 

 

 

	Faculty/Directorate/Service Area: 
	Strategic Change 

	Job Title: 
	Strategic Change Officer 

	Department/Subject: 
	 

	Salary: 
	Grade 7 

	Hours of work: 
	35 (Part time hours available) 

	Contract: 
	Fixed term (Maternity cover)

	Location: 
	This position will be based at the Singleton Campus 


 
	Introduction 
 
	The Strategic Change Team exists to help the University design and shape its future, bringing together strategy development, business analysis, service design and enterprise architecture into one integrated function. We identify opportunities for improvement, support the creation of coherent University and sub-strategies, and design better business and operating models that are aligned with institutional goals. Through our architecture and analysis work, we translate insight into pragmatic, connected solutions, ensuring that proposed changes are feasible, strategically aligned, and integrated across people, process, technology and data. We turn ideas and possibilities into well-formed plans, projects and pathways for improvement. 
 
We also play a critical role in supporting, enabling and delivering change across the institution. We work in partnership with leaders, teams and faculties to coach, guide and equip them through change, offering hands-on help, practical tools and capability-building support.  We manage strategic change end-to-end, from concept and business case through to benefits realisation and sustainable improvement, bringing energy, problem-solving capability and a collaborative mindset to every initiative we support. 

	Main Purpose of Post 
 
	The Strategic Change Officer delivers defined project and change tasks, supporting requirements gathering, process mapping, reporting and readiness activities. They lead small projects or workstreams under supervision and contribute to analysis, planning and stakeholder engagement.  
 
Postholders are expected to maintain a clear line of sight to the University’s strategy, ensuring their work contributes to strategic goals and seeking out new ideas and opportunities for improvement.  The role will involve dealing with confidential, sensitive and time-critical matters, requiring sound judgement and an ability to resolve problems and progress delivery. 
 
1. Scoping, Planning & Delivery – Elicit, document and manage requirements and acceptance criteria. Develop high‑quality business cases, project plans and budgets aligned with strategic priorities and stakeholder needs. Develop collaborative plans, validate assumptions, lead the delivery of cross‑functional teams, and ensure readiness for hand-over and benefits realisation. Support project planning, scheduling and coordination tasks 
2. Business Analysis – Contribute to analysis activities, gather data, synthesise findings into short summaries, and help prepare decision‑ready materials for reviews 
3. Change, Readiness & Adoption – Deliver assigned change activities, run simple readiness checks, support training and comms delivery, raise resistance insights 
4. Enterprise Business Architecture (EBA) – Understand architecture implications, ensuring projects follow architectural decisions and governance 
5. Stakeholder Engagement & Relationship Management – Support stakeholder mapping and engagement activities. Assist in developing and implementing communication plans, produce collateral and help organise and facilitate engagement sessions, workshops and meetings 
6. Risk & Issue Management – Identify, manage and escalate project risks and issues.  Develop mitigation strategies and work with related projects to manage interdependencies. Provide administrative and coordination support for the management of project risks and issues, maintain risk and issue logs and escalate promptly 
7. Reporting & Insight – Prepare clear status updates, summarise progress and risks, highlight variances succinctly 



	
	8. Document Management & Control – Ensure that all project/operating model related information and documentation is logged, version-controlled, maintained, monitored and filed in accordance with departmental standards 
9. Administration – Organise meetings and workshops, record minutes and actions, and ensure timely follow‑up 
10. Service Delivery & Continuous Improvement – Engage with and contribute to the continuous improvement of the wider department’s service offer, procedures and processes and the ongoing development of 
Swansea University’s approach to Service Improvement, Project, Change and Risk Management 

	General Duties 
	1. To fully engage with the University’s Performance Enabling and Welsh language policies 
2. To promote equality and diversity in working practices and to maintain positive working relationships. 
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture.  
4. Any other duties as agreed by the Directorate / Service Area. 
5. To ensure that risk management is an integral part of your day-to-day activities to ensure working practices are compliant with the University's Risk Management Policy.  

	Professional 
Services Values 
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at 
Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.  
We are Professional 
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality. 
We Work Together          
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers. 
We Care 
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 

	Person 
Specification 
 
	Essential Criteria: Values: 
1. Demonstrable evidence of taking pride in delivering professional services and solutions 
2. Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers 
3. Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience   
Qualification: 
1. Educated to a degree level or equivalent project/change management or business analysis experience 
Experience: 
4. Experience of working on cross functional projects or change initiatives. 
5. Experience of requirement gathering and process mapping. 
6. Experience of working in collaboration with internal and external stakeholders to deliver successful outcomes. 
7. Experience of input into project and change deliverables including project plans, schedules, budgets and reporting  
8. Experience of extracting, analysing and interpreting and a wide range of data sources. 

	
	9. Experience of writing high quality reports, presentations and other documents, such as BA artefacts, communication plans and highlight reports. 
Knowledge and Skills: 
10. Excellent communication skills with the ability to communicate complex ideas succinctly and effectively to a range of audiences through different media. 
11. Results focused, with excellent organisational, multi-tasking and planning skills to ensure delivery to deadlines. 
12. Flexible, willing to adapt to changing circumstances and deal with ambiguity. 
13. Good interpersonal skills – the ability to collaborate and build relationships with internal and external stakeholders 
14. Ability to seek out, analyse and interpret information from a wide variety of sources. 
15. High level of computer literacy with a thorough knowledge of Microsoft Office software. 
Desirable Criteria: 
1. Ability to communicate in Welsh 
2. Experience in the Higher Education Sector 
3. A recognised project or change management qualification 
4. Knowledge of LEAN or other process improvement methodology and tools 
5. Member of the APM, Chartered or working towards Chartered Status 

	Welsh 
Language Level 
	Level 1 – ‘a little’ - pronounce Welsh words. Able to answer the phone in Welsh (good morning / afternoon). Able to use very basic every-day words and phrases (thank you, please etc.). Level 1 can be reached by completing a one-hour training course. 
 
For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here. 

	Additional 
Information 
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