
 
 
 
 
 
 
 
 

Crossroads Christian Church 

IT Manager Job Description 
 

 
 
 
We want to see the news of Jesus producing more and more life-long disciples, 

who together see the gospel reach further and deeper into Canberra and 
beyond. 

 
 
 
 
Position: IT Manager 
Status: Casual Contract - minimum 30 days per year 
Start Date: January 2021 
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About the Role 
The Crossroad’s IT environment largely sits on the Google Workspace platform 
and would be in size equivalent to a typical small office environment. There are 
currently 21 staff at Crossroads who have access to the system. A number of 
volunteers will also access the system from time to time. 
 
The IT Manager will be responsible for managing the Crossroads’ IT 
environment. The role involves work across four broad portfolios: 

▪ System Administration 
▪ IT Support 
▪ IT Policy and Procedural Development 
▪ Additional IT Project Works as they arise 

 
The IT Manager would report to the Office/Business Manager. 
 
Further information is provided. 
 
System Administration 
The IT Manager is responsible for maintaining the IT systems that are used to 
support Crossroads’ operations. This includes the responsibility for the 
creation and maintenance of user accounts, execution of user access reviews 
and all security related upgrades in order to ensure the infrastructure is 
resistant to malicious cyber activities. They are also responsible for developing 
and maintaining documentation which describe the Crossroads IT 
environment. 
 
IT Support 
The IT Manager is responsible for providing IT support to Crossroads staff. An 
element of this IT support would also relate to the training and education of 
staff, to improve user’s IT knowledge; particularly in relation to system 
security. 
 
IT Policy and Procedural Development 
The IT Manager would work in collaboration with the Office/Business Manager 
to develop IT policies and procedures. These policies and procedures would be 
designed to improve the organisation's IT practices and support a risk and 
compliance-based approach to data privacy and retention. They may also be 
called upon to critically assess current infrastructure, remove redundant 
technologies and consolidate other technologies in order to reduce costs or 
bureaucracy. 
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Additional IT Project Works 
From time to time the organisation may require additional IT projects to 
enhance security, or support capability uplift. These projects would be directed 
and led by the Business Manager, however the IT Manager would play a key 
role in the development and be solely responsible for the coordination, 
delivery, and subsequent maintenance of the technical components of any 
project works. The IT Manager is also responsible for ensuring that projects are 
documented properly, so as to minimise key person risk and protect 
institutional knowledge. 
 
Expectations of Personal Godliness 
Given our commitment as a church to God’s mission to see his Son honoured 
and His church built, and given our church’s constitutional agreement to 
present Christ to all and to present all mature in Christ, you will be expected to 
faithfully and willingly serve Christ and His people at Crossroads. 
 
1) In relation to the mission of God and our church family: 

▪ You will exercise your gifts and steward your time in such a way that 
honours our mission and vision. 

 
2) In relation to personal godliness we expect that you will: 

▪ Devote yourself to the Word of God and prayer. 
▪ Be an example in godliness and faithfulness before believers as well 

as beyond reproach before the world. 
▪ Be active in sharing the gospel with the lost. 
▪ Faithfully and generously steward all that God has given to you. 

 
3) In relation to the staff team we expect you will: 

▪ Love, serve and honour co-workers loyally, delighting in their 
giftedness, while also being encouraging and understanding in their 
weaknesses. 

▪ Actively contribute and involve yourself in the overall decision-
making process and development of Crossroads, sharing insights and 
experience in such a way that fosters unity and love in our team. 

 
4) Working with the Senior Pastor 
You will support the Senior Pastor by: 

▪ Supporting, advising, encouraging, exhorting the Senior Pastor as he 
faithfully, joyfully and effectively conducts his ministry. 
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▪ Ensuring that decisions made are enacted and supported. 
▪ Honouring the leadership and pursuing the Godly vision for ministry 

the Senior Pastor has for Crossroads. 
▪ Being willing to involve yourself in extra tasks and opportunities as 

required. 
 
Professional Characteristics 
The ideal candidate is one who has the following: 

▪ Some experience in IT system administration in a small IT environment; 
▪ Familiarity and/or experience with Google Workspace system 

administration processes; 
▪ Display strong technical proficiencies in IT; 
▪ The ability, focus and discipline to work with minimal direction; and, 
▪ A current ACT Working With Vulnerable People Card with no prior 

convictions or allegations of misconduct. 
 
Day and Hours of Work 
This would be a casual role with a minimum 30 days of work per year. Given 
the timeliness of some IT support requests, an ability to respond to urgent 
matters is strongly desired. However, outside of urgent IT support requests it is 
envisioned work could be undertaken over a number of consecutive days if it 
works best for the employee and the project. The days, hours and location of 
work are flexible. Remuneration would be set at an hourly rate as agreed with 
the candidate based upon their level of skill and experience. 


