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[bookmark: _Toc215486083]Job Description
	Job title:
	Innovation Support Officer

	Department/Group:
	UWTSD Students’ Union – Opportunities and Voice Team

	Location:
	UWTSD Campuses (Swansea, Carmarthen, Lampeter) with hybrid working available

	Responsible to:
	Student Union Manager / Head of Student Opportunities

	Responsible For:
	No direct staff reports; coordination of student volunteers and innovation ambassadors

	Job description

	Job Purpose Statement
The Innovation Support Officer position entails delivering comprehensive and streamlined specialist assistance to facilitate innovation, entrepreneurial endeavours, and digital transformation activities throughout the UWTSD Students’ Union. This role functions as the main liaison for managing both internal and external inquiries concerning innovation matters, whilst ensuring the effective implementation and delivery of student-centred innovation programmes across the entire UWTSD campus network.
This position is fundamentally aligned with UWTSD’s strategic mission of “Transforming Education; Transforming Lives” (UWTSD, n.d.) and reflects the institution’s dedication to cultivating graduates who possess the competencies and capabilities necessary to thrive within technologically sophisticated work environments. The successful candidate will demonstrate proactive engagement in identifying strategic opportunities and proposing creative solutions that strengthen student participation in innovation, enterprise, and employability-focused initiatives, thereby contributing to enhanced student outcomes and institutional objectives.
Role and responsibilities
1. Innovation Programme Development and Delivery
· Lead on the development and delivery of innovation events, workshops, and networking opportunities for students—both internally and externally.
· Support the design and implementation of student enterprise and innovation programmes, including idea generation workshops, hackathons, and innovation challenges.
·  Coordinate with academic departments to integrate innovation and enterprise skills into the student experience, supporting UWTSD’s curriculum for employability and creativity.
2. Stakeholder Engagement and Communication
· Be the primary point of contact for internal and external queries regarding innovation initiatives within the Students’ Union.
·  Develop strong networks across the University and act as a first point of contact for questions regarding innovation processes, eligibility, and outcomes.
·  Liaise with the University’s careers, employability, and enterprise teams to ensure joined-up support for student innovators and entrepreneurs.
·  Build relationships with external partners including local businesses, alumni, and community organisations to support student innovation projects.
3. Digital Innovation and Technology Support
· Support the adoption of digital technologies and innovative practices within the Students’ Union operations.
·  Identify opportunities for automation and digital transformation to improve service delivery to students.
·  Maintain awareness of emerging technologies and trends relevant to student engagement and higher education innovation.
4. Administrative and Financial Operations
· Support the financial administration of innovation projects, including budget monitoring, processing transactions, and ensuring accurate reconciliation.
· Ensure due diligence is performed on potential external partners and innovation collaborators.
· Maintain electronic project files for all innovation documentation and support data collation for reporting purposes.
5. Marketing and Promotion
· Create marketing and promotional materials for innovation programmes, working closely with the Students’ Union communications team.
· Promote enterprise and employability opportunities to students through agreed campus-based marketing campaigns.
· Support the production of innovation dashboards and reporting against key performance indicators.
6. Student Support and Mentoring
· Motivate and support students to start-up businesses, social enterprises, and projects that benefit the community while providing worthwhile skills and experience.
· Act as a frontline contact for student entrepreneurs, dealing effectively with their enquiries.
· Work with students to evaluate the success of innovation projects and gather case studies for promotional purposes.
7. Continuous Improvement
· Review current procedures and suggest changes that improve service delivery, facilitate sustainability, and widen innovation opportunities.
· Actively engage in exchanging ideas within the wider team on continuous improvement and documenting processes for awareness.
· Maintain sound knowledge of policy and operational issues related to innovation activities, including liaison with relevant government and business support agencies.
Qualifications and education requirements
- Educated to at least Level 4/5 in business, management, innovation, or a related discipline.
- Evidence of ongoing professional development in areas such as digital skills, project management, or innovation methods (e.g. design thinking, agile, or similar short courses).
- Good general IT literacy, including confident use of office software, online collaboration tools, and social media platforms.
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Applications will be reviewed against the essential and desirable criteria listed below. Candidates are strongly advised to explicitly state and evidence how they meet each of the essential (and desirable) criteria in their application. Stages of assessment are as follows:
1 – Application
2 – Test and/or Presentation
3 – Interview
[bookmark: _Toc215486088]Experience 
	Criteria
	Essential
	Desirable
	Stage

	Previous experience within a student-facing, customer service, or community engagement environment
	x
	
	1,3

	Experience of organising, coordinating, or supporting events, workshops, projects, or programmes
	x
	
	1,3

	Experience working within a student union, university, higher education institution, or similar student-focused environment
	
	x
	1,3

	Experience with digital systems, online platforms, or tools used to improve processes and service delivery (e.g. event management software, online booking systems, virtual event platforms)
	x
	
	1,3

	Experience in innovation, enterprise, employability, or business support roles
	
	x
	1,3

	Experience of budget monitoring, financial administration, or project accounting in a non-specialist role
	x
	
	1,3

	Awareness of digital transformation, automation, or emerging workplace technologies and their impact on jobs and skills
	
	x
	1,3
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	Criteria
	Essential
	Desirable
	Stage

	Excellent written and oral communication skills; ability to explain complex or technical ideas clearly to diverse audiences, including students and non-specialist stakeholders
	x
	
	1,2,3

	Strong organisational and time management skills; ability to prioritise multiple concurrent tasks, manage conflicting deadlines, and respond flexibly to changing circumstances
	x
	
	1,2,3

	Ability to work methodically and accurately with a high level of attention to detail, particularly with administrative, financial, or reporting tasks
	x
	
	1,2,3

	Proficiency with Microsoft Office software, particularly Excel and Outlook, and ability to use a range of digital tools and online platforms independently
	x
	
	1,2,3

	Creative problem-solving skills: ability to suggest improvements, implement solutions, and try new approaches to enhance service delivery
	x
	
	1,2,3

	Strong interpersonal skills; ability to build positive working relationships with students, staff, external partners, and stakeholders across different teams and organisations
	x
	
	1,2,3

	Ability to absorb and apply knowledge quickly, use initiative, and work independently with minimal supervision once direction is provided
	x
	
	1, 3

	Ability to gather, analyse, and present data or information in a clear format; basic proficiency with dashboard tools or reporting software
	
	x
	1,2,3

	Ability to identify and evaluate emerging technologies and digital trends relevant to student engagement and higher education
	
	x
	1, 3



[bookmark: _Toc215486090]Knowledge
	Criteria
	Essential
	Desirable
	Stage

	Understanding of the role and purpose of students’ unions and universities in supporting student engagement, enterprise, and employability
	x
	
	1,3

	Good general IT literacy and familiarity with current digital tools, social media, and online communication platforms
	x
	
	1,2,3

	Basic understanding of project budgeting, financial administration, and reporting requirements
	x
	
	1,3

	Understanding of the impact of digitisation, automation, and emerging technologies on the workplace, jobs, and the skills graduates need
	
	x
	1,3

	Awareness of innovation methodologies (e.g. design thinking, agile approaches) or enterprise support frameworks
	
	x
	1,3

	Knowledge of local business, entrepreneurship, or community support networks relevant to the Swansea/Carmarthen/Lampeter region
	
	x
	1,3
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	Criteria
	Essential
	Desirable
	Stage

	Educated to at least Level 4 or equivalent (e.g. HNC, Level 4 diploma, foundation degree) or significant relevant experience in a student-facing or support role
	x
	
	1

	Maths and English GCSE (pass level) or equivalent
	x
	
	1

	A relevant university degree in business, management, education, or a related discipline
	
	x
	1

	Professional qualification in project management, digital marketing, or business support
	
	x
	1

	Evidence of ongoing professional development in digital skills, innovation, or student support (e.g. short courses, CPD, webinars)
	
	x
	1,3
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	Criteria
	Essential
	Desirable
	Stage

	Innovative and forward-thinking mindset; curious about new technologies and emerging trends, and motivated to help others adapt to digital change
	x
	
	1,2,3

	Student-centred approach; commitment to supporting students from diverse backgrounds and ensuring inclusion and accessibility
	x
	
	1,3

	Proactive and self-motivated; demonstrates initiative, follows through on actions, and works towards solutions independently
	x
	
	1,3

	Resilient and adaptable; comfortable with ambiguity, change, and trying new approaches in response to emerging challenges
	x
	
	1,2,3

	Strong commitment to the values of UWTSD and the Students’ Union, including democratic representation, sustainability, and ethical practice
	x
	
	1,3

	Collaborative and team-oriented; works effectively across different departments, functions, and with external partners to achieve shared goals
	x
	
	1,3

	Enthusiasm for supporting entrepreneurship, innovation, and student enterprise projects
	x
	
	1,3

	Commitment to continuous improvement and reflective practice; actively seeks feedback and applies learning to enhance service delivery
	
	x
	1,3
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Can you start by giving a brief overview of what attracted you to this Innovation Support Officer role?

I will start with a couple of questions regarding HRM (Human Resources Management) Functions 

1. [bookmark: OLE_LINK1]In this role you will not manage staff directly, but you will coordinate volunteers and “innovation ambassadors.” How would you apply core HRM functions (such as planning, supporting, and developing people) to get the best out of them despite the lack of formal line management authority?

2. The Innovation Support Officer works closely with the Students’ Union Manager and wider university services. How would you balance operational tasks (admin, reporting) with more strategic HR-related contributions (such as suggesting changes to processes or supporting culture change towards innovation)?

The next questions are related to Recruitment and selection

1. You may need to design or support processes to recruit student volunteers, innovation ambassadors, and participants for innovation challenges. How would you ensure that your recruitment methods are fair, transparent, and inclusive while still attracting the right skills and motivation?

2. Think about a time when you had to choose between several strong candidates (for a role, a team, or a project). What approach did you take to selection?

I will now ask you a few questions focusing on Internal and External Influences on HR functions

1. The job description highlights the impact of automation and digitalisation on work and employability. How should these external trends influence HR priorities within a Students’ Union focused on innovation and student enterprise?

2. Student Unions are influenced by university policies, funding constraints, and changing student expectations. Can you give an example of how you would adapt your support for innovation projects when internal policies or budgets change unexpectedly?

A few of questions addressing Organisational Learning and Development follow now, again thank you for your answers so far.

1. Describe a situation where you helped others learn from a project or experience (for example through reflection, feedback sessions, or process reviews). 

2. How would you apply this to help the Students’ Union become a “learning organisation” for innovation?

3. The role involves documenting processes and supporting continuous improvement. How would you capture lessons learned from innovation projects so they can be reused and improve future programmes?

Diversity Management is an important topic so we will discuss some questions about it as well.

1. The Students’ Union serves a diverse student body across multiple campuses. How would you ensure that innovation programmes and events are accessible and attractive to students from different backgrounds, disciplines, and abilities?

2. [bookmark: OLE_LINK2]Some groups may feel excluded from innovation and enterprise (for example, mature students, distance learners, or international students). How would you identify underrepresented groups and tailor your outreach or support to include them?

Lastly, I have prepared a couple of questions focusing on Performance Management.

1. [bookmark: OLE_LINK3]The job description mentions innovation dashboards and key performance indicators. What performance measures would you propose to track the success of innovation programmes in a Students’ Union context?
2. Continuous improvement is a key part of this role. How would you use student feedback, data from events, and partner input to review performance and make changes to future innovation activities?

Final: If you were successful, what would be your priorities in your first three months in this post?

Thank you for answering the questions promptly and for your time today. A decision will be made shortly and the candidate chosen will be contacted in the next couple of days
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