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JOB DESCRIPTION





Title:
Technical Assistant – (Engineering/Business)
Supervisor: Regional Coordinator
PRIMARY RESPONSIBILITIES
             Draw final job designs which are provisioned by the job engineers in CAD systems or other version of drawing packages (i.e. Visio, Telcordia)

              Price and order job materials as required by the final design 

              Final job package creation which includes collecting information from various sources.  These packages will be used for construction purposes

              Update various information systems with pertinent design data

              General administration duties (copying, filing, time reporting etc…)

QUALIFICATIONS

Education

· Community College Diploma or equivalent experience in the Telecommunication field.

·  Diploma from a recognized Business School or equivalent experience in the Telecommunication field.
Experience

              Experience in the Telecommunication Outside Plant Engineering area is considered an  asset; 

              Experience with computer aided drafting design tools is considered an asset.

Knowledge

             Computer literacy; Microsoft Office Tools (Email, Word processing, Spreadsheets and  Presentation tools)

              Demonstrated professional oral and written communication skills;

              Fluent in English; functional in French is an asset

              Abilities in planning and organizing to meet scheduled deadlines

Skills

              Demonstrated effective decision-making skills while under limited supervision;

              Self-motivated, works well with minimum or no direct supervision;

              Must follow safe work practices and abide by all safety rules and regulations;

              Willing to work various shifts to meet client requirements;

              Ability to effectively handle both favorable and unfavorable customer interactions;

              Demonstrated ability to identify problems and situations, take appropriate action, implement solutions or escalate as required;

              Ability to work efficiently in a team environment and collaboratively with other departments and clients;

              Maintain a high level of performance under the pressure of time constraints in a fast-paced changing environment;

              Commit to continuous learning and to apply those learned skills in the related fields;

              Ability to multi-task and prioritize responsibilities;

The e-mail address to apply for the Technical Assistant openings is
 Tech-Assistant.Prestige@hiredesk.net
Candidates may also apply directly through our company web-site www.prestigetel.com 
