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Description automatically generated with medium confidence]Job Description: Systems Data Coordinator
FULLY DEVOTED. FULLY TRANSFORMED.

Introduction
Are you someone who finds purpose and meaning in the details?

Do you believe that clean data, well-built systems, and organized processes can be just as much a part of God's mission as what happens on Sunday morning?

At Crossroads Fellowship, we're looking for a Systems Data Coordinator who is passionate about using their technical skills and attention to detail to help our ministries and departments work more effectively — empowering our vision of Transforming the Triangle and Loving our Zip Codes.

If you love bringing order to complexity, take pride in doing things with Excellence, and want to use your skills to serve something that truly matters, keep reading — you might be exactly who we're looking for.

Our Church
Crossroads Fellowship exists “to develop fully devoted followers of Jesus who want to transform the Triangle and the world.”

We are a growing, non-denominational church with a deep commitment to:
· Gospel-centered teaching 
· Spirit-led ministry 
· Leadership development 
· Local and global impact

You can learn more at crossroads.org.

Our Culture
At Crossroads, how we lead matters just as much as what we lead.
· Servant Leadership – We lead with humility and a “We, Not Me” mindset 
· Integrity – We do the right thing and build trust through honesty 
· Collaboration – We believe we are better together 
· Passion – We are all in for what God is doing 
If this sounds like the kind of team you want to be part of, you’ll feel at home here.

The Role & Opportunity
The Systems Data Coordinator is a part-time role (25 hrs/week) within our Systems Department, reporting to the Software Systems Administrator.

This role is about more than data entry.

You'll step into a department with:
· Established systems and processes
· A team committed to Excellence and alignment
· Tools designed to help ministries thrive

And you'll be responsible for maintaining, improving, and expanding those systems — ensuring the data that drives our ministries is accurate, accessible, and actionable.

You'll serve as a primary point of contact for internal Crossroads staff, supporting our contact and data management system, Rock RMS, as well as several related software applications.

What You’ll Do
Manage & Maintain Data
· Enter and maintain data across various systems with accuracy and efficiency
· Perform quality checks and resolve discrepancies to ensure data integrity
Support & Equip Staff
· Provide first-level support and troubleshooting for staff using data-driven software applications
· Create and deliver reports to staff based on their needs
Document & Develop Processes
· Develop and maintain documentation for Rock RMS and related software applications
· Assist with the implementation and maintenance of new data-driven processes
Collaborate & Serve
· Partner with small project teams to support church-wide and campus events (Christmas, Easter, Fall Launch, Missions events, etc.)
· Support other functions related to applications and processes managed by the Crossroads Systems Department

What We’re Looking For
Detail-Oriented & Organized
· You take pride in accuracy and follow-through
· You manage multiple priorities and meet deadlines without dropping the ball
Tech-Savvy & Teachable
· You're comfortable working in data and database systems
· You have a genuine desire to learn new tools and skills with a teachable mindset
Relational & Communicative
· You communicate proactively and effectively
· You anticipate needs and collaborate well across departments
Mission-Aligned
· You want your work to matter beyond a paycheck
· You embrace Excellence as a core value and bring it to everything you do







Other General Expectations
We also expect that you will:
· Model a sincere love for Jesus and a desire to submit to Him in all things
· Work a part-time schedule (25 hrs/week), primarily weekdays, on-site
· Participate in staff and departmental meetings
· Commit to personal, spiritual, and leadership growth
· Handle confidential information with integrity and discretion
· Participate in churchwide events and support the broader mission of Crossroads Fellowship

Required Qualifications
To thrive in this role, you need to have:
· Experience in a data-related role
· Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint)
· Strong written communication and interpersonal skills
· Excellent attention to detail and analytical skills
Desired Qualifications
While not required, it would be a bonus if you have:
· 2+ years of experience in a data management, administration or systems support role
· Experience with contact/database management systems (Rock RMS, Planning Center, etc.)
· Familiarity with project management concepts (Crossroads uses EOS)

Why This Role Matters
This role is about more than spreadsheets and software.
It's about ensuring that the people and systems behind our ministries have what they need to:
· Move fast and efficiently
· Reach more people with the Gospel
· Fulfill the Crossroads vision of Transforming the Triangle and Loving our Zip Codes
It’s also about building processes that will empower our community and shape lives for years to come.

Let’s Talk
If your heart feels energized after reading this, we’d love to hear from you!
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