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Job Description 
	Job Title
	Associate M365 Engineer (AI)

	Grade
	Graduate Grade 

	Reporting To
	
M365 Team Leader 

	JD Ref
	



Purpose
The role holder will be part of a M365 team that sits within the Digital Experience section of Digital and Data Architecture service. It has a vital role in the design, build and implementation of enterprise collaboration tools, applications, and AI capabilities across Microsoft 365, ensuring maximum business value for the organisation. 
The role will focus on developing and delivering new tools and capabilities to provide innovative solutions working with the latest technologies including Microsoft365 Copilot and Copilot Studio. The role holder will work across our Council services uncovering AI use cases, to create and deliver solutions, engaging on adoption, as well as providing end user support and training. 

Main Duties And Responsibilities


· Undertaking an M365 role within the team focussed on Copilot 
· Contributing to the designing and delivery of end-to-end solutions based on user requirements
· Responsible for the development of knowledge articles, and design documentation, to ensure solutions can be fully exploited by customers and supported.
· Input into Technical Design Authority to provide governance across project delivery.
· Advising on current digital trends and technologies and champions the use of new technologies. 
· Responding to end user support queries and issues, providing a point of escalation for advice, support and guidance.  
· Work alongside architects, security, information governance and data to ensure delivery of robust and compliant solutions, and that M365 development activities protect council data both internally and externally
· Contributing to development and delivery of internal workshops and demonstrations for solutions
· Represent the Council in community of practices, sharing knowledge through show and tells, case studies and blog posts, and engage in the Microsoft Local Regional Government community.
· Horizon scanning for new technology and development opportunities

Communication, Engagement and Training: 
· Enable others to make informed decisions by providing clear advice, support and information in areas of specialism.

· Create and maintain robust working relationships by means of strong and effective interpersonal skills both written, digital, and verbal when communicating with officers at all levels throughout the Council.

· Support and contribute to the decision-making processes in relation to M365 and digital experience obligations.

Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.

[bookmark: _Hlk142571170]Other: 
Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· Post holder would be required to undertake the following qualification if not already in possession of it 


Knowledge & Skills

· Strong and efficient organisational and time management skills with an ability to multi-skill, to prioritise and produce excellent work under pressure and to tight timescales and deadlines.

· Strong and effective interpersonal skills  with the ability to negotiate and influence others in relation to facilitation of tasks within deadlines.

· Ability to work in a fast paced, changing environment, and to self-educate across several areas. 

· Ability to analyse user requirements, communicate concepts to technical and nontechnical audiences to support the development and implementation of solutions. 

· Strong ability to interact with business stakeholders to understand their needs and provide simple solutions to their problems. 

· Clear knowledge of M365 products, and understanding of M365 Copilot Chat and Studio

· Awareness of Entra and 365 group management and permissions.  

· Awareness of data governance and data security and compliance features and best practice 

· Understanding of the potential uses of Artificial Intelligence within a large organisation.

· Able to work independently and as part of a team.

Experience

· Proven ability to communicate confidently and clearly, both verbally and in writing, to inform and/or influence others.

· Production of high quality documentation 

· Ability of planning and prioritising work, whilst remaining flexible to changing demands.

· Experience of working with Microsoft 365 products 

· Managing and developing self and championing new technologies 

· Working to deliver individual and team objectives

· Continuous improvement, identifying opportunities for service improvement, including monitoring and assessing current services, and horizon scanning.

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
Health & Safety Considerations: 
· Lone working
· Work with VDUs (Video Display Unit) (>5hrs per week)
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