PC TECHNICIAN
OFFICE OF INFORMATION TECHNOLOGY
REPORTS TO: IT DIRECTOR
SALARY/HOURLY RANGE: 52
FLSA Status: EXEMPT
VALID DRIVER’S LICENSE REQUIRED

INTRODUCTION
The work consists of varied duties that involve various related steps, processes or methods, which require highly specialized
technical skills. Decisions regarding what needs to be done require the employee to recognize the existence of different
alternatives for complex matters and conduct analysis of the problem to determine the most appropriate approach. The work
requires a continuing effort to develop or improve upon services and resolve customer situations. Assist and troubleshoot mobile
radio system infrastructure. Troubleshoot and connect fax lines.
This position is responsible for installing, modifying, and making repairs to personal computer (PC) hardware and software
systems and provides technical assistance to system users. The incumbent performs duties of semi-difficulty and complexity
requiring knowledge and skill in diagnostics, operating systems, computer peripherals, and office packaged systems and
applicable policies &procedures.
Personal contacts are with tribal employees and with outside vendors/businesses. The purpose for these contacts is to provide
assistance & advertisement and resolve operating problems. The work is sedentary and is performed in a standard office
environment requiring normal safety precautions typical of office/meeting rooms and working around office
machines/equipment. The work requires some physical exertion such as reaching, stooping, kneeling, crouching, crawling, and
similar activities, recurring lifting and moving of moderately heavy items such as computers and related equipment.
ESSENTIAL FUNCTIONS
(The following examples of duties are intended to be illustrative only and are not intended to be all inclusive or restrictive.)
1.

Inspects personal computer equipment received and checks purchase order listings. Sets up system in accordance with user
requirements to prepare PC for delivery. Enters the PC into the equipment database and assists the Network Manager to
maintain database.

2.

Installs hardware and peripheral components such as monitors, keyboards, printers, and disk drives on user's systems.

3.

Loads specific software packages such as operating systems, word processing, or spreadsheet programs into computer.
Observes system functions to verify correct system operation.

4.

Instructs users in use of equipment, software, and manuals. Answers user inquiries in person and via telephone concerning
systems operation.

5.

Diagnosis system hardware, software, and operator problems and recommends/performs minor remedial actions to correct
problem based on knowledge of system operation.

6.

Replaces defective or inadequate hardware. Refers major software problems to system vendor for correction.

7.

Enters diagnostic and corrective action into the Help Desk system to maintain a current status of outstanding work orders.

8.

Repairs, spices, test and terminates various forms of telecommunications and electrical wiring and cabling i.e, copper, fiber
optics, coax, etc. to ensure impedance matching and connections between various pieces of electronic, equipment,
schedules or coordinates services for repairs.

9.

Repairs all digital/analog telecommunications equipment for the Tribal telephone systems and network.

10. Performs other related duties as assigned and authorized to achieve Tribal/Program goals and objectives.

MINIMUM QUALIFICATIONS
Education:
Associate's Degree in Computer Technology;
AND
Experience:

Four (4) years work experience in personal computer maintenance and troubleshooting;
OR

Equivalent combination of Education, Training and Experience which demonstrates the ability to perform the duties.
KNOWLEDGE, SKILLS, AND ABILITIES
 Working knowledge of the operation of personal computers and other associated hardware, i.e., laptop, mouse, modems, etc.
 Working knowledge of Local Area Networks
 In-depth knowledge of various Microsoft software packages and OS
 Knowledge of office packaged systems and components
 Knowledge of computer peripherals i.e. monitors, printers, modems, network interface cards, etc.
 Effective verbal and written communications skills adequate to communicate technical matters and to develop instructional
manual
 Skill in troubleshooting (analyzing technical problems &developing corrective action plans)
 Ability to plan, implement and accomplish work in accordance with established objectives, priorities and timelines
 Ability to provide logical &simple instructions for computer users
 Ability to analyze and assess system configuration and install network
 Ability to establish and maintain positive working relationships with others
 Ability to work with minimal supervision
NECESSARY SPECIAL REQUIREMENTS
1) Must possess a valid Arizona Driver’s License and complete/pass the Hopi Tribe’s Defensive Driving course.
2) Driving is an essential function of this position. Incumbent must have and maintain a driving record which qualifies them
for coverage under the tribal insurance policy (tribal insurance qualifications are independent of DMV issuance of a driver’s
license) and maintain certification to operate tribal vehicles for business purposes.
3) Must complete and pass pre-employment screening.
4) Must be able to pass mandatory and random drug & alcohol screening.
5) Must not have any felony convictions.
6) Must not have been convicted of misdemeanors at the local, state, or federal level within the past five (5) years of application.
7) Must obtain A+ Certification within one (1) year of hire and maintain certification throughout employment.
DESIRED QUALIFICATIONS
1) Experience with Apple Macintosh systems and peripherals.
2) Practical experience in telecommunications connections.
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