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Component 1: Practical: Academic Interview
for HR Processes


JOB DESCRIPTION

Post title: Innovation Support Officer
Department: UWTSD Students’ Union
Location: UWTSD campuses with some remote work
Reports to: Innovation and Engagement Manager
Hours: Part-time, term-time


1. Job Purpose

The Innovation Support Officer supports the Students’ Union in adapting to digital and
technology-driven change. The role involves designing, testing, and evaluating new ideas, systems, and services that enhance the student experience. The post works closely with students, staff, and partners to ensure that innovation is inclusive, data-informed, and aligned with HR practices such as recruitment, development, and engagement.

2. Key Responsibilities

a) Identifying opportunities for innovation
· Collects ideas and problems from students, class representatives, and societies
· Uses simple research tools (online surveys, short interviews, focus groups)
to understand student needs.
· Reviews good practice from other universities and organisations and suggests options for UWTSD SU.

b) Designing and supporting innovation projects
· Helps to plan small and medium projects, such as new digital feedback systems, online booking, or redesigned student services.
· Supports the creation of clear project goals, timelines and basic success indicators.
· Assists in preparing business cases with simple cost–benefit arguments where needed.


c) Digital tools and data use
· Uses spreadsheets, forms and basic data tools to record and analyse feedback and participation.
· Prepares short, visual reports (tables, charts, slides) for SU officers, managers and committees.
· Ensures that data is stored safely and respects privacy rules and university policies.

d) Student engagement and communication
· Promotes innovation projects through social media, email, posters and class visits.
· Explains new systems or changes in simple language and answers basic questions.
· Encourages participation from underrepresented student groups to support equity and inclusion.

e) Support to HR and people processes
· Assists with recruitment, induction and basic training of student volunteers for innovation pilots.
· Helps to collect feedback on volunteer experience and suggests improvements.
· Supports a culture of continuous learning by sharing lessons from each project.

f) Collaboration and continuous improvement
· Works closely with SU staff, academic departments, IT, and external partners where appropriate.
· Takes part in regular review meetings and shares evidence-based recommendations.
· Reflects on each project to identify what worked well and what should change next time.

g) Other duties
· Undertakes any other reasonable duties related to innovation, digital development or student
· engagement as agreed with the line manager.


PERSON SPECIFICATION

Role: Innovation Support Officer

1. Basic Qualifications

· Currently enrolled on an undergraduate degree at UWTSD.
· Able to communicate clearly in spoken and written English
(B1–B2 level or above).
· Basic experience of teamwork (group assignments, part-time work
or volunteering).
· Regular user of common digital tools (email, MS Office or Google tools,
online forms, video meetings).
· Able to plan own workload, meet deadlines and follow agreed procedures.
· Shows interest in innovation, digital change and improvement of student experience.

2. Preferred Qualifications

· Completion of at least one module or short course related to Human Resource Management, Innovation, Project Management or Digital Business.
· Experience in organising events, campaigns or student activities within a school, college, workplace or community.
· Experience in collecting and analysing feedback (for example, using surveys, interviews, basic statistics or charts).
· Experience working with people from different cultural or social backgrounds.
· Experience using collaboration platforms (Teams, Slack, Moodle forums
or similar) for project work.
· Understanding of the role of Students’ Unions and student representation structures.



3. Key Competencies

· Able to explain complex ideas in simple, student-friendly language.
· Listens actively and shows respect for different views before suggesting solutions.
· Uses evidence and basic data when making suggestions for change.
· Thinks creatively and can suggest more than one option to solve a problem.
· Notices risks (for example, fairness, access, workload) and raises them with
the manager.

4. Personal Qualities

· Curious and open to change; sees digital tools as an opportunity, 
not only as a risk.
· Positive, “can-do” attitude with willingness to test, learn and adjust.
· Reliable, punctual and able to keep information confidential when needed.
· Inclusive mindset: values diversity and works to remove barriers for others.
· Committed to the values of the Students’ Union and to improving student life.
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