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[bookmark: _Toc235628335]Part 1: Job Description
1. [bookmark: _Toc235628336]Job title: Innovation Support Officer
UWTSD Students' Union  •  Wales / England campuses (Hybrid)  •  Full-time, Permanent
	Salary
	£2,100 a month, reviewed on performance

	Job type
	Full-time, Permanent · Hybrid working

	Location
	UWTSD Students' Union, with occasional travel between campus sites

	Benefits
	28 days' annual leave plus winter closure, health support, parental leave




[bookmark: _Toc235628337]2. Job Purpose
As automation increasingly takes over routine administrative tasks across various sectors, organisations like the UWTSD Students' Union require staff who can think and act creatively. The Innovation Support Officer role is designed to drive digital transformation within the Union and streamline daily operational workflows. Additionally, this position helps students develop the forward-looking skills that today's labour market demands. 
The person in this role will promote a culture of innovation and technological integration throughout the Union, identifying areas where repetitive administrative work occurs. This will allow staff to focus their time on creative, student-centred, and strategic activities. An important aspect of the role involves training and supporting colleagues to ensure that new technology is embraced with confidence rather than resistance.
[bookmark: _Toc235628338]3. Organisation Overview
The University of Wales Trinity Saint David (UWTSD) is a multi-campus Welsh collegiate university with a dual-sector structure and regional further-education partnerships. It operates under a historic royal charter. The UWTSD Students' Union, a registered charity run by and for students, supports and represents learners across its campuses in both England and Wales.
[bookmark: _Toc235628339]4. Key Responsibilities
1. Automation and process optimisation: Identifying and implementing digital tools that automate repetitive workflows to enhance the overall efficiency of the Union.
1. Project support: Supporting Union-led campaigns and establishing a student feedback mechanism to allow continuous improvement of services.
1. Change management: Coaching staff in the use of newly introduced automated systems, while making sure that the human, personal side of service delivery is not lost in the process.
1. Feedback loop: Building a feedback loop that gathers evidence on how useful newly introduced systems are in practice.
1. Coordinator for innovation facilitation: Leading workshops and initiatives that build students' digital literacy, innovative problem-solving, and adaptability.
[bookmark: _Toc235628340]5. Key Duties in Innovation Context
A key duty of this role, in the context of innovation, is initial project design and development: generating creative ideas and coordinating small pilot projects to test them. The Innovation Support Officer will also collaborate with different university departments and engage diverse groups of learners by hosting interactive sessions. Evaluating pilot outcomes and improving processes in response to what is learned are further major duties of the role.
[bookmark: _Toc235628341]6. Reporting Structure
The Innovation Support Officer will report to a departmental head, such as the Head of Membership Services or the Student Opportunities Manager. They will regularly update on project delivery, innovation efforts, and student engagement. The reporting manager is tasked with setting clear objectives, monitoring project progress, and managing daily administrative tasks.
[bookmark: _Toc235628342]7. Working Conditions
This full-time, permanent role is based at the UWTSD Students' Union. The Union provides flexible and hybrid work options, allowing the Innovation Support Officer to work remotely or on campus as needed. The candidate should also be prepared to travel occasionally between the Union's various campus locations.
[bookmark: _Toc235628343]8. Salary and Benefits
The Innovation Support Officer role offers a competitive salary and benefits package suitable for an entry-level, charity-sector position. It includes a monthly salary of £2,100 with potential for progression based on performance. This is significantly lower than the salary of a Chief Innovation Officer, which industry reports indicate ranges from approximately £120,000 to £470,000 annually, depending on company size and location (Splunk LLC, 2024). This highlights that the role is intended as a grassroots, delivery-focused position rather than a strategic, board-level role. Benefits include 28 days of annual leave, including winter closure days, as well as a supportive team culture, mental and physical health support, and parental leave.
[bookmark: _Toc235628344]Part 2: Person Specification
[bookmark: _Toc235628345]1. Education & Qualifications
Essential:
1. A bachelor’s degree in business management, or relevant professional experience equivalent to a degree with a specialist in Innovation Management.
Desirable:
1. A certification in digital marketing, change management, or project management.
[bookmark: _Toc235628346]2. Experience
1. Experience of implementing digital solutions or streamlining operational processes.
1. Experience working within an educational institution, students' union, or charity.
1. A track record of running training sessions or workshops.
1. Experience using CRM software or university-level administrative systems.
[bookmark: _Toc235628347]3. Skills
1. Critical thinking that fosters creativity in day-to-day work.
1. A high level of communication and interpersonal skills.
1. Proficiency in Welsh, both spoken and written.
1. An adaptable, innovative mindset.
1. The ability to problem-solve creatively.
1. A genuine passion for empowering others and advocating for the student voice.
[bookmark: _Toc235628348]4. Knowledge
1. Understanding of automation tools and digital transformation.
1. Familiarity with the UWTSD campus environment.

[bookmark: _Toc235628349]Explanation of the Contents Addressing Innovation in the Job Description
Much of the literature on organisational innovation focuses on the Chief Innovation Officer (CIO), a high-level, board-eligible position that most students' unions and small charities likely cannot afford. However, this core idea can be adapted to support roles like this one, illustrating how theory should be tailored rather than directly transplanted to fit different organisational settings.
Cheng and Love (2022) contend that an innovation-focused role should not adopt a one-size-fits-all approach across organisations; rather, its responsibilities ought to be customised according to the firm’s strategic orientation, as outlined in the Miles and Snow typology of Defender, Prospector, and Analyser strategies. The UWTSD Students' Union (UWTSD, 2026) exemplifies this principle. As a student-oriented charity that actively seeks out new digital tools rather than merely defending its current market position, it operates much more like a Prospector than a Defender. Consequently, Section 4 of the Job Description emphasises horizon-scanning responsibilities, such as automation and process optimisation, rather than strictly enforcing process compliance. A Prospector-type organisation requires a role that focuses on exploration and experimentation, rather than enforcing existing procedures.
Goffin and Mitchell's (2025) Innovation Pentathlon outlines five key areas essential for successful innovation: ideation, prioritisation, implementation, strategy, and people and organisation. These correspond directly to the responsibilities detailed in Section 4. Idea generation and the coordination of pilot projects (Section 5) exemplify ideation and prioritisation; the feedback loop and process evaluation relate to implementation; while change management and training encompass the people and organisation aspect, which Goffin and Mitchell emphasize as equally important as the technical aspects of innovation. This perspective is valuable because it highlights that focusing solely on digital tools can be misleading; the true success of the role depends on colleagues’ willingness to adopt what is introduced.
Ideanote (2026) emphasises that the CIO's main role is not to generate every idea but to ensure that everyone in the organisation participates in innovation. This supports the inclusion of the "Coordinator for innovation facilitation" role in Section 4, which involves leading workshops and enhancing digital literacy across the broader student body, rather than working in isolation. Splunk LLC (2024) offers a practical approach to achieving this participation, highlighting that staff training fosters creativity, while job rotation and small incentives encourage ongoing idea sharing. This is reflected in the change-management responsibilities in Section 4, which specify coaching staff in new systems rather than merely installing them and expecting full adoption.
One further, more local, environmental factor also shapes the Job Description: UWTSD operates under Welsh Language Standards that apply specifically in Wales but not in England, meaning a role spanning both nations must be designed with this legal and cultural difference in mind. This is one small example of how HR functions in a devolved, multi-national institution like UWTSD cannot simply copy a single England-only job template, and it is picked up directly in the Person Specification below.

[bookmark: _Toc235628350]Explanation of the Contents Addressing Innovation in the Person Specification
If the Job Description outlines the duties of the Innovation Support Officer, the Person Specification details the qualities required to perform those duties effectively. The same CIO literature can support the argument that the Union should seek these specific qualities.
Building on Cheng and Love's (2022) argument that role requirements should align with an organisation's strategic orientation, a Prospector-type organisation like the Union requires a candidate who is adept at exploring innovative ideas, rather than one whose strengths are limited to upholding established procedures. This necessity is evident in the Skills section, which prioritises critical thinking, creative problem-solving, and adaptability over more narrow technical qualifications.
Goffin and Mitchell's (2025) Innovation Pentathlon provides a valuable framework here: the "people and organisation" aspect of innovation management is arguably the most challenging to teach among the five. This complexity is why the Person Specification emphasizes communication and interpersonal skills heavily in both Skills and Experience. While a candidate can learn a new software system fairly quickly, developing genuine trust with colleagues who are uneasy about change requires more time and is more related to personal attributes than technical skills.
Ideanote (2026) emphasizes that innovation requires everyone's participation, not just the lead, which is why the specification emphasizes "a genuine passion for empowering others and advocating for students' voices" instead of just technical skills. Similarly, Splunk LLC (2024) describes the ideal candidate as someone who combines technical and business expertise, as shown in the Knowledge section's demand for knowledge of automation tools and digital transformation—skills that complement, rather than replace, the interpersonal skills outlined under Skills.
The qualification level specified under Education & Qualifications is a strategic, evidence-supported decision. Gore (2022) discovered that over half of current Chief Innovation Officers possess a Master's degree. By making a postgraduate qualification desirable rather than mandatory, the role remains truly accessible to graduates and early-career professionals, while still recognizing those with relevant advanced education.
The Welsh-language skill listed under Skills exemplifies a tangible environmental factor influencing this specification. Since UWTSD is a Welsh institution subject to Welsh Language Standards, which differ from those in England, a candidate for a role across the Union's multi-campus setup gains an advantage through bilingual ability—something an equivalent role at an English-only institution wouldn't require. Including this criterion indicates that the Person Specification is tailored to this particular organisation and its legal setting, rather than being a generic template.
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