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POSITION DESCRIPTION

Microsoft 365 Platform Lead (Owner)Values
Ko te mana o Te Whare Wānanga o Waikato ka herea ki tō tātou:
· Tū ngātahi me te Māori
· Mahi pono
· Whakanui i ngā huarahi hou
· Whakarewa i te hiringa i te mahara
The University of Waikato places a high value on:
· Partnership with Māori
· Acting with integrity
· Celebrating diversity
· Promoting creativity
Vision
Ko te tangata
A research-intensive university providing a globally connected, innovative and inclusive studenty experience in an environment characterised by a commitment to diversity, respect for Indigenous knowledge, and high levels of community engagement.



	Reports to:
	Deputy Chief Information Officer (note: reporting line will be confirmed as part of final platform operating model decisions)

	Division:
	Information Technology Services

	Tenure:
	Permanent

	Location:
	Hamilton

	Date:
	February 2026






















GENERAL

Our university’s digital vision is “Digital connects us and moves us forward.”

Information Technology Services (ITS) leads digital direction, manages and protects the digital ecosystem, supports digital initiatives and delivers digital services that ensure the University can teach, research and operate successfully in a secure, resilient, connected, sustainable and future-ready digital environment.
ITS is part of the Corporate Services Group within the portfolio of the Chief Operating Officer.

POSITION PURPOSE

The M365 Platform Lead is a senior technical role accountable for the design, governance, and continuous evolution of the University's Microsoft 365 environment: spanning Teams, SharePoint, OneDrive, Power Platform, Copilot, and the broader productivity suite.
The role sets platform standards, manages configuration and controls, and owns the end-to-end lifecycle of M365 within the University's digital ecosystem. Working in close partnership with Cyber Security, Records Management, and Organisational Development, the Platform Lead ensures M365 is governed and operated in ways that protect information assets, reduce enterprise risk, and align with the University's Digital Plan and risk appetite.

Beyond platform stewardship, the role drives measurable adoption by translating business needs into practical digital solutions, building staff capability, and supporting the safe and scalable use of AI-enabled tooling. Strong stakeholder engagement and the ability to communicate clearly with non-technical audiences are essential to doing this well.

This role reports to the Deputy CIO.


FUNCTIONAL RELATIONSHIPS
Internal:	Cloud Information Protection Engineer (M365 and Azure)
Library Records Management positions Cyber Security and Risk/Assurance positions ITS Architecture
ITS operational teams
Academic, research and professional service stakeholders
Organisational Development, Change and Corporate Communications teams Divisional staff

External:	Vendors and service providers (Microsoft and others) External training and technology consultants
Sector peers and professional networks


KEY RESPONSIBILITIES

Platform Governance and Standards
· Own the design, configuration, and continuous evolution of the M365 platform. Define and maintain endorsed standards, patterns, and guardrails that balance usability with information security, compliance, and the University's risk appetite. Ensure platform decisions are aligned with ITS architecture, accessibility requirements, and the University's Digital Plan.
Business Engagement and Solution Delivery
· Lead engagement with academic, research, and professional services areas to understand workflows, identify opportunities, and translate business needs into practical M365 solutions. Maintain a prioritised programme of improvements delivered through BAU engineering, lightweight continuous change, and targeted divisional engagement.
AI Enablement and Information Management
· Own the University's approach to safe and scalable adoption of AI-enabled M365 tooling, including Copilot. Work in partnership with Cyber Security and Records Management to ensure information handling practices reduce enterprise risk while enabling productivity.
Adoption, Capability Uplift, and Training
· Drive confident, consistent use of M365 across the University. Co-design and deliver structured capability uplift programmes with Organisational Development and ensure training and adoption

activity is aligned to platform standards and priority outcomes — not delivered as standalone initiatives.
Continuous Improvement and Stakeholder Reporting

· Own and actively maintain the M365 Continuous Improvement Plan. Provide transparent reporting to stakeholders on completed, in-progress, and planned initiatives. Collect feedback, monitor platform developments, and ensure the University's M365 environment keeps pace with evolving business needs and Microsoft's roadmap.
Team Contribution
· The Platform Lead is expected to contribute actively to ITS team culture; sharing knowledge openly, supporting colleagues, and modelling the collaborative ways of working ITS is building towards.
· Comply with and undertake responsibilities set out in the University’s Health and Safety Policy.

NOTE: Staff have an annual Objectives, Development and Reflection (ODR) meeting with their manager.


PERFORMANCE STANDARDS

The M365 Platform Lead will be performing satisfactorily when:

· Platform standards, configuration patterns, and governance guardrails are documented, approved by the appropriate governance body, communicated to stakeholders, and reviewed on a defined cycle.
· Information handling practices are measurably aligned with the University's risk appetite, with identified control gaps tracked and remediated within agreed timeframes.
· M365 adoption metrics — including active use of targeted tools and completion of capability uplift activities — show sustained improvement across priority staff cohorts.
· Digital solutions delivered through the platform demonstrate clear efficiency or user experience gains, evidenced through defined measures agreed with the relevant business area prior to delivery.
· New platform capabilities and AI-enabled tools are introduced through a structured rollout process that includes governance sign-off, user readiness, and post-implementation review.
· The M365 Continuous Improvement Plan is maintained, reported to stakeholders on a regular cadence, and reflects a live, prioritised view of completed, in-progress, and planned initiatives.
· Relationships with key partners — Cyber Security, Records Management, Organisational Development, and ITS — are productive, with evidence of coordinated delivery and shared outcomes rather than siloed activity.
· A structured digital capability uplift programme is co-designed and delivered with Organisational Development, integrated into workforce development planning, and reaches agreed target audiences within defined timeframes
· Advice and solutions comply with University policy, relevant legislation, and applicable professional standards, with no significant compliance gaps attributable to platform decisions.
· Health, safety, and wellbeing responsibilities are met in accordance with University policy and statutory obligations.

PERSON SPECIFICATION

EDUCATIONAL QUALIFICATIONS

Essential
· Bachelor’s degree in information technology, Business, Education, or a related field, or equivalent experience.
· Relevant business process analysis, change management, service management or vendor management certifications.

Desirable
· Project Management certification (e.g. PMP, PRINCE2, Agile).
· Recognised industry certifications or equivalently experience obtained from within the industry.


SKILLS, KNOWLEDGE and EXPERIENCE

Essential
· Demonstrated experience owning or governing an enterprise digital platform or product, including setting standards and balancing usability with risk, at a senior level.
· Strong knowledge of Microsoft 365 tools (Teams, SharePoint, OneDrive, Power Automate, Power Apps).
· Demonstrated experience developing or applying governance frameworks for AI-enabled productivity tools, including policy, guardrails, and risk controls.
· Awareness of and ability to apply AI tools in a practical, workplace context.
· Understanding of Information Protection and Records Management.
· Proven experience in delivering digital training, adoption, and capability uplift programmes.
· Demonstrated ability to map business processes and design digital solutions.
· Strong communication skills, with the ability to engage and support non-technical users.
· Commitment to equal opportunity and to the University’s partnership with Māori as intended by
the Treaty of Waitangi. Demonstrated awareness of Māori and Pacific cultures.

Preferred
· Experience in higher education or other complex organisations.
· Familiarity with change management and digital transformation initiatives.
· Experience with e-learning and adult learning methodologies.
· Knowledge of governance, compliance, and accessibility considerations in digital adoption.


PERSONAL QUALITIES

· A demonstrated commitment to challenge the status-quo and drive continuous improvements.
· Ability to monitor multiple tasks, prioritise and maintain progress.
· Professional and approachable communicator with a consultative and inclusive manner to successfully engage and build strong relationships with a diverse range of stakeholders and at all levels of the organisation.
· Innovative and adaptable, able to embrace change and new technologies.
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