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	Component 1: Practical: Academic Interview for HR Processes
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Programme: BA (Hons) Business Management 
Module: Principles of Human Resource Management 
Module code: LCBB5012
Lecturer: Mr Nadeem Mirza
	



JOB DESCRIPTION

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

1) Job Purpose
The Innovation Support Officer helps the Students’ Union to develop new ideas and improve services for students. The post supports small projects that use technology and digital tools. The officer works with students and SU staff to test new solutions and to make student life better, easier and more inclusive.

2) Key Responsibilities
a) Idea collection and research
· Collect ideas for improvement from students, class reps and clubs.
· Use simple surveys, online forms and meetings to find problems and new opportunities.
· Search for good practices from other universities’ unions.
b) Innovation projects
· Help to design and plan small innovation projects (for example new online booking system, a digital feedback form, or an app-based events).
· Support testing/pilot stages and collect feedback from users.
· Help to evaluate if a project is useful, fair and cost-effective.
c) Digital tools and data
· Use basic digital tools (Excel, Forms, Teams, social media) to record and analyse student feedback.
· Prepare simple reports, charts or presentations to show results to managers and student leaders.
d) Student engagement and communication
· Promote innovation projects to students through emails, posters and social media.
· Work with student reps and societies to increase participation in surveys, trials and events.
e) Explain new systems and changes in clear language.
· Support for HR-related activities.
· Support the recruitment and induction of student volunteers for innovation projects.
· Help to organise short trainings or briefings for reps on new digital tools.
· Encourage inclusive participation from students from different backgrounds.
f) Teamwork and continuous improvement
· Work closely with SU staff, academic staff and IT support.
· Join regular team meetings and share new ideas.
· Reflect on what works well and suggest improvements for the Innovation Support function.
g) Other duties
· Any other reasonable tasks connected with innovation, digital projects or student engagement, as agreed with the line manager.


· 
PERSON SPECIFICATION

Post title: Innovation Support Officer

1) Qualifications

a) Essential
· Currently studying on a degree course at UWTSD (e.g. Business, Management or related subject).
b) Desirable
· Training or module in Human Resource Management, Innovation or Project Management.

2) Experience

a) Essential
· Experience working in a team (e.g. group work at university, part-time job, volunteering).
· Experience using basic digital tools such as email, MS Office, online forms or social media.
b) Desirable
· Experience organising events, campaigns or student activities.
· Experience collecting feedback from others (questionnaires, online polls, focus groups).

3) Knowledge

a) Essential
· Basic understanding of what innovation means in an organisation (new ideas, better processes, use of technology).
· Awareness that digitalisation is changing many jobs and that organisations must adapt.
b) Desirable
· Awareness of the role of Students’ Unions in representing and supporting students.
· Basic knowledge of HR processes such as recruitment, training and performance review for staff or volunteers.

4) Skills and Abilities

a) Essential
· Good written and spoken communication in English (able to explain ideas in clear, simple language).
· Ability to listen actively and show respect for different opinions.
· Basic data skills: can enter data correctly and understand simple charts and tables.
· Problem-solving attitude: can break a big problem into smaller steps and suggest options.
· Ability to manage own time, meet deadlines and follow instructions.
b) Desirable
· Ability to create simple online surveys and reports.
· Creative thinking skills: can suggest new, realistic ideas for improving services.


5) Personal Qualities

a) Essential
· Curious and open-minded; enjoys trying new ways of doing things.
· Positive attitude to change and digital tools.
· Reliable and responsible; can be trusted to complete tasks.
· Friendly and approachable; able to work with students and staff from different cultures and backgrounds.
· Committed to equality, diversity and inclusion.
b) Desirable
· Passion for student experience and strong interest in improving university life.
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