Job Description

Role Title: 	SharePoint Administrator
Reports to: 	IT Manager
Grade: 	Senior 
Sector: 	Group Services
Division: 	IT

Purpose / Scope of role
APEM Group is a world-class environmental consultancy with a unique blend of specialist capabilities, enabling us to partner with global corporations and governments while maintaining close, trusted client relationships. Our growth trajectory—driven by organic expansion and strategic acquisitions—has positioned us as a leader in delivering complex, technically challenging projects across the UK, Ireland, and internationally.
APEM has recently become part of Applus+, an international Group with over 25,000 employees across 65 countries. APEM Group will form a new division within Applus+, leading the development of a consulting offer, complementing other core and established services. This is an exciting time to join APEM whose partnership with Applus+ will provide both investment and collaboration opportunities to take APEM on its next phase of growth.

We are seeking a SharePoint Administrator to join APEM’s Technology, Innovation and Data team, supporting the ongoing development, optimisation and governance of our SharePoint and Microsoft 365 environment. This is a division‑level role within APEM, with responsibility for implementing and guiding an information and collaboration strategy that aligns with wider group principles, while remaining focused on APEM’s business needs.

The role combines run‑the‑business operational ownership with transformational change, ensuring SharePoint is reliable, secure and well‑governed today while evolving the platform to support APEM’s future growth. As SharePoint Administrator, you will manage, configure and maintain the SharePoint environment, while championing robust document and records management practices, including compliance controls, retention policies, metadata standards and information lifecycle management.
You will work closely with colleagues across Technology, Innovation and Data, and partner directly with Legal teams to ensure collaboration, information management and regulatory compliance are aligned and defensible.

What success looks like in this role

In this role, success means SharePoint is trusted as the organisation’s primary place for creating, storing and collaborating on information. Content is easy to find, consistently structured, and managed in a way that supports how people actually work. Governance is largely invisible to users, embedded through good platform design rather than rules and restrictions, enabling teams to work efficiently while remaining compliant.

The successful post‑holder will ensure document and records management is defensible, proportionate and audit‑ready. Retention, classification and disposal are applied consistently, regulatory obligations are met, and Legal, Information Governance and Security colleagues have confidence in how information is managed. Just as importantly, the role builds strong relationships across the organisation, acting as a trusted advisor who balances control with usability and continuously improves how SharePoint supports the business.

You will work with the wider Technology, Innovation and Data team and selected external partners to enable and govern automation using Microsoft Power Platform tools, primarily Power Automate and Microsoft Forms. The role will involve delivering light‑touch development where appropriate, while commissioning and overseeing external delivery for more complex solutions.

You will also have senior‑level exposure, working closely with Technology, Innovation and Data leaders to contribute to enterprise‑level decisions around platform strategy, governance frameworks and digital transformation initiatives. This role offers the opportunity to influence how information and collaboration are managed across APEM, while developing your profile for wider career progression.

Key Responsibilities

· Administer and maintain APEM Group SharePoint Online environments.
· Implement and maintain document and records management policies within SharePoint.
· Configure retention labels, policies and compliance features in MS365 
· Manage site collections, libraries, lists, permissions, and workflows. 
· Monitor system performance, troubleshoot issues, and apply patches or updates. 
· Implement governance, security, and compliance standards. 
· Collaborate with business units to design and deploy SharePoint solutions. 
· Provide user support, training, and documentation. 
· Integrate SharePoint with other Microsoft 365 services (Teams, OneDrive, Power Automate, etc.)

Skills/Knowledge/Experience/Qualifications 

Essential 
· Proven experience as a SharePoint Administrator
· Strong knowledge of SharePoint architecture, site collections, and permissions.
· Experience using Microsoft Power Platform tools (including Power Automate and Power Apps) and Microsoft Forms to support SharePoint-based document management, workflow automation and information governance. 
· Working knowledge of document and records management principles (ISO standards)
· Experience of configuring retention policies, labels and compliance features in MS365
· Familiarity with PowerShell scripting for SharePoint administration. 
· Understanding of Microsoft 365 ecosystem and integrations. 
· Excellent problem-solving and communication skills. 
· Ability to manage multiple projects and priorities.
· Experience with SharePoint migrations and upgrades. 
· Knowledge of Power Platform (Power Apps, Power Automate).

Desirable 
· Experience of global information and data regulations (ie GDPR, FTC, Aus Privacy Act, etc) 
· Experience with eDiscovery, compliance centre and information governance tools in MS365
· Experience with Azure Virtual Desktop

Our Values

Our most important assets are our people who work here. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:

· Integrity – We do the right thing
· Quality – Quality in everything
· People - We care
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality

Our WOW Factor

When home became work, we learned that flexibility, understanding and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you have to entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.
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We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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