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IT Administrator 

 
At Carbon Engineering, our vision is to lead the world in the large-scale removal of carbon dioxide from 
the air, and advance our shift to a sustainable carbon-neutral society. Based in the outdoor recreation 
hub of Squamish, BC, this role will be a great fit for someone who feels passionately about this vision, 
and who wants to be a part of a fast-paced culture where contributions are noticed. 

Position Scope 

Working closely with the Manager, Information Technology, the IT Administrator will support the 

identification, selection, implementation, and maintenance of the company’s technology solutions.  In 

this role you will be responsible for the day-to-day IT operations of the company, including and 

understanding of our fleet of hardware and software, administration of systems, networks, and help-

desk technical support. 

 

This position is based in Squamish, BC, and approximately 1 day per week in the company’s Vancouver 

office. 

Responsibilities 

• Lead helpdesk support, making sure all equipment problems are resolved in a timely manner 

with limited disruption. 

• Participate in IT projects by understanding project objectives and scope, following project 

milestones, phases, and elements, sharing technical expertise, and providing recommendations. 

• Install, configure, and test all new workstations, laptops, peripheral equipment, and authorized 

software. 

• Ensure compliance of all users and assets with company policy and software licensing 

agreements. 

• Responsible for IT asset and authorized software management, including hardware replacement 

cycles, software license renewals and maintaining accurate user access to IT and business 

systems. 

• Liaise with external IT managed services provider. 

• Write and maintain technical documentation and contribute to the development of policies and 

procedures. 

• Conduct research into hardware and software issues as required. 

Qualifications 

• Education: Degree or diploma in IT/Computer Science or related field 

• Experience: 3+ years’ experience in system administration 

• Experience in 1st/2nd line support 

• Ability to identify and diagnose application, hardware and network problems and resolve 

logically 

• Experience with Microsoft Office 365, SharePoint, Teams, and Azure cloud platforms and 

services, and on-premises Active Directory 
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Key competencies 

• Strong self learner with “Swiss Army-Knife” capabilities.  

• Excellent attention to detail and accuracy in preparing the company’s IT documentation and 
record keeping.  

• Strong written and oral communication skills 

• Focused toward delivering great service to internal customers. 

• Thrives in a supportive and friendly working environment, with a desire to share new innovative 
ideas and skills. 

• Self-motivated with a strong work ethic and ability to work with limited supervision. 

• Demonstrates a highly committed attitude and works towards common goals with others. 

• Demonstrates commitment and hard work to ensure continual delivery of quality services. 
 

If this seems like the dream job for you, click HERE. 

Carbon Engineering is committed to creating a diverse environment and is proud to be an equal 
opportunity employer. All qualified applicants are encouraged to apply and will receive equal 
consideration for employment regardless of race, colour, religion, gender, gender identity or expression, 
sexual orientation, national origin, disability, or age. 
 

https://carbonengineering.applytojob.com/apply/wYOcCOSuVX/IT-Administrator

