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	 Job Title
	 Senior Microsoft 365 & Automation Engineer
Business Analyst

	 Grade
	 Grade 5

	 Starting salary
	 £40,290


	 Employment type
	 Permanent 

	 Directorate
	 Corporate Services & Accounts

	 Department
	 Digital Services

	 Location
	 Thistle House (Hybrid)


Information about the role
SLAB is investing heavily in modern technology, including Microsoft 365, AI-powered tools and automation solutions. This role is key to ensuring those investments deliver real business value.
Working closely with established technical and platform teams, the postholder's primary focus will be identifying opportunities to improve adoption, increase automation, maximise Copilot AI enablement and business process improvement.
This role will help SLAB move beyond simply providing digital tools to actively transforming how work is carried out. By identifying opportunities to automate repetitive tasks, simplify business processes and improve collaboration, the role will enable staff to spend less time on administration and more time delivering high-quality services to colleagues, applicants and legal aid providers. 
Reporting to the Technical Architect, the postholder will drive a sustainable pipeline of technology-enabled improvements, champion digital adoption tools and embed a culture of innovation and simplification. In doing so, the role will help increase organisational efficiency and capacity ensuring SLAB improves services for staff and customers and achieves maximum value from technology investment.
Main duties and responsibilities
Digital workplace and technology optimisation
· Act as the subject matter expert for Microsoft 365, Copilot AI and Power Platform, providing direction on capabilities, roadmaps and best practices
· Identify and deliver opportunities to improve productivity, collaboration, communication and information sharing through better use of technology
· Assess, design, build, implement and maintain secure, supportable business solutions using Microsoft 365, Power Platform and related technologies.
· Maintain a roadmap and prioritised pipeline of technology improvements aligned with operational needs, business priorities and organisational value.
AI, automation and process improvement
· Lead the rollout, adoption and continuous improvement of Copilot AI and emerging automation capabilities
· Establish and champion a safe and effective operating model for low-code development using Microsoft Power Platform
· Work with business teams to review processes, challenge existing practices and implement simpler, technology-enabled ways of working
· Assess automation and improvement opportunities according to business value, user benefit, risk and operational impact.
Adoption, engagement and benefits
· Build effective stakeholder relationships to understand business needs and act as a key contact for technology-enabled service improvement
· Lead engagement, communications, guidance, training and support for Microsoft 365, Copilot AI and automation initiatives
· Measure and report on adoption, service improvements, efficiency gains and user benefits, ensuring intended outcomes are realised
· Capture lessons learned and applied best practice to future improvements.
Governance and assurance
· Ensure solutions align with technology strategy and comply with information governance, security, accessibility and data protection requirements
· Support governance arrangements for Microsoft 365, Copilot AI, Power Platform and automation services
· Identify and manage delivery, operational and technology risks, implementing appropriate mitigations.
Infrastructure engineering
· Contribute to the design and improvement of secure, reliable and supportable infrastructure services
· Apply infrastructure-as-code, automation and continuous delivery practices, including maintaining pipelines, scripts and reusable deployment components
· Use Bitbucket and agreed version-control practices, including branching, peer review and change tracking
· Collaborate with infrastructure, cloud, security and application teams to improve engineering standards and working practices.
Leadership and delivery
· Lead technology-enabled improvement initiatives from identification and prioritisation through to implementation and benefits realisation
· Manage priorities, resources, suppliers and technology partners to maximise organisational value
· Contribute to Digital Services planning and champion a culture of innovation, learning, simplification and continuous improvement.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
Microsoft 365 & digital workplace
· Significant hands-on experience delivering, administering and enhancing Microsoft 365 services
· Strong understanding of digital workplace technologies and how they improve collaboration, productivity and user experience
· Experience driving adoption and effective use of Microsoft 365 capabilities, including Microsoft Copilot
· Ability to translate business requirements into practical and supportable technical solutions.
Automation, AI & continuous improvement
· Hands-on experience with Power Platform technologies, including Power Automate and Power Apps
· Experience identifying and delivering automation and process improvement opportunities
· Experience implementing, supporting or driving adoption of Microsoft Copilot and AI-enabled workplace solutions
· Understanding of the opportunities, limitations and risks associated with AI technologies in the workplace
· Ability to demonstrate measurable improvements in efficiency, productivity or service delivery.
Engineering & delivery
· Demonstrable experience configuring, administering and supporting Microsoft 365 and Power Platform solutions
· Experience developing automation solutions using Power Automate, PowerShell, Microsoft Graph or similar technologies
· Proven ability to work collaboratively with stakeholders to identify needs and deliver outcomes
· Strong communication, problem-solving and stakeholder management skills.
Governance & security
· Understanding of information governance, security and data protection principles
· Ability to balance innovation with appropriate governance and risk management controls.
Desirable criteria
· Experience with Copilot Studio, custom copilots, agents or AI extensibility capabilities
· Experience with Power BI and data visualisation solutions
· Experience leading organisation-wide technology adoption or change programmes
· Understanding of modern engineering practices, including Infrastructure as Code, CI/CD, testing and operational support
· Experience using source control and collaborative development practices
· Experience working with infrastructure, cloud and application teams on wider technology initiatives.
Criminal record check
For this post we require a Level 1 Disclosure through Disclosure Scotland. For more information about types of criminal record checks in Scotland, visit Types of disclosure - MyGov.Scot.
Qualifications
Hounours Degree in Computer Science, Software Engineering, Information Systems, Cyber Security, Data or Systems Engineering or other relevant Honours degree, or relevant experience with government digital service standards, SFIA aligned competencies or certifications (Office 365, ITIL, BCS)
Please note: If you fail to demonstrate how you meet the minimum qualifications as stated above, your application will be automatically sifted out.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
Self-awareness 
· Responsible for personal behaviour and is accountable for own actions, health and wellbeing
· Aware of personal strengths and takes pride and responsibility for performance at work and is responsive to constructive feedback
· Adaptable and embraces new ways of doing things, contributing ideas and energy to continuous improvement
· Takes control of personal and professional development, actively managing own Personal Learning Plan as well as supporting the development of others when needed.

People management  
· Prioritises and agrees objectives aligned with the Operational Plan to engage staff, maximise adaptability and build capacity to deliver
· Credible with staff, creating conditions to build confident effective teams that empower, value and motivate people, managing workload and equalities
· Raises performance using constructive challenge, feedback and coaching skills, seeking support and advice from HR professionals when needed
· Aware of impact on others and creates a positive environment for innovation, learning, health and wellbeing.

Communications and engagement   
· Engaged and credible with stakeholders, connected to a range of internal and external networks
· Communicates clear and creative ideas that meet the needs of a range of audiences, ensuring objectives and outcomes are achieved
· Produces concise, clear, well-structured written work using SLAB guidance
· Considers and communicates the impact of decisions on wider policies and programmes.

Improving performance 
· Demonstrates ongoing use of relevant performance improvement tools and techniques including skills development
· Uses Programme and Project Management Principles effectively and proportionately 
· Adapts quickly to fit skills and resources to changing circumstances and expectations
· Applies risk management principles to decision making, controlling opportunities and threats to achieving objectives.
Analysis and use of evidence 
· Use evidence to assess, measure and evaluate projects and policies, considering the impact on other policies and government outcomes
· Engage with analytical specialists at appropriate stages of policy and programme development
· Interrogate analytical and management information to draw out key messages and findings to support decisions
· Organise and collate robust information from a variety of sources in decision-making, sharing knowledge and information across the wider system.

Financial management 
· Uses accurate and relevant financial data to create objectives and targets relevant to budget responsibilities
· Takes responsibility for the monitoring and controlling of expenditure
· Understands and applies the principles of Budgeting, Financial Management and Resource Accounting outlined in the ‘Scottish Public Finance Manual’
· Maintains regular contact with relevant finance staff and knows when to seek advice from audit, risk, procurement and finance professionals.
Starting salary
This job is Grade 5 within SLAB, which currently has a starting salary of £40,290. The current maximum of the Grade 5 scale is £46,830, payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position which covers a three year pay period from 1 April 2024. Any future salary increases after 31 March 2027, either because of pay progression within Grade 5 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s pay policy.
Working pattern
The standard working week is 35 hours, totalling seven hours each day. Flexible work may be available but should be discussed.
If you are applying for a full time position on a part time basis (less than 35 hours per week), please give details of the number of hours and pattern of part time work you would be interested in. 
Other information
Your permanent place of work is located at:  
Thistle House, 91 Haymarket Terrace, Edinburgh, EH12 5HE.
At SLAB, we have adopted a hybrid working approach that gives employees the flexibility to choose where they work, considering individual needs, business requirements, and job roles. We recognise the importance of supporting a healthy work–life balance and offer flexible working arrangements to help employees achieve this.
For this role, you will be expected to be on-site two days per week.
If you wish to learn more about us and our direct services, please visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.
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