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Position Description 

ICT Project Manager  
 

Location: Support Centre, Milton 

Branch: ICT 

Reports to: ICT Program Delivery Manager 

Direct Reports: N/A  

Effective Date of PD: July 2022 

 

Primary Objective: 

The ICT Project Manager will assist the ICT Program Delivery Manager to ensure the effective delivery of ICT 

projects with a focus on enabling technology to support business requirements – where business disruption is 

minimised and adoption of the new systems is maximised. Working with the Lutheran Services Project 

Management Framework, the ICT Project Manager provides governance and administrative support for all 

components of project delivery. The role will also support the ICT Program Delivery Manager by implementing 

consistent project governance standards. 

 

Key Relationships: 
 

This position will communicate with: 

• ICT Project Team 

• Executive Leads 

• Service Managers 

• Functional Managers 

• External Vendors 

• Other internal and external stakeholders as necessary for project needs. 

 

This position has no direct or indirect reports.  

 

Key Accountabilities: 
 

Leadership Accountabilities: 

• The ICT Project Manager is an individual contributor and a Leader of Self. 

 

Role Specific Accountabilities: 

• Undertake specific activities utilising the Lutheran Services Project Management Framework to support 

the planning, implementation, governance and delivery of the ICT Program 

• Responsible for delivering the assigned small-medium projects as per the business case 

• Assist in preparation a range of project reports, documentation and other correspondence 
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• Monitor and update project budgets providing regular updates to the ICT Program Manager  

• Support Project Managers in organising meetings, workshops, and focus groups with internal and 

external stakeholders and prepare agendas, minutes and action items for distribution 

• Work closely with other Project Managers to coordinate project status updates 

• Undertake the preparation of Project/Program Board presentations including booking rooms and taking 

minutes 

• Develop project schedules and project registers including risks, issues and decisions 

• Develop and refine project artefacts through the SharePoint Projects Workspace to ensure the timely 

availability and dissementiation of information to support and evidence project decisions 

• Support Project Managers in reviewing project management artefacts 

• Assist the ICT Change & Communications Lead in the development and delivery of change workshops, 

training material and training sessions 

• Manage the ICT Program inbox and ensure timely dissemination to relevant parties  

• Provide general project support to the ICT Program Delivery Manager, Project Managers and the Change 

& Communications Lead 

 

 

Position Requirements: 
 

Essential: 

• Demonstrated experience as a Project Coordinator or Officer with sound understanding of Project 

Management methodologies and practice looking to take the next step in their Project Management 

career 

• Excellent skills in the use of project management tools and their application including the ability to 

update schedules and budgets 

• Can thrive in a fast paced environment with the ability to adapt to change 

• Demonstrated ability to effectively engage stakeholders at all levels of the organisation 

• Ability to document high-quality work instructions and training materials 

• Computer literacy and tech-savviness 

• Excellent time management and organisation skills 

• Self-starter, ability to complete tasks with limited direction.  Possesses a ‘can-do’ attitude and is a strong 

team player with excellent communication and interpersonal skills. 

 

Desirable:  

• Project Management certifications or working towards one. 

 

Values and Behaviours: 

At Lutheran Services, we place equal value on the outcomes we achieve and the behaviours we demonstrate. 

Our competency framework provides the basis of behavioural expectations for all employees (see Appendix).  

 

All positions are accountable to the values and behaviours set out in the Lutheran Services Competency 

Framework. The ICT Project Manager is a Leader of Self.  
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We certify that the content of this position description is an accurate overview of the role to be performed as 

is currently foreseen.  This position statement is not intended to be all-inclusive and may change as 

reasonably required to meet the needs of the organisation.  

Employee’s Signature 

 

Date /               / 

Manager’s Signature 

 

Date /               / 
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