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[bookmark: _Toc243147143]Section 1. Organisational and recruitment context
University of Wales Trinity Saint David (UWTSD) is a part of a higher education industry that is becoming more affected by artificial intelligence (AI). The Human Resources department in it has been instrumental in the recruitment of employees with the necessary skills to bring about development in institutions. Hiring a Graduate AI Strategist would assist UWTSD in coming up with responsible AI practices and enhance AI literacy among the student body. According to UNESCO (2023), it is crucial to implement human-centred solutions to generative AI in education. The proposed role would be useful in training the AI, academic integrity, and the co-operation between lecturers and student support services. The workforce planning must make the match of the abilities of the employees and organisational goals (CIPD, 2025). Recruitment however creates additional costs on employment and training. UWTSD therefore must consider the choice of employing a specialist or training existing staff with respect to making them effective in the long term and the resource availability.
[bookmark: _Toc243147144]Section 2. Professional Job Description: HR Assistant
[bookmark: _Toc243147145]2.1 Job Identification and Employment Information
	Employment Detail
	Proposed Information

	Job Title
	Graduate AI Strategist

	Employer
	University of Wales Trinity Saint David (UWTSD)

	Department
	Digital Learning and Academic Development (proposed)

	Reports To
	Head of Digital Learning (proposed)

	Location
	Swansea, Wales, with travel between campuses where required

	Working Arrangement
	Hybrid, subject to university requirements

	Working Hours
	37 hours per week

	Salary
	£28,000–£32,000 annually (illustrative)

	Contract Type
	Full-time, fixed-term, 12 months (proposed)


[bookmark: _Toc243147146]2.2 Job Purpose and Organisational Contribution
The Graduate AI Strategist will assist UWTSD to build responsible artificial intelligence (AI) practices in the areas of teaching, learning and student support. This role will be aimed at enhancing AI literacy of students in the 202627 academic year, as well as supporting academic integrity and digital inclusion. UNESCO (2023) notes that human-centred approaches to generative AI need to be implemented in educational institutions in relation to ethical risks and educational benefits. The position will also play a role in the institutional readiness through organizing practical training and assisting staff in adapting to technological change.
[bookmark: _Toc243147147]2.3 Key Duties and Responsibilities
AI Literacy and Student Training
· Introductory workshops on AI tools, timely design, validation of information and responsible usage.
· Help students to be aware of AI-based misinformation, bias and false results.
· Create approachable training materials to students with varying degrees of digital confidence.
· Academic Integrity and Ethical AI
· Collaborate with academic personnel and convey proper AI utilization in evaluation.
· Foster information security awareness, intellectual property and prudent judgement.
· Send complicated academic integrity issues to the certified university personnel.
Staff Development and Collaboration
· Spreading AI awareness among lecturers, learner developers, library staff and careers officers.
· Collect feedback to determine training requirements and suggest changes.
· Monitoring and Reporting
· Keep training attendance logs and review feedback of participants.
· Make progress reports with highlights of progress, obstacles and areas to work on.
[bookmark: _Toc243147148]2.4 Working Relationships and Reporting Structure
[bookmark: _Toc243147149]The Graduate AI Strategist will be reporting to the selected digital learning manager; the person will be dealing with academic departments, library services, learner development teams, careers officers, IT specialists and students. The university's management will give authority to the strategic policy decisions. The reporting relationship should be clear and straightforward to aid in the design of the work and accountability.
2.5 Performance Indicators and Expected Outcomes
· [bookmark: _Toc243147150]Running at least 6 AI literacy workshops within school year.
· Minimize negative feedback by participants; ensure at least 80% of participants give positive feedback.
· Development of free student & staff AI guidance materials.
· Measurement of the change in AI knowledge in pre- and post-tests.
· Making evidence-based recommendation termly progress reports.
2.6 Equal Opportunities, Confidentiality and Professional Standards
[bookmark: _Toc243147151]The postholder should ensure that everyone has access to AI education in a fair manner and ensure that personal data is protected in accordance with the data protection laws in the United Kingdom. The areas of training should be on algorithmic bias, responsible AI use, and transparency. The position should be able to facilitate the freedom of academics in the respect of institutional policies as well as professional boundaries.
Section 3. Person Specification: The Graduate AI Strategist

Educational Qualifications and Professional Development
The candidates should hold a degree in Business Management, Information Technology, Education or any other area of interest or possess the same knowledge and skills. Further education in artificial intelligence (AI), or online learning or project management is welcome. UNESCO (2023) is also worried about the need for being educated on the competencies of responsible use of AI.
Essential Knowledge and Technical Skills
The applicants should demonstrate their understanding of generative AI tools, ethical practices in AI, and data protection and academic integrity. There is a need for digital communication skills, and for training delivery and assessment of AI generated information. To enable accountable educational practices, it is essential to understand AI limitations, such as bias and inaccurate outputs (UNESCO, 2023).
Essential Behavioural Competencies
Requires communication, team work, organisational and problem solving skills. Candidates need to exhibit flexibility, ethical decision-making and the capacity to clarify intricate AI concepts to non-experts.
Desirable Qualifications and Experience
Experience: It is desirable to have the experience in working with workshops, developing digital learning materials or participating in educational technology projects. A graduate entry job would not necessarily require extensive work experience, however.

Assessment Methods
	Selection criterion
	Requirement
	Assessment method

	AI literacy and ethical awareness
	Essential
	Scenario-based interview

	Training and communication skills
	Essential
	Short teaching demonstration

	Data protection knowledge
	Essential
	Scenario question

	Teamwork and collaboration
	Essential
	Competency interview

	Digital training experience
	Desirable
	Application and portfolio


Structured tests aid in the consistency of comparison of candidates and more evidence-based judgments (Sackett et al., 2022).

Fairness and Accessibility
The requirement should be on the roles of the Graduate AI Strategist and not on the unnecessary experience. There should be reasonable adjustments and regular review processes to ensure fair access to employment (Acas, n.d.). The level of theory and practical skills in providing easy access to AI training will be tested through interviews and demos in practice at UWTSD.
[bookmark: _Toc243147152]Section 4. Recruitment and Selection Process: Critical Justification Section 
UWTSD needs to put an advert on the Graduate AI Strategist position on university careers, LinkedIn and graduate recruitment sites. The strategy would contribute to attracting those people, who have experience in artificial intelligence (AI), education and business management. Nonetheless, solely depending on online recruitment can restrict accessibility. Depending on organisational needs, recruitment methods should thus be able to attract diverse applications (CIPD, 2026).
In a structured interview, the questions and the evaluation criteria are preset whereas unstructured interviews are more relaxed. Although unstructured interviews may be employed to elaborate on it, it is possible to have unequal evaluation. Sackett et al. (2022) assert that structured interviews are good predictors of job performance, and this is why they could be applied in evidence-based selection.
The following criteria will be used to assess applicants: AI literacy, ethical judgement, communication and training delivery. A five-point scoring system would support the assessments. However, interviews are not adequate in proving the ability to teach. A short demonstration of AI literacy workshop should then complement interview assessments.
Job related criteria should be applied in the selection process and reasonable adjustments made where necessary (Acas, n.d.). UWTSD should recognize transferable skills rather than emphasizing a long history of AI work experience that is likely to inequitably exclude qualified graduates.
These risks are bias during the recruitment process, absence of AI knowledge and wrongful appointments. These risks can be reduced via systematic scoring, practical demonstrations and documented decisions. Other tests are however more costly to the recruiting process. UWTSD should then find a balance between reliability of the selection, equity and efficiency in the appointment of the Graduate AI Strategist.
[bookmark: _Toc243147153]Section 5. Implementation and evaluation recommendations
UWTSD ought to implement an induction programme of 90 days to the Graduate AI Strategist. The employee should also examine policies of the university AI in the first 30 days and determine the needs to train students. The 60 days will be devoted to the development and testing of AI literacy workshops. Developing a successful workforce requires matching of employees abilities with organisational needs (CIPD, 2025).
Educating Graduate AI Strategist in responsible AI, academic integrity and inclusive teaching. UNESCO (2023) states that human-centred AI education must be provided and therefore, the need to be ethically conscious and informed about technology is compulsory.
Data privacy, algorithmic bias and biased results should be an issue when it comes to the training of AI. This aligns with the principles of data protection whereby employees and learners are not supposed to share confidential data with uncertified AI systems.
The workshops at UWTSD should be measured by attendance and pre and post-testing of workshop feedback and progression in AI Literacy. Good learning is not though a good indicator of attendance.
It is also recommended that UWTSD would set some training goals, encourage interaction between academic and support departments and discuss the results quarterly. This type of strategy would enable the responsible use of AI and the potential enhancement that would be substantiated.
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