
 

Job Posting 

Position: Network Administrator & Desktop Support 

Reporting to: Director, Information Technology 

Location: Toronto, Ontario 

Term: Full-Time 

 
 
Overview 
The continued success of Butterfield & Robinson, an international leader in the luxury travel market, depends upon cultivating and 
developing a dynamic and highly-skilled team throughout the world. The Network Administrator & Desktop Support plays a key role 
in the maintenance and enhancement of the organization's information infrastructure by supporting the Director of Information 
Technology in planning, developing, installing, configuring, maintaining, supporting and optimizing all network hardware, software, 
and communication links. Your role is to provide a single point of contact for end users to receive support and maintenance within 
the organization’s desktop computing environment.  
 
 
This Position has the following responsibilities  

 
Network Administration  

 Perform network design and capacity planning; 

 Develop, implement and maintain policies and procedures for network resource administration, appropriate use, and 
disaster recovery; 

 Oversee installation, configuration, maintenance, and troubleshooting of end user workstation hardware, software, and 
peripheral devices; 

 Interact and negotiate with vendors, outsourcers, and contractors to secure network products and services; 

 Conduct research on network products, services, protocols, and standards in support of network procurement and 
development efforts; 

 Manage servers, including PBX, print, and backup servers and their associated operating systems and software; 

 Manage security solutions, including firewall, anti-virus, and intrusion detection systems; 

 Manage all network hardware and equipment, including routers, switches, hubs, and UPSs; 

 Ensure network connectivity of all workstations; 

 Administer all equipment, hardware and software upgrades; 

 Practice network asset management, including maintenance of network component inventory and related documentation 
and technical specifications information; 

 Administer and maintain end user accounts, permissions, and access rights; 

 Perform server and security audits; 

 Perform system backups and recovery; 

 Monitor and test network performance and provide network performance statistics and reports; 

 Recommend, schedule, and perform network improvements, upgrades, and repairs; 

 Manage and/or provide guidance to junior members of the team. 
 
Desktop Support 

 Assist in developing long-term strategies and capacity planning for meeting future desktop hardware needs; 

 Conduct research on desktop products in support of PC procurement and development efforts. Evaluate and recommend 
products for purchase; 

 Write technical specifications for purchase of PCs, desktop hardware and related products; 

 Perform onsite analysis, diagnosis, and resolution of complex desktop problems for end users, and recommend and 
implement corrective solutions, including offsite repair for remote users as needed; 

 Install, configure, test, maintain, monitor, and troubleshoot end-user workstations and related hardware and software in 
order to deliver required desktop service levels; 

 Assess the need for and implement performance upgrades to PC boxes, including the installation of CPUs, I/O and NIC 
cards, hard disks, ribbon cables, hard drives, RAM, memory chips, CD-ROMs, and so on; 

 Where required, administer and resolve issues with associated end-user workstation networking software products; 



 Resolving end-user technology related issues including MS Windows (all versions), MS Office (all versions), Networking, 
Printing and other technology related issues; 

 Receive and respond to incoming calls, pages, and/or e-mails regarding desktop problems; 

 Answer to and perform moves, adds, and changes (MAC) requests as they are submitted by End Users; 

 Ensure that physical desktop connections (i.e. RJ-45 Ethernet jacks, RJ-11 telephone modem jacks, connectors between PCs 
and servers, etc.) are in proper working order; 

 Prepare tests and applications for monitoring desktop performance, then provide performance statistics and reports; 

 Assist in preparing, maintaining, and upholding procedures for logging, reporting, and statistically monitoring desktop 
operations; 

 Develop and maintain an inventory of all monitors, keyboards, hard drives, modems, network cards, and other components 
and equipment; 

 Accurately document instances of desktop equipment or component failure, repair, installation, and removal; 

 If necessary, liaise with third-party support and PC equipment vendors; 

 Develop and update user manuals and appropriate IT documentation. 
 
The ideal candidate will have the following experience and qualifications: 

 Post-secondary education or Bachelor degree or diploma in Computer Science, or any related discipline; 

 Minimum of three (3) to five (5) years of computer hardware and software support; 

 Minimum of two (2) to three (3) years of systems administration; 

 Minimum of two (2) to three (3) years of network administration; 

 Expertise with MS Office 365 (Outlook, Excel, PowerPoint, Word, SharePoint, Yammer, Skype for Business, etc…) is 

essential; 

 Experience with MS CRM an asset; 

 
The ideal candidate will have demonstrated all of the following skills and characteristics:  

 Creative and independent thinker and problem solver, with sound judgment; 

 Strong research skills into PC , networking issues and products as required; 

 Strong analytical and problem-solving abilities; 

 High attention to detail; 

 Strong written and verbal communication skills with the ability to interact with all levels of the business; 

 Ability to present ideas in a user-friendly language; 

 Ability to maintain a high degree of professionalism and confidentiality; 

 Understanding and appreciation of a creative and flexible work environment;  

 Ability to balance multiple priorities and deliver high quality work while working independently; 

 The ability to balance working in a team-oriented, collaborative environment as well as to work autonomously, exercise 

good judgement and the ability to make decisions in a unique and ambiguous environment; 

 Must be highly organized, flexible and have the demonstrated ability to take initiative. 

 
Please apply to:        
  Germaine Balagot, Manager of Human Resources and Administration, Butterfield & Robinson  

email:  Germaine.Balagot@butterfield.com      300-70 Bond Street, Toronto, ON   M5B 1X3   www.butterfield.com  

mailto:Germaine.Balagot@butterfield.com
http://www.butterfield.com/

