[image: A close-up of a sign

AI-generated content may be incorrect.]



UWTSD Student Union
Job Description and Person Specification
Innovation Support Officer

PART A — JOB DESCRIPTION
Post Details
	Job Title
	Innovation Support Officer

	Responsible to
	Student Union President / Head of Student Experience

	Department / Team
	UWTSD Student Union

	Campus
	UWTSD (all campuses, primarily Carmarthen / Swansea)

	Hours of Work
	35 hours per week (full-time)

	Contract Type
	Fixed-term, 12 months (with possibility of extension)

	Salary Grade
	Band 5 (equivalent to £25,000 – £28,000 per annum, pro rata)

	Closing Date
	To be confirmed




Purpose of the Role
As the workplace continues to evolve through digital transformation and technological advancement, organisations need to respond by attracting individuals who embrace innovation and ongoing development. This role has been designed to meet that need. The Innovation Support Officer will be a key contributor within the UWTSD Students’ Union, leading efforts to implement digital solutions, encourage student-led enterprise and creativity, and support the development of more effective and modern service delivery.
The successful candidate will offer administrative, project, and strategic assistance to help embed innovation at the heart of the Students’ Union’s culture. In doing so, the role aligns with UWTSD’s goal of preparing graduates with the capabilities and mindset required to succeed in an ever-evolving economic landscape.
Key Responsibilities and Duties
1. Innovation Projects and Digital Development
Support the development and delivery of innovation projects, including introducing digital tools to improve services. Research emerging technologies, advise on digital best practice, and help deliver workshops, hackathons, and ideation sessions.
2. Administrative and Project Support
Provide administrative support for projects, including documentation, tracking progress, and coordinating meetings. Maintain accurate data, support budget monitoring and financial processes, and ensure records comply with data protection requirements.
3. Student Enterprise and Engagement
Assist students in accessing enterprise opportunities such as funding, mentoring, and development programmes. Coordinate events, competitions, and networking activities, while promoting a culture of innovation through digital channels.
4. Research, Reporting, and Analysis
Collect and analyse data to inform innovation strategy. Produce reports and presentations for senior stakeholders and monitor external opportunities such as funding and sector developments.
5. Communication and Stakeholder Liaison
Build relationships with internal and external partners, represent the Students’ Union at meetings and events, and communicate effectively with a wide range of stakeholders.
6. Marketing and Communications
Create and manage digital content across platforms, ensuring innovation activities are effectively promoted and online information is kept up to date.
7. General Duties
Carry out additional duties as required, comply with organisational policies (including EDI and safeguarding), and engage in ongoing professional development.


PART B — PERSON SPECIFICATION
The Person Specification outlines the skills, knowledge, experience, and personal qualities needed to carry out the role successfully. Each criterion will be evaluated using the methods shown: A = application form/CV, I = interview, and T = test/task. Applicants must meet all essential criteria, while desirable criteria may be used to distinguish between candidates of similar merit.
	Criterion
	Assessment Method
	Essential / Desirable

	Education and Qualifications

	A degree (or equivalent level 6 qualification) in a relevant subject such as Business Management, Marketing, Innovation, Technology, or a related discipline.
	A
	Essential

	Evidence of continued professional or academic development in areas relevant to the post (e.g., digital skills, project management, entrepreneurship).
	A
	Desirable

	A postgraduate qualification or professional certification in innovation management, project management (e.g., PRINCE2), or a related field.
	A
	Desirable





	Criterion
	Assessment Method
	Essential / Desirable

	Knowledge and Understanding

	Understanding of how digital technologies and automation are transforming the nature of work and the implications for organisations.
	A / I
	Essential

	Awareness of the higher education sector, student unions, and the role of innovation in universities.
	A / I
	Essential

	Knowledge of project management principles and tools.
	A / I
	Essential

	Understanding of enterprise, commercialisation, and technology transfer processes within an academic or public sector context.
	A / I
	Desirable

	Familiarity with GDPR and data protection requirements as they apply to information management.
	A / I
	Desirable






	Criterion
	Assessment Method
	Essential / Desirable

	Experience

	Relevant administrative, project, or operational experience, ideally in a university, innovation, or student-facing environment.
	A / I
	Essential

	Experience of managing or contributing to projects from inception to delivery, within agreed timeframes and budgets.
	A / I
	Essential

	Experience of maintaining databases, tracking KPIs, and producing reports for non-specialist audiences.
	A / I
	Essential

	Experience of organising and coordinating events, workshops, or community engagement activities.
	A / I
	Essential

	Experience of financial administration, including processing orders, budget monitoring, and forecasting.
	A / I
	Desirable

	Experience working with or supporting student enterprise, entrepreneurship, or commercialisation activities.
	A / I
	Desirable





	Criterion
	Assessment Method
	Essential / Desirable

	Skills and Abilities

	Strong IT skills, particularly in Microsoft Office (Word, Excel, PowerPoint, Outlook) and experience with database management or CRM systems.
	A / I / T
	Essential

	Excellent written communication skills, with the ability to produce reports, briefing papers, and marketing content to a high standard.
	A / I / T
	Essential

	Strong oral communication skills, with the ability to present ideas clearly and confidently to varied audiences.
	I
	Essential

	Good planning and organisational skills, with the ability to manage a varied workload, prioritise competing demands, and meet deadlines with minimal supervision.
	A / I
	Essential

	Ability to analyse and synthesise information from multiple sources to inform recommendations or strategy.
	A / I / T
	Essential

	Ability to work collaboratively as part of a team while also demonstrating initiative and the capacity to work independently.
	I
	Essential

	Experience of managing social media platforms and creating digital content for professional audiences.
	A / I
	Desirable

	Competency with digital project management tools (e.g., Trello, Asana, Microsoft Teams/Planner).
	A / I
	Desirable



	Criterion
	Assessment Method
	Essential / Desirable

	Personal Attributes

	An innovative mindset — a genuine enthusiasm for identifying problems and championing creative, technology-driven solutions.
	I
	Essential

	A proactive, flexible, and adaptable approach. Able to respond positively to change and unforeseen challenges.
	I
	Essential

	High level of accuracy and attention to detail in all aspects of work.
	A / I / T
	Essential

	Commitment to equality, diversity, and inclusion, and ability to work effectively with people from all backgrounds.
	A / I
	Essential

	Professional integrity, with the ability to maintain confidentiality and exercise sound judgement.
	I
	Essential

	A collaborative spirit and the ability to build trusted working relationships at all levels.
	I
	Essential

	Motivated by continuous improvement and demonstrably driven by a mission-oriented approach to work.
	I
	Desirable




PART C — INTERVIEW
1. How would you make sure that a digital innovation program or university project you’re managing is truly accessible and inclusive for all students at UWTSD? 
2. A student has applied to volunteer on a digital innovation project, but their application suggests they have very little technical experience. How would you assess whether they are still worth interviewing? 
3. How does the increasing automation of work — such as self-service systems replacing front-of-house roles — create both challenges and opportunities for the Student Union and its members?
4. Performance management is an ongoing process where organisations set clear goals, track progress, give feedback, and help employees develop so that both people and the organisation achieve their objectives. How would you apply it to your own work as an Innovation Support Officer?  
5. Think about a time you had to learn a new skill or adapt to a new system quickly. What approaches did you use, and how does that experience inform how you would support others in developing digital skills? 
6. 
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