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Innovation Support Officer: Job Description and Person Specification


Introduction
Modern organisations are changing because of rapid developments in digital technology (CIPD, 2025). Many tasks that were once completed by employees are now carried out with the help of automation, artificial intelligence (AI), and digital systems. Examples include self-service tills, online booking platforms, and AI-powered customer support. As technology continues to develop, employers need people who are creative, adaptable, and confident in using new digital tools (World Economic Forum, 2025). Human Resource (HR) managers therefore need to recruit employees who can support innovation and help organisations respond to future changes (CIPD, 2025).
This report outlines a job description and person specification for the position of Innovation Support Officer at the University of Wales Trinity Saint David (UWTSD) Student Union. The purpose of the role is to encourage innovation, improve the quality of student services, and promote the use of digital technologies. The report also explains how innovation is reflected in both the job description and the person specification.

Job Description
Job Title – Innovation Support Officer
Department – UWTSD Student Union
Reports To – Student Union Manager

Job Purpose
The Innovation Support Officer will help introduce new ideas and support digital improvements across the Student Union. The role aims to improve services by encouraging creativity, using technology effectively, and meeting the changing needs of students and university staff.
Main Duties and Responsibilities
The Innovation Support Officer will:
· Assist with projects that focus on innovation and digital development.
· Recommend new ideas to improve the services offered to students.
· Gather and review student feedback through digital platforms.
· Plan and support workshops that encourage creativity, teamwork, and innovation.
· Work closely with students, university employees, and external organisations.
· Encourage the use of online communication and digital tools.
· Keep informed about new technologies and current workplace developments.
· Produce report and suggest ways to improve existing services.
· Support the development of online systems that improve the student experience.
· Contribute to projects that promote sustainability and continuous improvement.

Working Conditions
· Mainly office-based with regular use of computers.
· Flexible working hours may be required during student activities and events.
· Frequent communication with students, university staff, and external partners.
· Daily use of Microsoft Office, online systems, and digital communication platforms.

Explanation of Innovation in the Job Description
Innovation is a key part of this role because the main purpose is to improve Student Union services through new ideas and modern technology. By collecting student feedback using online surveys and digital systems, the organisation can better understand student needs and make informed decisions. Digital information helps managers improve services more efficiently and respond more quickly to student expectations (CIPD, 2025).
The role also promotes collaboration by encouraging students, university staff, and external organisations to work together on new projects and ideas. Innovation workshops provide opportunities for creative thinking and effective problem-solving. In addition, keeping updated with the latest technology and workplace developments helps the Student Union remain modern and competitive (SHRM, 2025). This demonstrates that innovation is not only about introducing technology but also about improving teamwork, communication, and organisational performance.

Person Specification:
· Qualifications:
-    Essential – Studying Business Management or another related subject.
     -    Desirable – Qualification or training in Human Resources or Innovation.
· Knowledge:
· Essential – Good understanding of digital technology, innovation, and Microsoft Office.
· Desirable – Knowledge of project management methods.
· Skills:
· Essential – Good communication skills. Ability to work well in a team. Strong problem-solving ability. Good digital and computer skills.
· Desirable – Data analysis and presentation skills.
· Experience:
· Essential – Experience in customer service or student-related activities.
· Desirable – Experience of working on innovation or improvement projects.
· Personal Qualities:
· Essential – Creative thinking. Adaptability. Good organisational skills. Positive attitude. Willingness to learn new skills.
· Desirable – Leadership ability. Entrepreneurial approach to problem-solving.

Explanation of Innovation in the Personal Specification
The person specification highlights the qualities required to support innovation within the Student Union. Digital knowledge is essential because many organisations now depend on technology for communication, planning, and delivering services (World Economic Forum, 2025). Employees with strong digital skills can complete tasks more efficiently and contribute to better organisational performance.
Communication and teamwork are equally important because successful innovation often depends on people sharing ideas and working together (CIPD, 2025). Employees who can solve problems effectively are more likely to identify challenges and develop practical solutions. Creativity also plays a valuable role by helping employees introduce fresh ideas that improve student services.
Being adaptable is another important requirement because technology and workplace practices continue to change. Employees who are willing to learn and develop new skills can adjust more easily to different system and ways of working (Prosci, 2025). A positive attitude towards change helps organisations remain competitive and continue improving their services.
Leadership skills and an entrepreneurial mindset are considered desirable because they encourage employees to take initiative, motivate colleagues, and recognise opportunities for improvement. These qualities support the development of an innovative organisational culture where learning and continuous improvement become everyday practices (LOEB Leadership, 2024).

Conclusion
Technology continues to transform the way organisations operate, making innovation an important requirement for future success. HR managers therefore need to recruit individuals who are comfortable with digital technology, willing to learn, and able to contribute creative ideas.
The Innovation Support Officer role has been designed to support these organisational needs by focusing on digital development, creativity, communication, teamwork, and continuous improvement. The job description clearly outlines the duties that encourage innovation, while the person specification identifies the knowledge, skills, experience, and personal qualities needed for success.
Together, these reports demonstrate how effective Human Resources Management supports organisational innovation by selecting employees who can improve service, solve problems, and respond positively to future change. Recruiting people with these qualities will help the UWTSD Student Union continue providing high-quality services within an increasingly digital environment.
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