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Job Description 
As an Innovation Support Officer, you will play an important role in helping turn new ideas into successful projects that benefit the University, local businesses, and the wider community. You will provide practical support to innovation and enterprise activities by assisting with project planning, coordinating events, and building positive relationships with a range of internal and external stakeholders.
Working closely with academic staff, students, businesses, and partner organisations, you will help create opportunities for collaboration, encourage innovation, and support the successful delivery of projects that contribute to the University's strategic goals.

Main Responsibilities
· Maintain accurate records, databases, and project information.
· Prepare reports, presentations, and meeting notes.
· Assist with funding applications and monitor project progress.
· Promote innovation activities through emails, newsletters, and social media.
· Ensure projects meet deadlines and funding requirements.
· Work with colleagues across the University to support innovation and knowledge exchange activities.
· Carry out other duties appropriate to the role.

What We Offer
At University of Wales Trinity Saint David, we value our employees and are committed to supporting their wellbeing and professional development. As an Innovation Support Officer, you can expect to benefit from:
· A competitive salary with annual pay progression (where applicable).
· Generous annual leave entitlement, plus public holidays and University closure days.
· Access to the Local Government Pension Scheme or Teachers' Pension Scheme (where applicable).
· Flexible and hybrid working opportunities, where the role allows.
· Ongoing learning and professional development, including training courses and career progression opportunities.
· Employee wellbeing support, including counselling and mental health resources.
· Access to employee assistance programmes and occupational health services.
· Staff discounts and benefits through employee reward schemes.
· Family-friendly policies, including maternity, paternity, adoption, and flexible working options.
· Opportunities to work on meaningful projects that support innovation, research, and community engagement.
· A welcoming, inclusive, and supportive working environment that values equality, diversity, and collaboration.

 Required Experience
· Experience working in an administrative or project support role.(1 year experience required)
· Experience organising meetings or events.(1 year experience required)
· Experience using Microsoft Office, including Word, Excel, Outlook, and PowerPoint.
· Experience working with different people and providing good customer service.
· Experience working in higher education.(1 year experience required)
· Experience supporting funded projects.(1 year experience required)
· Experience using customer relationship management (CRM) systems.(1 year experience required)
· Experience promoting events or activities through social media.

Skills and Attributes Required
The successful candidate should be organised, proactive, and able to communicate effectively with a wide range of people. They should have good problem-solving skills, be confident using Microsoft Office applications, and be able to manage several tasks at once while maintaining a high level of accuracy. A positive attitude, excellent customer service skills, and a genuine interest in supporting innovation and collaboration are essential.




Main Skills Required
· Good communication skills, both written and verbal.
· Excellent organisation and time management.
· Ability to manage several tasks at the same time.
· Good attention to detail.
· Ability to work independently as well as part of a team.
· Strong IT skills.
· A positive and professional attitude.
· Ability to solve problems and use initiative.
· Knowledge of project management.

Essential Qualifications
A degree or equivalent qualification, or relevant experience.(required)
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