2014.142
JOB DESCRIPTION

Position:


PC Technician





Department Supervisor:

GIS/IT Gov Services manager

Compensation Range:

DOE – Grant Funded 
Summary
The PC Technician is responsible for providing hardware and software technical support to end users in a LAN/WAN environment.  This includes performing routine maintenance, diagnostics and repair on PC systems and peripherals.  Responsibilities include installation of computer hardware, software and peripheral devices.  Basic network administration may be required.  Basic software and hardware troubleshooting skills are a must.  
 Job Duties and Responsibilities:
· Provide help desk/telephone support to end-users.

· Troubleshoot, maintain, repair, and upgrade PC’s and peripherals.

· Troubleshoot, diagnose, and repair various operating systems:  Windows 7, Windows 8, and Windows 8.1.

· Troubleshoot, diagnose, and repair desktop applications, such as Word, Excel, PowerPoint, Outlook, Access, and Internet Explorer.

· Provide technical assistance for hardware and software purchases.

· Set up and install workstations, printers and peripherals, configuring for the network as appropriate.

· Provide network and application training to end-users and trainees.

· Assist with maintaining records and technical documentation for essential hardware and software equipment (including licensing).

· Assist the GIS/IT Gov services manager in developing short & long-range goals & objectives.

· Must be self-motivated and work with minimal supervision.

· Maintain professional certifications as required.
Desired:

· A+ Certification or equivalent.

· MTA Certification

· 2-year technical degree or equivalent.  
Minimum requirements:

· 1 year technical experience in PC troubleshooting and support in a LAN environment.

· Valid driver’s license.

· Strong reading, writing, oral communication, and clerical skills.
· Must not have been convicted of a felony or misdemeanor involving dishonesty within the past five years.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.
To apply, submit a Tribal Application, resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.

_______________________________



______________________________

Applicant Signature





Date
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