
   
 

CRU® POSITION DESCRIPTION  
 
Job Title:   Program Coordinator 
 
Division:    CRU Educational Camps (CEC) 
 
Job Type: Permanent Full Time (Part-time may be available by negotiation) 
   
Location: Galston NSW 
 
Reports To:   Program Manager 
 
Direct Reports: Nil 
 
Key Stakeholders: Director of CRU Educational Camps, Program Coordinators 
 
Hours of Work:   Monday to Friday with flexibility to work around camp rosters 
 
Remuneration:   Salary – including a Ministry Expense Account 
 
Date Prepared:   April 2022  
 

 
POSITION SUMMARY 
 
The Program Coordinator is primarily involved in the booking, writing, organising and follow-up of 
programs for CRU Educational Camps, in order to best support CRU’s mission of reaching people with the 
gospel of Jesus. 

 
ABOUT THE ORGANISATION - CRU 
 
Mission Statement and Purpose: 
CRU is a Bible-based, interdenominational Christian youth organisation whose mission is to help the 
students of the independent schools of Australia to know and follow Jesus. We seek to expose students to 
the gospel, win them to Christ, disciple them in their faith and train them for a lifetime of service. 

Similarly, we pray that each employee will grow in their relationship with God and will develop new skills 
and abilities to serve Him. Our staff look to work together as a team to build each other up, not just to be 
productive workers, but to be people who will grow in their love and knowledge of God. 

Theme verse: ‘We will tell the next generation the praiseworthy deeds of the Lord, his power, and the 
wonders he has done.’ Psalm 78:4b 

We work towards this purpose using three core ministry strategies: 

• CRU Holiday Camps - residential and day camps for school students during school holidays on 
both the east coast and in Perth; 

• CRU Educational Camps - fully programmed camps for school year groups during term times; and 

• Schools Ministry - encouraging and supporting Christian groups and speaking in school chapels 
and assemblies on both the east coast and Perth. 

 



   
 

This ministry is underpinned by administrative support, and by the operation of two Camp and 
Conference Centres at Galston and Lake Macquarie, where students and campers can enjoy a fantastic 
camp experience while at the same time grow in their faith. 

 

KEY DUTIES AND RESPONSIBILITIES (but not limited to) 

w Efficient liaising with schools (via the phone, email, and/or in meetings at the school and/or at the 
campsite) to design a program that will meet their camping requirements; 

w Liaising with camp sites to ensure that all pre-camp information is finalised and confirmed. This 
includes being responsible for all special dietary information to ensure a safe delivery of food to 
all campers, as the liaison person between schools and kitchens; 

w Booking and confirming of camp logistics prior to camp (e.g. transport, activities, accommodation, 
external providers); 

w Responsibility for initial camp cost quotes and post camp invoices, in line with the set budgets;  

w Following up groups to confirm bookings and gather any overdue pre-camp information; 

w The management of aspects of the CRU Educational Camps office, which could include ordering 
stationery, arranging photocopier repairs, etc; 

w Leading, directing or speaking on 8-14 CRU Camps per year; including CRU Educational Camps, 
CRU Holiday Camps, and CRU Day Camps. 

Other regular duties include but are not limited to: 

w Preparing and participating in staff Bible studies, devotions and theological training; 

w Participating in Senior Staff team and other staff meetings;  

w Participating in training courses as directed, including theological study, outdoor recreation 
training and ministry skills development; 

w Meeting personal performance goals, and ensuring that trainee staff of the Summit Program are 
similarly meeting personal performance goals. 

w General CRU duties as directed by the CEO or his appointed proxy, which could include duties 
within other divisions. 

 
ESSENTIAL POSITION CRITERIA 

The following qualities are seen as being necessary for this position: 

w Mature and consistent Christian faith with active involvement in a Christian church, with sound 
biblical teaching (as evidence of commitment to Christian ministry and service); 

w A full agreement with CRU’s ‘Statement of Belief’; 

w Be fully vaccinated for COVID-19 in accordance with public health orders and / or Company 
policies; 

w Strong organisational skills and office efficiency, and the ability to prioritise;  

 



   
 

w Friendly, approachable and polite demeanour, and a desire to work closely with school staff in 
developing programs;   

w Passion for providing friendly, personalised customer service; 

w Excellent phone manner;  

w Computer literacy, particularly in ‘Word’ and ‘Excel’; 

w A commitment to and belief in the value of camping for providing a positive environment for 
evangelism; 

w Interest and experience in working with students from school years K-12; 

w Excellent verbal and written communication skills, and a strong eye for detail;  

w Possess a high standard of personal presentation, coupled with energy and commitment;  

w Ability to work independently, and within a team, and willingness to work irregular hours as 
necessary;  

w Appropriate health and fitness to carry out all duties in a safe and efficient manner; 

w Ability to apply Christian faith and principles in all areas of work responsibilities; 

w Strong Bible knowledge and a clear understanding of the Bible’s application to the day-to-day 
lives of the students. 

 
DESIRABLE POSITION CRITERIA 
 
These criteria are desirable, but not essential: 

w Experience in designing, preparing and presenting educational programs; 

w Experience in preparing and presenting Christian talks and studies; 

w Previous experience in a similar role within the education, outdoor recreation or 
hospitality/tourism industries; 

w Qualifications in education, outdoor recreation, theology or hospitality management or another 
related field; 

w First Aid training and/or Bronze Medallion; 

w A current driver licence; 

w A NSW Working with Children Check (or willingness to obtain one). 

 
PROHIBITIONS 

Prohibited persons under applicable Child Protection legislation are ineligible for this position. Continuing 
to meet these requirements will be essential for continued employment. Prior to commencing 
employment, the successful applicant will be required to sign various documents to allow screening 
relating to Child Protection Legislation and protocols. 

 

END OF DOCUMENT 


