
 

 
 

 

P L E A S E    P O S T 
 
 

The Eastern Townships School Board is seeking candidates 
for the following position 

 

DATA PROCESSING OPERATOR, CLASS 1 
(replacement – undetermined end date) 
Alexander Galt Regional High School 

 
 
 

NATURE OF THE WORK  
The principal and customary work of an employee in this class of employment consists in assisting computer users and particularly in 
resolving hardware- or software-related problems as well as installing and configuring computer equipment and software according to 
standard procedures.  

 

CHARACTERISTIC FUNCTIONS  
The employee in this class of employment installs and configures computers and peripheral equipment; he or she connects computers 
and equipment and ensures their compatibility. He or she installs computer parts, such as cards, memory modules or network 
components; configures the equipment; cleans, maintains and carries out minor repairs on the equipment.  
 
He or she installs, configures and upgrades software and in-house programs according to standard procedures. He or she uses utility 
software, among others, to locate and resolve problems. He or she makes backup copies, copies, compresses or destroys files on 
various media and transfers data from one workstation or organization to another. He or she uses peripheral equipment, such as a 
digitizer or a printer particularly for mass productions in the order of priority he or she determines. According to specific instructions, 
the employee may be required to perform tasks on networks.  
 
He or she provides users with technical assistance, including pertinent information; as needed, makes service calls to repair equipment 
and software or refers users to qualified personnel or suppliers.  
 
He or she may keep and update the inventory of hardware and software as well a repairing equipment. 
 
He or she may be required to train new data processing operators, class I and to coordinate the work of support staff.  
 
If need be, he or she performs any other related duty.  

 

REQUIRED QUALIFICATIONS  
Schooling and experience  
Hold a Diploma of Vocational Studies in Computing Support or a diploma or an attestation of studies recognized as equivalent by the 
competent authority. 

 
 
SUPERVISOR:  Information and Communication Technology Coordinator 
SCHEDULE:  35 hrs. per week (interest in part-time employment will also be considered)  
STARTING DATE: As soon as possible (undetermined end date) 
SALARY:  $20.76 - $23.22 
 
 
Please send your application in writing by November 25, 2020 to: 
 
 

hr@etsb.qc.ca 
 

Human Resources Department 
340, Saint-Jean-Bosco 
Magog, QC   J1X 1K9 
FAX:  (819) 868-3821 

 
Equal opportunity for all 
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