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Module Name: Principles of Human Resource Management
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JOB DESCRIPTION AND PERSON SPECIFICATION
Innovation Support Officer — London Campus (Canary Wharf)
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UWTSD Students' Union is a student-led charity that supports all students at the University of Wales Trinity Saint David through advice, representation, opportunities, and events. As digitisation accelerates in higher education and the wider job market—from self-service kiosks replacing reception staff to AI chatbots managing routine inquiries—the Union is creating a new role to help the organisation innovate responsibly and remain relevant to its students.
We are seeking an enthusiastic and tech-curious person to become our first Innovation Support Officer at our London Campus in Canary Wharf. You will collaborate with all Union teams, including those in Wales, to find opportunities for digital and process improvements, pilot new tools and methods, and support staff and student volunteers in building confidence to adapt to an evolving work environment.
	Job Title
	Innovation Support Officer

	Organisation
	UWTSD Students' Union (Trinity Saint David Students' Union)

	Department
	Student Opportunities & Organisational Development

	Responsible to
	Head of Student Opportunities

	Location
	UWTSD London Campus, Canary Wharf, with occasional travel to the Carmarthen, Swansea and Lampeter campuses

	Hours
	35 hours per week, full-time, permanent (flexible/hybrid working available)

	Salary
	£29,500 – £33,500 per annum (inclusive of London Allowance), dependent on experience

	Closing Date
	To be confirmed


[bookmark: _Toc235629520]What We Offer
As a charity competing for talent against private-sector employers, UWTSD Students’ Union has reviewed this package against comparable roles in the students’-union and innovation sectors to ensure it remains genuinely competitive:
1. High earning potential: a starting salary of £29,500–£33,500 (inclusive of London Allowance), benchmarked against comparable students’-union and innovation-support roles in London, with a clear pathway to progression as the post-holder builds a track record of successful pilots.
1. Unconditional back-office support: full administrative, IT, HR and finance support from the Union’s central teams, so the post-holder can focus on delivering innovation rather than managing overhead.
1. True flexibility: genuine hybrid working with self-directed scheduling around core collaboration hours, not flexibility offered in name only.
1. Academy access: full access to NUS Charity’s Learning Academy, alongside UWTSD’s internal staff development programme, to support continuous professional growth in digital and innovation skills.

UWTSD Students' Union is dedicated to promoting equality and encourages applications from all student groups and the broader community, especially those who are currently under-represented among our staff.
[bookmark: _Toc235629521]Job Description
[bookmark: _Toc235629522]1. Job Purpose
Assist UWTSD Students' Union in recognising, testing, and integrating innovative practices, digital tools, and process enhancements to improve the student experience and ensure the organisation remains agile in a rapidly evolving, technology-focused environment. The post-holder will serve as an internal advocate for innovation, collaborating closely with the Opportunities, Voice, Advice, Venues, and Design & Comms teams to convert new ideas into practical, accessible services for students.
[bookmark: _Toc235629523]2. Organisational Context
This newly created post directly responds to the changing nature of work: routine, transactional tasks previously performed by people — such as bank tellers, receptionists, and basic customer service — are increasingly automated. Meanwhile, there is a rising demand for roles that focus on managing, interpreting, and humanising technology. Located at the Union's London Campus in Canary Wharf, the role reflects the growing importance of the London cohort within UWTSD's student body. It will work closely, mainly remotely, with regular travel, with colleagues and student officers across the Carmarthen, Swansea, and Lampeter campuses. The Union established this position to ensure technology is adopted thoughtfully, with student needs and staff capabilities at its core.
[bookmark: _Toc235629524]3. Key Responsibilities and Duties
[bookmark: _Toc235629525]3.1 Innovation Scanning and Idea Generation
1. Horizon-scanning: Track advancements in higher education technology, students' union activities, and the broader labour market (such as AI-powered advice tools, self-service platforms, and automation of administrative tasks) to spot opportunities relevant to the Union.
1. Idea pipeline: Conduct regular innovation surveys, suggestion schemes, and “ideas days” involving staff, student officers, and student members to gather improvement ideas from throughout the organisation.
1. Trend reporting: Create a quarterly Innovation Briefing for the Senior Management Team that summarises key sector trends and suggests which ones should be evaluated.
[bookmark: _Toc235629526]3.2 Digital Transformation Projects
1. Pilot management: Develop, implement, and assess small pilot projects for new digital tools—such as AI chatbots for the Advice service, self-service booking systems for Venues, and automated case-tracking for casework—before broader deployment.
1. Process redesign: Map current manual or paper-based processes and redesign them with digital workflows, collaborating closely with the relevant team lead.
1. Data and insight: Use simple data analysis to assess if a new tool or process enhances efficiency, student satisfaction, or accessibility. Report findings truthfully, noting any pilots that failed.
[bookmark: _Toc235629527]3.3 Capability Building and Change Support
1. Staff and volunteer training: Create and conduct brief, engaging training sessions to boost staff and student officers' confidence in new systems and foster an innovative, flexible approach.
1. Student innovation engagement: Organise a yearly student innovation challenge or hackathon that motivates students to work together on creating solutions for real Union issues.
1. Change communication: Collaborate with the Design & Comms team to clearly communicate the purpose and advantages of new tools or processes to staff, officers, and students, while addressing any concerns about job security or changes honestly and sensitively.
[bookmark: _Toc235629528]3.4 Cross-Team Collaboration and Governance
1. Stakeholder liaison: Serve as the primary liaison between each Union team and external technology providers or the University's IT/digital services throughout pilots.
1. Risk and ethics: Assist the Head of Student Opportunities in evaluating the data protection, accessibility, and ethical considerations of new technology before adoption, ensuring compliance with GDPR and the Union's safeguarding policies.
1. Continuous improvement: Assist in the Union's yearly business planning by suggesting a list of innovation priorities for the upcoming year.
[bookmark: _Toc235629529]3.5 General Duties
• Participate in and contribute to team and Union-wide meetings, staff training sessions, and away days as needed.
• Serve as the Union’s representative at relevant sector events, webinars, or conferences focused on innovation, students' unions, or digital transformation.
• Perform any additional duties reasonably assigned by the Head of Student Opportunities, consistent with the grade and purpose of the role.
• Follow all Union policies, including those on equality, diversity and inclusion, health and safety, safeguarding, and data protection.
[bookmark: _Toc235629530]4. Scope and Impact
The post-holder will not manage staff directly but will influence practice across all Union departments and be responsible for the budget for small-scale pilot projects (typically up to £2,000 per pilot, subject to sign-off). The number and quality of innovations measured in the role, staff and student engagement with new tools, and demonstrable improvements in service efficiency or accessibility will measure success.
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Person Specification
The Person Specification below outlines the qualifications, experience, knowledge, skills, personal attributes, and circumstances needed to perform the Innovation Support Officer role effectively. Candidates will be evaluated against each criterion using the specified method: an application form, an interview, or a short task/test.
	Criterion
	Essential (E) / Desirable (D)
	E/D
	Assessed by

	Qualifications
	A degree or equivalent professional experience in Business, HR, Digital/IT, Marketing, or a related field.
	E
	Application

	Qualifications
	Postgraduate qualification or professional certification in innovation, digital transformation, digital skills, or project management. 
	D
	Application

	Experience
	Experience in introducing, piloting, or enhancing a process, tool, or system within a workplace, volunteering environment, or academic project setting.
	E
	Application / Interview

	Experience
	Experience working or volunteering in a students' union, charity, or higher education setting.
	D
	Application / Interview

	Experience
	Experience delivering training or presenting ideas to a group
	E
	Interview / Test

	Knowledge & Skills
	Understanding how digitisation and automation are changing work and jobs, including through self-service technology, AI, and process automation.
	E
	Interview

	Knowledge & Skills
	Fundamental data literacy — capable of interpreting basic data or feedback to assess if a new idea is effective.
	E
	Interview / Test

	Knowledge & Skills
	Knowledge of design thinking, agile practices, or lean process improvements
	D
	Interview

	Knowledge & Skills
	Excellent written and verbal communication skills, capable of explaining technical or new concepts to a non-technical audience.
	E
	Application / Interview

	Knowledge & Skills
	Understanding GDPR, accessibility, and safeguarding considerations when implementing new technology.
	D
	Interview

	Personal Attributes
	Shows an innovative and curious mindset, with a genuine interest in exploring new ideas and technology.
	E
	Interview

	Personal Attributes
	Flexible and resilient, open to ambiguity, and eager to learn from unsuccessful pilots.
	E
	Interview

	Personal Attributes
	A team player who fosters trust with colleagues, even those anxious about change.
	E
	Interview

	Personal Attributes
	Self-motivated and able to manage a varied workload with minimal supervision
	E
	Interview

	Circumstances
	Based at the UWTSD London Campus (Canary Wharf), with willingness to travel occasionally to the Carmarthen, Swansea and Lampeter campuses and to work evenings/weekends for events
	E
	Application / Interview

	Circumstances
	Ability to travel independently between London and the Welsh campuses when required (e.g. by rail or air)
	D
	Application




[bookmark: _Toc235629532]Explanation of the Contents: Addressing Innovation in the Job Description
Before discussing how innovation is integrated into the Job Description, it is essential to clarify some key concepts. Innovation involves the successful implementation of new ideas within an organisation, while creativity is the process that generates these ideas (Tidd and Bessant, 2021). The World Economic Forum (2023) emphasises that both skills are crucial, stating, “Analytical thinking and creative thinking remain the most important skills for workers” worldwide. The ideal Innovation Support Officer actively engages in both practices, personally creating and testing ideas instead of passively waiting for innovation to occur.
Candidates should be comfortable navigating ambiguity at a paradigm level. Developing this position is a process of innovation meant to stimulate transformational change, using Tidd and Bessant’s (2021) “4Ps” model to shift the Union’s perspective on digital transformation from a sporadic IT task to a continuous, managed capability. In alignment with Pilbeam’s (2010) assertion that job design should prepare for future needs, ideal candidates must be able to operate without a fixed playbook, viewing redefinition as a normal part of the process rather than a threat.
The true strength of candidates today lies in what they contribute to AI, rather than what AI replaces in them. According to Sakib and Islam (2026), machine learning is “driving the impact of accelerating human resource management (HRM) functionalities.” Tulane University Law School (2025) notes that AI offers “promises of time-saving efficiency and opportunities to reduce costs” in administrative functions. However, the pilots described in Section 3.2, such as AI chatbots and automated case tracking, only create real value if users can critically design and interpret them. The most effective candidates are those who bring judgment to the table, something AI cannot provide, transforming efficiency gains into the kind of evidence that Cross and Swart (2022) argue organisations often struggle to generate.
This advantage comes with accompanying risks that the right candidate must actively address. Cross and Swart (2022) highlight the increasing “(ir)relevance” as a threat to HR practices that rely on stable, standardised jobs, as automation gradually disrupts task content. Armstrong (2014) further explains that unmanaged technological change can lead to anxiety and disengagement among staff. Therefore, the training responsibilities outlined in Section 3.3 require a candidate with strong communication skills; these skills are essential for managing resistance to AI, not merely an auxiliary soft skill.
Looking ahead, the World Economic Forum (2023) forecasts that 44% of core skills will be disrupted by 2027. This presents both an opportunity for a candidate positioned early to build institutional AI literacy and a challenge for HR, as no single post can realistically track sector-wide disruptions alone. Section 3.4 thus calls for a candidate who views AI governance as a continuous professional practice rather than a one-time compliance exercise.
[bookmark: _Toc235455295][bookmark: _Toc235629533]Explanation of the Contents: Addressing Innovation in the Person Specification
The Person Specification outlines the qualities, not just the qualifications, needed to succeed amid genuine uncertainty. Based on Pilbeam’s (2010) idea that resourcing should align with future capability requirements, the ideal candidate is characterised more by their behaviour in situations where AI-related evidence is lacking or disputed than by their current knowledge.
This candidate brings a distinct strength to an AI-augmented HR function: the ability to evaluate automated tools rather than operate them. Evidence from Sakib and Islam (2026) and Tulane University Law School (2025) shows AI’s expanding role in HR. Hence, the Knowledge and Skills criteria require candidates to interpret data and understand automation directly, rather than accept vendor claims on trust. The Person Specification does not assume AI adoption is inherently beneficial, and the candidate it seeks should not either.
The ideal candidate should demonstrate curiosity, tolerance for ambiguity, and resilience. Armstrong (2014) identifies these qualities, rather than technical qualifications, as the most significant predictors of effective change leadership. This perspective is reinforced by the World Economic Forum’s (2023) report, which highlights curiosity and creative thinking as top priorities for employers. While a candidate may possess strong technical skills, a deficiency in these essential attributes would render them unsuitable for the role's requirements, which demand not just proficiency with the tools but also a higher level of judgment in navigating complex paradigms.
Qualifications were intentionally kept broad because Tidd and Bessant (2021) view paradigm-level innovation capacity as a behavioural trait rather than relying on formal credentials. This aligns with the wider trend in recruitment towards valuing skills and potential, as highlighted by CIPD (2024); the best candidate might come from outside traditional Management/Marketing or IT backgrounds. This creates both an opportunity and a challenge for the role: as AI handles routine tasks, human judgment in evaluation gains importance. However, Cross and Swart (2022) warn that fixed selection criteria might become outdated as quickly as the technologies they describe. Therefore, the successful candidate must be willing to accept that their own criteria will need regular redefining.
Data protection knowledge was defined in broad terms (“GDPR, accessibility, and safeguarding”) rather than being jurisdiction-specific, as UWTSD recruits from an international pool. This approach necessitates a candidate who applies principles rather than relying solely on memorised rules. Ultimately, the ideal candidate for this role is not only AI-literate but also possesses the judgment, curiosity, and adaptability to consider both the benefits and risks of AI simultaneously. This critical perspective is a common thread that runs through the literature underpinning this submission.
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The Job Description and Person Specification above are internal HR documents used for shortlisting and interview assessment. To illustrate how this documentation translates practically for external recruitment, the role has been adapted into a shorter, candidate-facing format used by platforms like Indeed, LinkedIn, and Reed. This version conveys the same essential and desirable criteria in clear, engaging language designed to attract applicants rather than evaluate them.
Innovation Support Officer
UWTSD Students' Union  •  London, Canary Wharf (Hybrid)  •  Full-time, Permanent
	Salary
	£29,500 – £33,500 a year (inclusive of London Allowance)

	Job type
	Full-time, Permanent · 35 hours a week · Hybrid working

	Location
	London, Canary Wharf — with occasional travel to Carmarthen, Swansea and Lampeter

	Holiday
	35 days' annual leave (including bank holidays), plus a paid winter closure period

	Benefits
	Hybrid/flexible working, learning & development budget, pension scheme



Full Job Description
Have you ever noticed how much daily life now relies on self-service kiosks, chatbots, and apps — and wondered who truly makes those systems work for real people? That's what this role is about.
UWTSD Students' Union is a student-led charity supporting all students at the University of Wales Trinity Saint David through advice, advocacy, opportunities, and events. As digital tools transform higher education and the broader world of work, we're creating a new position to help us innovate responsibly. We’re hiring our first-ever Innovation Support Officer to lead this effort from our London Campus in Canary Wharf.
In this role, you'll collaborate across all parts of the Union—Advice, Voice, Venues, Opportunities, and Design & Comms—identifying where new tools and smarter processes can genuinely enhance student experience. You'll pilot these innovations carefully before they are launched. This isn't a traditional IT back-office role. It's a people-focused position for someone curious about technology and eager to help others embrace it.
What you'll be doing
Spotting opportunities:
1. Keep an eye on trends in higher education technology, students' union practice and the wider job market — things like AI advice tools, self-service platforms and automated admin — and flag what's worth trying at UWTSD.
1. Run regular idea-gathering sessions with staff, student officers and students — surveys, suggestion schemes, "ideas days" — so good ideas don't stay stuck in someone's head.
1. Write a short quarterly briefing for senior management on what's trending and what's worth testing next.
Making change happen:
1. Design, run and evaluate small pilot projects — think AI chatbots for the Advice service, self-service booking for Venues, or automated case-tracking — before anything rolls out Union-wide.
1. Map out clunky manual or paper-based processes and redesign them as simple digital workflows, working together with the team who owns each one.
1. Use straightforward data analysis to check whether a new tool is helping — and be honest in your reporting when a pilot doesn't work out.
Bringing people with you:
1. Plan and deliver short, engaging training sessions that build staff and student officers' confidence with new tools.
1. Organise an annual student innovation challenge or hackathon around real Union problems.
1. Partner with Design & Comms to explain the "why" behind new tools clearly and honestly — including addressing any worries about job security head-on.
Keeping it safe and joined-up:
1. Be the main point of contact between Union teams and outside tech providers or the University's IT team during pilots.
1. Help assess data protection, accessibility and ethical considerations before any new technology is adopted, in line with GDPR and our safeguarding policies.
1. Contribute innovation priorities to the Union's annual business planning.
1. Take part in team meetings, training and away days, represent the Union at relevant sector events, and pitch in with other reasonable duties as needed.
What we're looking for
Essential:
1. A degree (or equivalent professional experience) in Business, HR, Digital/IT, Marketing or a related field.
1. Some experience introducing, piloting or improving a process, tool or system — this could be from a job, volunteering, or even a strong academic project.
1. Experience presenting ideas or delivering training to a group, however informal.
1. A solid grasp of how automation and digital tools are changing work — self-service tech, AI, process automation and the like.
1. Comfortable with basic data — you don't need to be an analyst, but you should be able to look at simple feedback or figures and tell whether something's working.
1. Excellent written and spoken communication — you can explain a new tool to someone who's never touched it before, without losing them.
1. A genuinely curious, innovative mindset, and the resilience to keep going when a pilot doesn't land first time.
1. A natural team player who builds trust easily, including with colleagues who are nervous about change.
1. Self-motivated — comfortable managing a varied workload without someone checking in constantly.
1. Based at or able to work from our London Campus (Canary Wharf), with occasional travel to Wales and some evening/weekend event work.
Nice to have (not essential):
1. A postgraduate qualification or certificate in innovation, digital transformation or project management.
1. Experience in a students' union, charity or higher education setting.
1. Familiarity with design thinking, agile or lean approaches.
1. Awareness of GDPR, accessibility and safeguarding considerations.
1. Able to travel independently between London and the Welsh campuses (e.g. by rail or air) when needed.
Why join us
1. Competitive salary of £29,500–£33,500, benchmarked against similar innovation and students' union roles in London, with room to grow as you build a track record of successful pilots.
1. 35 days' annual leave (including bank holidays) plus a paid winter closure period — we mean it when we say your time off matters as much as your output.
1. Genuine hybrid working — flex your schedule around a few core collaboration hours, not "flexible" in name only.
1. Full back-office support from our central admin, IT, HR and finance teams so that you can focus on the actual innovating.
1. Full access to NUS Charity's Learning Academy plus UWTSD's internal staff development programme.
1. The rare chance to shape a brand-new role from scratch and see your ideas make a visible difference to students' everyday lives.
UWTSD Students' Union is committed to being an equal-opportunities employer. We strongly encourage applications from individuals of all backgrounds, particularly those from groups that are underrepresented in our staff.
How to apply
Send your CV and a short covering letter (max one page) explaining a time you helped introduce or improve something — big or small — and what you learned from it. We'd rather hear a real story than a list of buzzwords.
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