SQUARE ONE.

JOB SPECIFICATION
IT & Systems Lead/ Technology & Systems Lead

Location Newcastle, with regular travel to Leeds
Reporting to Director of Operations
Working pattern Full time

ROLE PURPOSE

To provide dedicated internal ownership of the firm’s day-to-day technology operations, user support, supplier
coordination, training and systems adoption. The role will work closely with ITC and other technology suppliers but
will sit within the business and ensure that technology issues, projects and user requirements are properly owned,
prioritised and followed through.

KEY RESPONSIBILITIES

1.

DAY-TO-DAY TECHNOLOGY SUPPORT
° Act as the first point of contact for technology and systems queries across the firm.

° Triage and resolve user issues where appropriate, escalating to ITC or other suppliers where
specialist support is required.

. Provide practical support to lawyers and business services teams, reducing avoidable disruption
and lost time.

° Identify recurring issues and help implement sustainable solutions rather than repeated fixes.

ON-SITE HARDWARE AND OFFICE TECHNOLOGY SUPPORT

° Support laptop, monitor, docking station, printer, scanner, phone and peripheral setup.
. Coordinate meeting room technology and video conferencing support.
° Assist with office moves, desk moves, equipment changes and practical technology

requirements across Newcastle and Leeds.
. Support work experience, temporary users and ad hoc device requirements.

SUPPLIER MANAGEMENT AND COORDINATION

. Act as the internal operational point of contact for ITC and other technology suppliers.
° Log, monitor, chase and escalate support tickets, ensuring issues are clearly specified and
prioritised.
. Translate business requirements into clear technical instructions.
. Check that supplier work has been completed properly and that users are supported through to
resolution.
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4. MICROSOFT 365 OWNERSHIP AND ADOPTION
° Support effective use of Outlook, Teams, SharePoint, OneDrive and associated Microsoft 365
tools.
. Assist with permissions, access, groups and basic administration.
° Develop user guidance, good practice and training materials.
. Identify opportunities to improve collaboration, document management, automation and use of
new Microsoft functionality, including Al where appropriate.
5. BUSINESS SYSTEMS SUPPORT
. Support the line of business platform with user engagement, training, go-live and post-

implementation support.
° Customise document processes, workflows and system as business requires
. Coordinate issues, enhancement requests and supplier engagement.
e TRAINING, ADOPTION AND USER CONFIDENCE
o Deliver informal and structured training to lawyers and staff.
e Prepare simple user guides and practical support materials.
e Provide technology inductions for new starters.

e Improve confidence, consistency and self-sufficiency in the use of firm systems.

6. NEW STARTER, MOVER AND LEAVER MANAGEMENT
. Coordinate technology setup for new starters, including devices, accounts, access and initial
training.
° Support role changes, office moves and permission changes.
. Ensure leaver access is removed promptly and equipment is recovered.
° Maintain onboarding and offboarding checklists.
7. GOVERNANCE, COMPLIANCE AND DOCUMENTATION
° Maintain device, asset, access and licence records.
. Support 1SO, Cyber Essentials and information security requirements where they relate to
systems, access and operational controls.
o Document key processes, supplier contacts, support routes and system knowledge.
. Support access reviews, operational controls and evidence gathering where required.
8. KNOWLEDGE MANAGEMENT AND RESILIENCE
. Capture knowledge currently held by key individuals before it is lost through retirement or role
changes.
. Reduce reliance on individual knowledge and informal processes.
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. Build repeatable, documented ways of working.

° Improve business continuity across technology operations.

PERSON SPECIFICATION

Essential Desirable

Experience in IT support, systems support or
technology operations.

Strong working knowledge of Microsoft 365.

Experience supporting users in a busy office
environment.

Strong communication skills and ability to
support non-technical users.

Ability to coordinate suppliers and manage
issues through to resolution.

Practical, organised and proactive approach.

Comfortable working across Newecastle and
Leed:s.

Experience with SharePoint administration,
Power Platform, Al tools or automation.

Dynamics CRM, Microsoft Dataverse and
PowerPlatform including Power Automate.

Professional services experience.
Legal sector experience.

Experience with case management,
document management or CRM systems.

Understanding of cyber security, I1SO or
compliance requirements.

Experience supporting technology change or
system migration projects.

SUCCESS MEASURES

Firm has a recognised internal first point of contact for day-to-day technology matters.

Reduced reliance on senior operational leadership for routine technology support and supplier

coordination.

Peppermint migration and Microsoft 365 adoption and post go live are supported through training,

documentation and user engagement and customization.

Technology knowledge, access processes and supplier routes are documented and repeatable.

New starters, movers and leavers receive consistent technology setup and training.

Reduced reliance on third party consultancy
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APPLICATIONS

Please email your CV and covering letter to maria.brooks@squareonelaw.com.
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