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AI Adoption Assistant

	Job details 

	Directorate: 
	Corporate Strategy and Performance

	Department: 
	
Technology & Data 
	Team
	Product & Delivery

	Grade: 
	Career Professional  B
	Reports to:
	Learning and Adoption Lead

	Line management responsibilities:
	No
	Location:
	London



Role overview
	The AI Adoption Assistant supports and accelerates the effective use of M365 Copilot (Premium) across the organisation. The role works directly with business areas to help individuals and teams apply M365 Copilot (Premium) to their day-to-day work, moving beyond initial exposure into practical, sustained use. This is a relationship-led role focused on coaching, facilitation, and constructive challenge. The post holder supports teams to reflect on how they work, identify opportunities for improvement, and embed new ways of working over time. The role operates flexibly across business areas, adapting approach to suit different levels of maturity, confidence, and engagement.











Core duties of the role:
The post holder will:
· Work with senior leaders to build understanding, alignment, and visible sponsorship for M365 Copilot (Premium) adoption
· Engage managers and Champions to establish local ownership and sustained support within teams
· Build and maintain trusted relationships across business areas as a consistent point of contact
· Facilitate engagement across leaders, managers, Champions, and teams to explore how M365 Copilot (Premium) can be applied to real work
· Challenge stakeholders to reflect on current processes and identify opportunities for improvement
· Support the identification and development of practical use cases aligned to business priorities
· Demonstrate M365 Copilot (Premium) capabilities in context to build confidence and credibility
· Support teams to move from individual use to coordinated, team-level adoption
· Facilitate activities to review workflows, identify opportunities, and improve ways of working
· Encourage accountability and ownership within teams to embed sustainable practices
· Develop and support Champions as local enablers within teams
· Facilitate alignment between managers and Champions to reinforce adoption behaviours
· Contribute to a wider community of practice by sharing insight and emerging good practice
· Monitor and assess adoption using usage data and observed behaviours
· Evaluate how M365 Copilot (Premium) is being applied, focusing on effectiveness, value, and impact
· Track progression from individual use through to team-level embedding
· Identify patterns in adoption, including what works well and where challenges remain
· Surface examples of value, impact, and evolving ways of working
· Feed structured insights back to central programme and technology teams to support continuous improvement
· 

Skills and attributes:

	 Criteria (knowledge, skills and attributes)
	Assessment stage

	Experience facilitating engagement at multiple levels, including leaders, managers, and teams
	Interview
	Ability to build trusted relationships and influence stakeholders
	Interview
	Confidence in challenging and guiding stakeholders to reflect and improve ways of working
	Interview
	Strong working knowledge of Microsoft 365 apps (Outlook, Word, Excel, PowerPoint, Teams)
	Application Form
	Practical experience using M365 Copilot (Premium) or similar AI-enabled tools
	Interview
	Ability to translate technical capability into meaningful, business-relevant application
	Interview
	Coaching mindset, enabling others to build capability and take ownership
	Interview
	Ability to adapt approach based on varying levels of maturity and readiness
	Interview
	Strong facilitation skills across a range of engagement approaches
	Interview
	Ability to observe and interpret how technology is used in practice
	Interview
	Experience identifying patterns, insights, and opportunities for improvement
	Interview
	Excellent written and verbal communication skills
	Application Form




Organisational chart 




Project Sponsor/Director of Data & AI


Head of IT Operational Services


Learning & Adoption lead


Head of Product & Delivery


AI Learning & Adoption Assistant


AI Learning & Adoption Assistant


AI Learning & Adoption Assistant


Responsible AI lead


Product Owner or Project Manager


Solution Owner (M365)
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