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Job description 

The Lead Microsoft 365 trainer will work on customer and internal initiatives to make sure we’re 

top of our game when it comes to delivering Microsoft 365 (M365) skills and knowledge. 

You’ll own and maintain our training library so that all projects have access to a pool of approved 

assets – course outlines, quick reference guides, videos etc. 

By working with our communications, engagement, creative and change specialists, you’ll help 

our customers transition to M365. You’ll lead customer conversations around skills and 

technology and bring fresh and innovative ideas to make sure our training offer is fresh, relevant 

and engaging – and has measurable impact.  

Job type  

Permanent, full-time employed role 

Hours 

40 hours per week 

Salary 

Dependent on skills and experience 

Location 

Home-based, with travel to customer sites as needed (subject to travel restrictions) which may 

include overnight stays 

Reporting to 

Head of Creative Agency 

Line management responsibilities 

None  
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Responsibilities  

Overall, you’ll help shape and deliver customer training programmes that introduce new 

technology. You’ll be creative, empathetic and thorough and help maintain Inform’s reputation 

for delivering people-focused, bespoke and meaningful interventions. You’ll design and deliver 

training for our customers, and to your internal colleagues. 

Your key tasks: 

 Working with our creative agency and drawing from our comprehensive back catalogue 

of existing materials, you’ll develop a library of on-brand learning assets to support our 

client work 

 Promoting the training asset library to the Inform trainer community 

 Delivering varied virtual and face-to-face training  

 Keeping up to date on the evolution of Microsoft 365 so we always know what’s coming 

and how it can benefit our customers 

 Identifying opportunities to improve and evolve our training offering 

 Delivering internal training, e.g. induction, Microsoft Teams and Dynamics CRM 

 Sharing positive stories for case studies and story telling 

 Encouraging standardised measurement so we can benchmark what success looks like 
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About you 

We’re looking for someone who has: 

 Deep knowledge of Microsoft 365 as you’ll be the expert voice for customers on how 

using it effectively can transform how people work together 

 Significant experience of training Microsoft 365, both face to face and virtual, in various 

organisations and industries 

 Worked in learning and development functions across public and private organisations  

 Confidence and competence to use software that supports great delivery, such as 

PowerPoint and online meeting solutions such as Microsoft Teams and Cisco WebEx 

 Good all-round people and organisational skills  

 Natural conversational skills with a warm delivery style – and, because you’ll work with 

people at all levels within an organisation (including up to C-suite and board level), 

you’ll know how to pitch your delivery accordingly 

 Self-motivation – we all work from home unless meeting clients or on occasional team 

catch ups, so you need to be happy in your own company and able to work virtually 

 A great approach to teamwork – you value what you can add to it and what you can 

learn from it 

 A positive and enthusiastic outlook with plenty of energy to act quickly, proactively and 

to get the job done 

 Problem-solving skills 

 Strong listening, writing, and speaking skills with a genuinely good eye for detail 

 Creative flair to enhance training delivery, or learning assets 

 Commercial appreciation, so we deliver excellent training assets in a way that’s 

palatable for our customer 

 Interested in how to quantify achievement from the people who learn with us –from 

digital credentials to LMS measurement tools 

It would be helpful, but not essential, if you have:  

▪ Certified Online Facilitator (COLF) accreditation 

 Experience of delivering training on CRM systems particularly MS Dynamics 

 Experience in developing short training videos using tools such as Camtasia 
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What we offer 

Because we embrace the opportunities from the technology we help roll out, we have flexible 

working patterns to fit in with your travel, family, personal development and other activities. We 

think this helps our team be the fully rounded experts our clients need. Alongside generous pay, 

we try to create a learning and social environment. So while we have a working-from-anywhere 

set up, you will feel connected and supported. 

We offer company leave between Christmas and New Year on top of annual leave, free eye 

tests, childcare vouchers, contributory pension, death-in-service cover and support for your 

learning and development. We offer referral fees to employees and contractors. 

 

 

 

 

 

 

 

 

 

 


