
  
 

Job Description 

IT and Systems Manager 
Location: HQ Denmark (Hellerup) or Brussels.  

With occasional 
travel to: 

With regular travel between Mission East’s HQ offices and occasional travel to the field 

Department / Team Administration and Accounting 

Responsible to: Director of Administration and Accounting 

Direct Line 
Management of: 

N/A 

Salary Scale:  This role is established at level 18 of the HQ salary scale.  

Length of contract: Permanent 

Hours per week: Full time, Part time (0.8 FTE) would be considered.  

Background 

Mission East is an international relief and development organisation working in crisis-
affected countries in the former Soviet Union, the Middle East, Asia and Africa. We deliver 
emergency relief during disasters as well as long-term development assistance.  We are based 
on Christian values.  Mission East works to support vulnerable people and help local 
communities lift themselves out of poverty and marginalisation. We work directly with our 
beneficiaries or through local and international partners. We constantly strive to strengthen 
the relevance, effect and sustainability of our programmes. 
 
More information on Mission East can be found at: https://missioneast.org 

Role Purpose: 

 Responsible for overseeing and managing Mission East’s internal digital platforms and 
infrastructure and providing internal support as necessary. Liaising with external/outsourced 
support where agreed and appropriate. Ensuring that all Mission East digital systems are 
planned, configured, used and continuously improved in line with recognised best practice 
and organisational need.  

Key Tasks and 
Responsibilities: 

IT Infrastructure and Maintenance: 
*Liaison with office landlords and/or external service-providers on IT infrastructure 
*Responsible for inventory of IT equipment 
*Maintenance of records of all IT suppliers and contracts, equipment allocations, software 
licences and permissions granted. 
*Preparation of costed schedules for equipment, software and other necessary IT-related 
upgrades and implementing in accordance with agreed budgets. 
*Progressing necessary repairs and fixes and/or coordinating with external service-support, 
as appropriate.  
IT Support: 
*Acting as first point of contact, provision of day to day systems support to HQ offices 
(including via remote access, where necessary). 
*Provision of support and guidance to staff as necessary in the use of the IT platforms used by 
Mission East.  
*Provision of remote advice and support, where necessary to field-based staff. 
Data Security: 
*Overseeing security of all digital assets across Mission East. Ensuring appropriate level of 
protection against digital security risks.  
*Investigating and resolving systems anomalies or queries. 
*Monitoring system security and ensuring compliance with agreed standards and procedures. 
Protocols and Compliance: 
*Developing, documenting and applying data and file-sharing rules. 
*Setting up global software, cloud filing systems in accordance with agreed protocols and 
security considerations. 
*Providing mandatory training (including induction for new starters) to HQ staff on IT 
systems, data security, policy and protocols.  
*Providing input to global IT-related training. 
Systems Development and Support: 
*Providing technical support for systems development, specification, sourcing, testing, and 
implementation. 
*Testing and documenting systems as required. 
*Maintaining and adjusting existing in-house systems or migrating to new systems where 



appropriate 
*Management of our website and liaison with web developers where necessary. 
Other activities: 
*Providing back-up support on systems related tasks, where requested. 
*Supporting with data entry, report preparation and analysis. 
*Carrying out other duties, which may or may not be related to the job, as reasonably 
requested. 

Selection Criteria: You will have the following experience, skills and qualifications: 
• At least 3 years’ equivalent experience in managing organisational IT and systems in a 

similar organisation, preferably in the INGO sector.  
• Proven experience of administering Microsoft 365, including Teams is essential.  
• Educated to university degree level in a relevant discipline.  
• Knowledge of databases is essential.  Knowledge of Powershell, Microsoft Graph, 

php, css, vba, and Drupal would be an asset but not essential 
• Demonstrable experience in migrating, planning and management of a comparably 

sized Microsoft tenancy. 
• Experience of implementing IT operations and service desk procedures  
• Experience of managing and using IT service management software, including remote 

management approaches. 
• Prior experience liaising with a range of external IT providers, outsourced services, 

consultants and help-desks.  
• Demonstrable knowledge and experience in project management and delivery, a 

project management certification is an advantage 
• Experience in managing data security requirements, including GDPR compliance.  

 
You will display: 

• All round general knowledge covering an IT department spectrum. 
• Fluency in written and verbal English. Danish language skills are desirable.  
• Ability to understand, interpret and challenge business requirements and translate 

these into a developed solution 
• Proven ability to build and maintain good working relationships with internal 

stakeholders across all levels of the organisation. 
• Excellent experience of solving complex issues through analysis, definition of a clear 

way forward and ensuring buy in. 
• Ability to influence and persuade; being able to demonstrate technical knowledge 

whilst cutting through complexity to translate and apply this to solutions which are 
crucial to deliver business change. 

• Knowledge and understanding of the importance of change management, process 
change, service transition and embedding benefits. 

• Sympathy to Mission East Organisational Values 
 
Other requirements: 

• All staff are required to sign Mission East’s Code of Conduct and Child Safeguarding 
Commitment 

• This role is based in either Denmark or Belgium, the successful candidate will be 
required to demonstrate they have the right to live and work in the EU. 

• Mission East upholds high standards in all aspects of Safeguarding. In view of the 
nature of this role potentially requiring involvement with vulnerable individuals 
(including situations where there are potential imbalances of power), you will be 
required to provide a self declaration and formal certificate of previous good 
conduct. 

• Mission East upholds high standards in Counter Terrorism (COTER) and sanctions 
regulation compliance. In view of this role’s potential travel to and remote 
involvement with our field offices, Mission East will conduct a thorough pre-
employment background check of successful candidates, including checking through 
the SDN sanctions lists. 
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