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Position Description 
  

 
It is recommended you fill out this form using the latest version of Adobe Acrobat or Reader 

 

The purpose of this document is to record an accurate description of the position you currently hold.  It should 
be completed in consultation with your Supervisor/Manager and reviewed annually. Both you and your 
Supervisor/Manager should retain a copy and forward a copy to Human Resources. 
 

Position Details 

NAME:  

JOB TITLE: ICT SERVICES MANAGER 

ENTITY/LOCATION: Parish Administration Centre 

MANAGER / SUPERVISOR CFO 

DATE OF COMPLETION November 2018 

DATE OF REVIEW  

 

Our Vision “Everything is to be oriented towards the praise and glory of God” 

Our Mission 

 

The St Agnes’ Parish community strives to make Our Vision a reality by a commitment to: 

Holiness in the image of Christ 
Proclaim the good news of salvation 
Minister within the faith community 
The service of all, particularly those in need. 

 

1.  PRIMARY PURPOSE OF POSITION 

In the context of actively supporting the vision and mission of St Agnes’ Parish Port Macquarie, the primary 
purpose of the position is to lead the ICT Operational Support team and ensure the effective management, 
support and security of ICT systems and processes. The position will help implement and maintain a fit-for-
purpose ICT environment and support the future technological direction of the Parish.  

This Position Description is provided for indicative purposes and does not represent a comprehensive 
reflection of the role.  The day-to-day tasks and duties will be developed as work priorities dictate.  
These will be discussed between the supervisor and the staff member, and will reflect the strengths 
and skills of the successful candidate. 

The Employer reserves the right to vary this Position Description in response to changing needs.  In fulfilling 
this purpose the incumbent is required to be familiar with, support and act in accordance with the Parish 
Vision and Mission as they relate to this position. 

 
  

https://get.adobe.com/uk/reader/
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2.  KEY RESULT AREAS AND RESPONSIBILITIES  

1. Leadership and 
Management 

• Provide strong leadership, guidance and direction to staff within the 
ICT portfolio, ensuring a culture of collaboration and teamwork across 
the service area.  

• Partner with St Agnes Parish stakeholders 
• Ensure effective change management, with particular emphasis on 

clients and continuation of ICT services. 
• Develop fit-for-purpose service delivery practices within  ICT operations 
• Develop, coach and mentor ICT staff 
• Proactively manage all business and staff resources relating to the ICT 

operational area. 
• Take responsibility for the performance of the ICT team, operations 

and service delivery. 
• Manage working relationships and contract negotiations/service 

agreements with external suppliers/vendors 
 

2. Strategic Input • Develop a strategic vision for ICT Operations at the Parish that aligns 
with the Parish digital transformation strategies. 

• Lead the delivery of strategic and operational plans relating to ICT 
Operations 

• Keep up to date with innovative developments in information 
technology (both hardware and software). 

• Effectively contribute to ongoing development of information systems, 
medium and long-term plans. 

• Contribute to or, when assigned, develop fit-for-purpose, policy and 
standards. 

• Lead the implementation of policy and standards updates. 
• Develop ICT Operational fit-for-purpose Service Level Agreements 

 

3. General ICT • Ensure the existence of a customer centric and cost effective help desk 
(service centre) that meets defined Service Level Agreements. 

• Ensure that systems and processes are in place so that legal and Parish 
data security requirements are achieved. 

• Ensure the maintenance of an effective ICT disaster recovery and 
business continuity plans. 

• Be aware of industry best practice in standards, policies and processes.  
• Have a high understanding of ICT architectural / system engineering 

best practices; asset management methodologies and service models 
 

4. Infrastructure • Lead the team, approved external resources, as well as self-involvement 
where necessary to: 

• Ensure control and quality asset management of ICT infrastructure, 
software and licenses. 

• Optimise hardware and infrastructure assets. 
• optimise hardware and software procurement models 
• Continuously and proactively, improve the Parish ICT infrastructure. 
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• Provide thought leadership in the implementation of fit-for-purpose 

infrastructure, design and management. 
• Ensure monitoring and reporting systems and processes are in place 

for managing service SLAs and security. 
• Manage ICT operational risks and issues. 

 

5. Information Process flow • Lead the team, approved external resources, as well as self-involvement 
where necessary to: 

• Optimise total cost of ownership of software assets. 
• Manage upgrades of software in a planned, efficient manner that 

minimises user disruption. 
• Ensure staff have efficient and appropriate access to necessary 

systems and data sources to perform their work. 
• Manage and improve the interfaces between various systems to 

reduce non-value adding work within the Parish. 
 

6. Customer Focus • Establish partnerships through effective communication with all 
internal and external stakeholders. 

• Actively lead and promote a culture of continuous improvement, to 
provide a wide range of services aligned with the changing needs of the 
Parish 
 

7. Financial Management • Prepare and manage the annual ICT budget 
 

8. Project Management • Perform a lead role for assigned minor projects, to ensure projects: 
• Deliver on pre-determined quality and performances KPI’s. 
• Use a structured approach and deliver on time and on budget. 
• Work closely with Project owners to ensure effective change 

management. 
• Coordination of ICT operational project resources, manage internal 

resource capacity and priorities. 
 

9. Work Health & Safety • Proactively drive and commit to high standards of work health and 
safety for St Agnes’ Parish, and be accountable for leading a culture 
where the health, safety and wellbeing of workers is truly valued. 

• Understand the Parish’s key inherent work health and safety risks, 
critical control processes and the resources that are required to 
mitigate risk.  Maintain monitoring mechanisms to confirm these 
mitigating controls are applied, available and effective.  When major 
work health and safety vulnerabilities are identified or failures occur, 
management system level corrective actions are implemented. 

• In consultation with key stakeholders, consider work health and safety 
implications in decision making and ensure these are explained when 
communicating a decision.   
 

10. Professional Development • Keep abreast of developments in each of the above areas and 
undertake prescribed training to hone and update skills at all times. 
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11. Other duties as required • Any other duties as directed from time to time. 

• The Employer reserves the right to vary this Position Description in 
response to changing needs 
 

 

3.  PERFORMANCE CRITERIA 

This position is performed well when: 
• All work is performed in a manner that is consistent with the Parish Mission Statement and Values and in 

accordance with organisational standards and practices. 
• All work is performed to a high standard, with a focus on: 

o Customer satisfaction; 
o Minimisation of total cost of ownership to the Parish over the life cycle; 
o Continuous improvement in all areas of responsibility; 
o Effective ICT change management; 
o Effective ICT service delivery. 

• Rollout of ICT initiatives is timely, seamless and ensures positive outcomes for users 
• Staff engagement is high and positive, with a collaborative and service oriented culture maintained 
• There is a genuine commitment to the ongoing learning experiences and professional development of 

self and staff. 
• All staff adhere to their obligations under the Work Health and Safety Act. 

 
CHALLENGES / PROBLEM SOLVING CHALLENGES OF ROLE 
• Balancing best practice and cost, i.e. fit for purpose. 
• Ability to communicate effectively with stakeholders who have little technical knowledge. 
• Requirement to be innovative, agile and comfortable with ambiguity 
• Growth and change within the Parish entities as we deliver against our ICT Strategic Plan 
• A required cultural change across users and ICT Operations to embrace change management and 

communication techniques. 
• Managing ICT staff capacity versus Parish priorities 

 
 

4.  EXPERIENCE, QUALIFICATIONS AND SKILLS FOR THE JOB 
 

An understanding of the Catholic faith and an appreciation its value systems, beliefs and practices.  

QUALIFICATIONS 

• Tertiary qualification in ICT or related field (or equivalent experience) 

EXPERIENCE 

• Minimum eight (8) years’ experience in a similar ICT Manager role, managing a small ICT team, within a 
medium sized organisation 

• Background in ICT and technically competent with strong skills across a range of technologies  
• Experience across ERP, I-Care and Community Services applications desirable 
• Demonstrated experience in change management, service delivery, process and technology improvements 

to drive efficiencies 
• Demonstrated experience managing a help desk / service centre environment 
• Demonstrated project management experience 
• Demonstrated ability to deliver continuous improvement in an ICT operational environment 
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JOB RELATED REQUIREMENTS 

• Current National Criminal History Record Clearance 
• Current Australian Drivers’ Licence 
• NSW Working with Children Clearance 

SKILLS AND ATTRIBUTES AS A PERSON 

• Actively promotes St Agnes’ Parish Vision, Mission, and Code of Conduct in Practice 
• Commitment to work in harmony with Catholic Values and Principles. 
• An innovative and forward thinking manager with a vision for the future and the ability to provide 

technological solutions 
• Proven leadership and management skills, with the ability to inspire, engage and drive a positive working 

culture 
• Strong business acumen, with proven business planning skills  
• Strategic thinker, with effective problem solving, negotiation and change management skills 
• Strong interpersonal and communication skills, with the ability to build strong relationships with all areas 

of the Parish and external service providers. 
• Ability to influence a diverse group of non-technical stakeholders to achieve desired outcomes 
• Openly shares skills and techniques for the benefit of staff and customers 
• Always displays a professional approach with the best interests of the Parish in mind. 
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