for KDFN’s future 
success.  

 

• Acceptable pre-employment Criminal Records Check 

• Valid class 5 Driver’s license, and reliable transportation. 
 

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. 
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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) 
 
 
 
 
 
 

Signature: 
 

Date 
  

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 
delegated to this position. 
 
 

Signature: 
 

Date 
   

  
 
 


