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[bookmark: _Hlk11223437]ROLE TITLE:   Dynamics 365 Administrator

Reports to:   Business Systems Manager

Direct reports including contractors: contracted resources as required 

Budget: N/A

Key relationships: 
· Support, collaborate, influence and advise the NCC IT Leadership Team on Dynamics matters and developments 
· Collaborate with the wider IT Operations team to support D365 incidents in line with the service desk function
· Support and collaborate with the wider NCC community such as engineering teams, support functions and other key departments with D365 requirements, improvements and changes
· Develop and maintain key external relationships with the University of Bristol IT team, wider Catapult communities and other key partners with a focus on D365 activities and support

Role Purpose
· Responsible for the administration of the NCCs Dynamics 365 environment
· Define, develop and implement in the support of the Business Systems Manager key D365 incident response processes and procedures
· Respond and act upon any D365 incidents swiftly
· Providing an interface between the business and its D365 partners including Microsoft
· Act as the main focal point in the IT team for all D365 activity
Key Responsibilities
Day to day management and administration of the NCC D365 business system
· Support the current and future delivery of D365 projects currently focusing on the development of a Unified Business System (UBS)
· Responsible for coordinating and delivering updates to NCC D365 system
· Environment management and configuration of NCC D365 system
· Coordination of regression and user acceptance testing of NCC D365 system for supplier product updates
· Manage the releases of updated systems ensuring CAB processes are adhered to for D365 system updates
· Coordination of business-related change requests to NCC D365 system, working with suppliers to deliver the change end to end through to release
Responsibility for NCC D365 system Microsoft Software licensing, maintaining a full understanding of the various license types and usage
· Ensure all NCC D365 system licensing is up to date and maintained
· Ensuring NCC D365 system is monitored and performing as per supplier specification
· Ensuring any future development of the NCCs D365 system is appropriately supported
· Administration of D365 system admin access and security roles 
· Support D365 change, incident and problem management as required
· Supports the management of key IT contracts and supplier relationships for D365 system
To source and provide appropriate systems training with support of the L&D department ensuring all users appropriately trained on D365 system
· Ensure all D365 system related process, procedure, documentation and policy are maintained, up to date and disseminated across the business accordingly
· Ensures that the data in D365 is correct
· Works with the entire organization as a champion; trains people to ensure D365 is understood by new and existing users; and helps the system to grow and evolve.
· Assesses options for optimising and configuring the system to help the system grow and evolve. 
· Attends regular meetings with support staff and various team members to review upcoming issues, items, and training. 
· Field support request; answering the questions or handing over to helpdesk, running feedback sessions when needed.
· Execute tests to assure changes will not have an impact on the production system. 
· Review and assess requests for improvement/change requests. 
· Administer configuration changes and evaluate more complex changes/projects to assess and if its valuable get a partner to develop the solution.
· Administration of user roles and team management. 
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PERSON SPECIFICATION
	Essential
	Desirable

	Qualifications/Experience
Extensive experience in administering D365 CRM / UBS environments
Technical Microsoft Dynamics knowledge
Previous experience in a service and support role
Previous experience working in a wider IT service team or business systems team
Work experience in D365 projects

	Qualifications/Experience
Professional IT Qualifications / Microsoft qualifications 


	Behavioural Competencies
Ability to set clear priorities and drive for results 
Prove ability to build and develop effective teams to deliver programmes 
Strong interpersonal skills to get the best from all relationships 
Ability to motivate others through creation of shared objectives and vision
Strong negotiation skills with proven ability to develop win-win solutions
Capability to work autonomously
	Behavioural Competencies
Awareness of people factors in change management programmes
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