

Job Description and Person Specification
Innovation Support Officer UWTSD Student Union
Principles of Human Resource Management (LEBB5012)
Component 1: Academic Interview for HR Processes
University of Wales Trinity Saint David
Name: Arsith Iulian Gabriel
Student ID: 2418622


Table of Contents
1. Job Advert	3
2. Innovation Support Officer UWTSD Student Union	3
3. Person Specification	4
4. Interview Questions	4
5. Explanation of Innovation Content in the Job Description	5
6. Explanation of Innovation Content in the Person Specification	6
Reference List	7

List of Tables
Table 1:Job Description	3
Table 2:Person Specification for the Innovation Support Officer	4





[bookmark: _Toc235564413][bookmark: _Toc235499310]1. Job Advert
[bookmark: _Toc235499311]2. Innovation Support Officer UWTSD Student Union
UWTSD Students' Union requires an Innovation Support Officer in Wales who will operate on a full-time permanent job at a salary of £28,000 per year. The job entails digital services, innovative thinking, and employability. Key competencies needed for the job include communication, digital competence, and project management competencies. Interested candidates can apply up to 30 August 2026.
[bookmark: _Toc235564414]Job Description
[bookmark: _Toc235499317]Table 1:Job Description
	Job Detail
	Information

	Job Title
	Innovation Support Officer

	Department
	UWTSD Student Union

	Reports To
	Student Union Operations Manager

	Location
	UWTSD Campus, Wales

	Salary
	£28,000 per year

	Contract
	Full-time, permanent

	Hours
	37 hours per week

	Job Purpose
	To support digital innovation and continuous service improvement across the UWTSD Student Union.



The role of the Innovation Support Officer is to help meet the organizational goals of the UWTSD Student Union through innovations in their digital services, students' engagement, operational efficiency, and inclusive learning environment.
Key Responsibilities
· Support the development and implementation of automated processes to digitise and improve Student Union services and administrative processes (e.g. self-service portals, online event booking, automated inquiries handling). 
· Catalogue and oversee small-scale innovation initiatives, from ideation to pilot and evaluation. 
· Facilitate workshops and ideation sessions with students and staff to collect improvement ideas. 
· Keep track of new technology and labour market developments and give recommendations as to their impacts upon the Union. 
· Facilitate the recruitment and onboarding with innovative and candidate-friendly tools. 
· Measure the effects of new programs in a clear manner, with feedback information.
[bookmark: _Toc235564415][bookmark: _Toc235499312]3. Person Specification
[bookmark: _Toc235499318]Table 2:Person Specification for the Innovation Support Officer
	Criteria
	Essential
	Desirable

	Qualifications
	Degree or equivalent in Business, HRM, Innovation or a related field
	Project Management or Digital Innovation certificate

	Experience
	Experience in administration, education or project support
	Experience in digital transformation or service improvement

	Skills
	Problem-solving, digital literacy and communication skills
	Basic data analysis or no-code application skills

	Personal Attributes
	Curious, adaptable and collaborative
	Evidence of innovation or entrepreneurial thinking



[bookmark: _Toc235499313][bookmark: _Toc235564416]4. Interview Questions
· Behavioural Question: Tell me about a time when you introduced a new idea or improved an existing process. What was the result?
· Situational Question: How would you respond if students or staff resisted the introduction of a new digital service?
· Competency-Based Question: Provide an example of an occasion when you used your communication skills to resolve an issue?
· Technical Question: Which digital tools would you use to evaluate the success of an innovation project, and why?
· Question of Your Own Choice: How will you make sure that the new digital product of the Student Union will be beneficial for both UK and international students?
[bookmark: _Toc235499314]5. Explanation of Innovation Content in the Job Description
The Job Description has been designed around organisational change, digital transformation and continuous service improvement rather than routine administrative activity, as new working practices including the application of automation and digital technology are changing many roles from traditional formats to something entirely new (Schwabe and Castellacci, 2020). The Job Description situates responsibility for creating new structures and procedures for digital transformation within the Student Union itself, as reflected in the Department (UWTSD Student Union) and Reports To (Student Union Operations Manager) fields; this is an innovative choice because it places decision-making authority close to students' direct point of contact with the University, where feedback lines are shorter and pilot projects can be implemented quickly and adjusted as necessary. The specific function of digitisation services offers a clear example of employee-driven innovation in practice: as Renkema, Meijerink and Bondarouk (2022) similarly argue, when formal HRM structures create space for staff input, employees themselves become active drivers of innovation. 
The function of coordinating small-scale tasks, initiated from ideation to pilot to evaluation, confirms the same findings outlined in the research of Kutieshat and Farmanesh (2022) about how HRM practices can support an organisation's ability to be innovative in times of disruption, such as during the COVID-19 pandemic, and that their study took place in the higher-education sector, which further enhances the study's relevance to a Student Union context experiencing similar pressures to rapidly modernise services with limited resources to innovate. Complementing this is the fact that these workshops and ideation sessions with students and staff put the principle of employee-driven innovation put forward by Renkema, Meijerink and Bondarouk (2022) into action, as it provides a forum for frontline input beyond merely top-down, bottom-up initiatives to influence the design of novel services. 
[bookmark: _Toc235564417][bookmark: _Toc235499315]6. Explanation of Innovation Content in the Person Specification
The attributes identified as the essential ones as per the person specification are curiosity, adaptability and problem solving, which indicates that problem solving and curiosity, alongside the adaptability of the person, are regarded as intrinsic for recruitment and selection, and not as a desirable one, which means the innovative capacity is considered as a position requirement and not as a possible bonus attribute. Knowledge sharing and supportive HR practices are an ideal combination which gradually enhance employee creativity and innovative behaviour (El-Kassar et al., 2022). This is evidenced by the desirable criterion of having prior project or digital-improvement experience, meaning that those candidates who have already experienced knowledge sharing in their previous organisation will be more likely to do the same in their next role. Similarly, entrepreneurial behaviours of employees have been linked to success in entrepreneurial activity and to higher innovativeness and sustainable competitive advantage, as jointly evidenced by Alfawaire and Atan (2021), whose combined findings indicate that entrepreneurial behaviours among employees are likely to have a positive impact on staff retention and service orientation, alongside the other entrepreneurial-related desirable criteria in this specification. 
All of the above would support the selection of a person specification that would place a premium on behavioural and attitudinal characteristics, including openness to change, over more technical skills; a candidate who is curious and flexible, and less knowledgeable of a particular platform, might be brought up to speed on that platform, while it is far more difficult to give a candidate a particular work behaviour as a possession that they can incorporate into their job. That is why data analysis and no-code platform skills are listed as desirable rather than essential, while the harder-to-teach behavioural characteristics, curiosity, adaptability and problem-solving, are set as essential criteria: it is these transferable traits, rather than specific technical skills, that consistent literature and experience link to innovative performance, regardless of the context.


[bookmark: _Toc235499316]Reference List
Alfawaire, F. and Atan, T. (2021) 'The effect of strategic human resource and knowledge management on sustainable competitive advantages at Jordanian universities: the mediating role of organisational innovation', Sustainability, 13(15), 8445. https://doi.org/10.3390/su13158445 
El-Kassar, A-N., Dagher, G.K., Lythreatis, S. and Azakir, M. (2022) 'Antecedents and consequences of knowledge hiding: the roles of HR practices, organisational support for creativity, creativity, innovative work behaviour, and task performance', Journal of Business Research, 140, pp. 1–10. https://doi.org/10.1016/j.jbusres.2021.11.079 
Jotabá, M.N., Fernandes, C.I., Gunkel, M. and Kraus, S. (2022) 'Innovation and human resource management: a systematic literature review', European Journal of Innovation Management, 25(6), pp. 1–18. https://doi.org/10.1108/EJIM-07-2021-0330 
Kutieshat, R. and Farmanesh, P. (2022) 'The impact of new human resource management practices on innovation performance during the COVID-19 crisis: a new perception on enhancing the educational sector', Sustainability, 14(5), 2872. https://doi.org/10.3390/su14052872 
Renkema, M., Meijerink, J. and Bondarouk, T. (2022) 'Routes for employee-driven innovation: how HRM supports the emergence of innovation in a formalised context', The International Journal of Human Resource Management, 33(17), pp. 3526–3559. https://doi.org/10.1080/09585192.2021.1913625 
Schwabe, H. and Castellacci, F. (2020) 'Automation, workers' skills and job satisfaction', PLOS ONE, 15(11), e0242929.
Sökmen, A., Sökmen, A. and Mete, E.S. (2021) 'The relationship between leader-member exchange, innovative work behaviour and career satisfaction: research in hotel enterprises', Journal of Tourism and Gastronomy Studies, 9(2), pp. 638–659. https://doi.org/10.21325/jotags.2021.807 

2 | Page

