[image: ]



BA(Hons) Business Management Principles of Human Resource Management

Student Name: Alexandru-George Clapa
Student Number: 2243448
Course Name: LCBB5012 – Principles of Human Resource Management
Lecturer Name: Dr. Rameses Manalang
Session: February 2026 Term 
Contents
Job Description	3
Personal Specifications	4
Terms Definitions	5
Interview Preparation	5
Questions for Candidates	6
References	8



Innovation Support Officer – UWTSD Student Union
[bookmark: _Toc225414992]Job Description
	Job Title
	Innovation Support Officer

	Department
	UWTSD Student Union

	Reporting to
	Student Union President

	Location
	UWTSD London Campus, Canary Wharf District (UWTSD, 2024)

	Working Hours and Schedule
	Days: Monday to Friday
Start: 08:00 AM
Finish: 16:30 PM
Break: 30 Minutes

	Contract Type
	Full-Time Contract
40 Hours per week
Minimum 1 Year term

	Salary
	£24,000 up to £34,000 per annum DOE (Depending On Experience)

	Benefits
	1. 28 Days of Annual Leave (including bank holidays)
2. 3% Employer Private Pension Contribution (Indeed Employer Content Team, 2025)
3. Free Parking – Subject to Availability
4. Professional Development Opportunities

	Job Purpose
	The purpose of the Innovation Support Officer is to support and implement development of adaptability to the rapid growth of technology and its uses within the Student Union, with the goal of improving students’ engagement, foster the efficiency of the organisation, and promoting innovative thinking within digital transformation.

	Innovation and Development
	Offer support and guidance in innovative ideas, implementation of said ideas within workshops, and encourage students’ engagement in implementing initiatives.

	Digital and Technical Support
	Research and implement new digital tools relevant to the organisation and support the IT department with the implementation of new systems, ensuring the user-friendly aspect.

	Research and Trends Analysis
	Conduct research on digital trends, new systems and technologies that emerge which can be useful for student interaction, conduct and analyse surveys, and propose new ideas and/or systems to improve the students’ experience.

	Project and Administrative Support
	Oversee new projects and provide administrative support, monitor progress and provide feedback on development.

	Stakeholder Engagement
	Implement monthly meetings with students for feedback and Q&A’s, collaborate with the organisations staff in promoting initiatives, and provide feedback to the Student Union President

	Continuous Improvement
	Provide assistance and support in implementing innovation and keeping updated with new technologies and systems that can be implemented within the organisation.

	Key Performance Indicators
	· Effective delivery of innovation initiatives
· Level of student engagement
· Standard and depth of research findings
· Strong collaboration with stakeholders

	Skills and Competencies
	· Innovative thinking
· Proficiency in digital tools and technologies
· Strong communication abilities
· Analytical and problem-solving approach
· Flexibility and ability to adapt to change
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	Qualifications and Knowledge
	Degree in Business Management, HR, Marketing, or IT, and strong comprehension of technology advancements and innovation in the workplace

	Skills and Abilities
	Excellent communication and teamwork skills, ability to think creatively, organisational skills, and digital tools knowledge (e.g. Microsoft office tools, Teams platform, Shared Drive)

	Personal Attributes
	Creative and forward-thinking approach
Inquisitive and eager to learn
Self-motivated with a proactive attitude
Flexible and able to adjust to change
Strong team collaboration skills
Solution-focused mindset

	Desirable Experience
	1. Proven project management
2. Implemented ideas in technology advancements within the workplace
3. Activities with groups of different cultural background individuals


	Additional Competencies
	1. Cyber Security Awareness
2. Usage of AI policy
3. Workplace digitalisation 
4. Analytical capabilities on surveys or feedback
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According to Indeed (2023), a job description is an essential document that provides potential candidates with a clear overview of a job role and its requirements. It is typically prepared by the representative of an organisation responsible for recruitment, who ensure the description is detailed enough to attract suitable applicants. It usually outlines key responsibilities and tasks expected of the employee, while also including important details such as salary, hierarchic structure of the organisation, reporting line, and working conditions. By including this information, organisations help candidates to better understand the role and determine whether they would be suitable for it, and in return, the organisation is targeting the right candidates that can fit their needs, therefore, a well-written job description supports an effective and efficient recruitment process by ensuring both employers and candidates have the necessary information.
Under the term of a person specification section, according to Cooper (2022), it is a key section within the recruitment process, helping employers clearly define the type of candidate they are on the market for. It is particularly useful when advertising for a role, as it outlines the essential and desirable qualities, skills, and attributes required for the position in the organisation. For instance, a person specification section on a job advert may include the required or desired qualifications, experiences, personal traits, and competencies needed to perform the role effectively, but also to be integrated into the organisations culture and team structure, giving the employers ability to make more informed selection decisions, improving on the quality of hires overall. Therefore, having a comprehension on effective person specification for a job role is crucial for successful recruitment, selection of the right candidate, and maintain retention.
[bookmark: _Toc225414995]Interview Preparation
Cozma (2024) has underlined that conducting effective interviews is considered a skill that can be developed over time through preparation, practice, and reflection. Even if interviewing can feel challenging at times, having a deep understanding of the role requirements and the candidates background, helps interviewers to ask more relevant questions and make more informed and better decisions. Preparation, including developing structured questions and practising through mock interviews can significantly improve confidence and performance. 
For example, interviewers should review the job description to identify essential and desirable skills, while also analysing the candidate’s CV to explore specific experiences in more detail. Using behavioural and technical questions, such as asking candidates to describe past situations, helps assess both soft and hard skills. Additionally, creating a comfortable environment, taking clear notes, and using interview guides ensures consistency and fairness. These strategies not only improve the quality of information gathered, but also reduces bias, enhances the candidate’s experience, and support better hiring decisions. Reflecting on both candidate performance and personal interviewing skills further contributes to continuous improvement. Therefore, by applying structured preparation and ongoing evaluation, interviewers can effectively identify suitable candidates and contribute positively to the recruitment process.
According to ACAS (2024), when conducting an interview, preparing a set of questions for all candidates selected, for the interview, for the same job role, is very important in ensuring that all candidates are treated equally and helps in avoiding discrimination.
When an interviewee is selected, he should be asked if there are any reasonable adjustments that can be made for them to attend the interview and feel comfortable in doing so, such as a wheelchair accessible room, a sign language interpreter, or just some more time to answer the questions within the interview.
At the end of each interview, the interviewer should provide the candidate with additional information and possibility of feedback, such as if they have any questions, when and how the interviewer will let the candidate know if they were successful or not, how they can ask any more follow-up questions if they might have, and provide feedback on how the interview went.
[bookmark: _Toc225414996]Questions for Candidates
	Interview Questions
	Expected answer
	Candidate answer

	From your past experiences, please give me a situation where you had discussed and implemented an innovative workplace adaptation or improvement on the workplace?
	The candidate should provide a situation where he analysed a workplace and acted to improve upon it by following procedure of approval obtaining and implementing a new and innovative method that boosted the efficiency of that particular department.
	

	What would be your best approach towards students to discuss about the support you are able to offer them for increasing their engagement activity?
	The candidate should be able to answer that he is taking in consideration the differences between the demographics of the students and their cultural background, treating them fairly and considerate, whilst proposing more workshops and meetings so students can get to learn from one another and help each other in their journey.
	

	What steps would you consider in taking if you want to implement a new digital tool or system, from which the organisation may benefit from increasing student engagement?
	The candidate is asked to demonstrate understanding of the hierarchic structure of the organisation and map out clear steps of reporting when requesting approval for a new digital tool or system, which should be, after verifying the tool or system, discuss with the IT department and check if the current technological assets can sustain them, and if so, he will then have to propose it to the Student Union President, get it approved, return to the IT department to implement it, run a trial period and see how it fairs, comply feedback and surveys, and return them to the Student Union President.
	

	Please provide me with a situation from your previous experiences where you have received some negative feedback regarding your work and what actions followed?
	The candidate is required to provide a situation from his previous experiences where the feedback on his tasks was mediocre at best, and underline actions he took to improve on said feedback. This also will be paired with their body language to see if they are professional about difficult situations or act emotional.
	

	How would you improve or maintain a high level of effective collaboration with the organisation’s stakeholders?
	Candidate is required to emphasise on their communication skills, calm personality, ability to plan and time-management skills, use active listening, and a strong decision-making ability.
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