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[bookmark: _Toc213083497]Job Description 
Job Title 
Innovation Support Officer
Currently, UWTSD Student Union is looking for an Innovation Support Officer who can help to manage the changing mindset in the work culture. UWTSD Student Union have decided to adopt digital technologies to manage work and efficiency to streamline the process of operations in the organisational culture, enabling innovation. 
Company’s mission and bio
UWTSD Student Union have a mission to improve the experience of the students, focusing on the students' study materials and many more, while being independent from the charity and university, led by the students. The Student Union have a mission to improve the experience of the student by listening to their needs and demands through the internal networks. Also, UWTSD have a mission to make the campus fun as well as engaging by incorporating sports and events. Apart from this, the student union have a mission to offer free and independent advice to all the students, which will be in a confidential manner. 
Role Summary
The role of an Innovation Support Officer is to manage digitisation in the operations of the organisation, which helps to manage the overall efficiency while aligning with the changes in the work. Apart from this, the role of an Innovative Support Officer needs to identify and facilitate the projects in an innovative way while managing the stakeholders as well as partners in the students' union. The officer will provide appropriate guidance to manage and adopt the digital change in the organisation, which can improve the experience of the students. Apart from this, one major role is to maintain interpersonal relationships with the stakeholders and students to improve collaboration for innovative ideas.  
Roles and Responsibilities
· One of the Primary responsibilities of the Innovation Support Officer is to incorporate effective strategies that align with the objectives of the UWTSD Students' Union. 
· Also, the Officer need to build and maintain strategies to adopt the digital changes in the business to streamline the operations. 
· Creating an alternative administrative strategy is a major role for the officer to establish an innovative mindset. 
· Apart from this, the innovation support officer needs to create an innovation portfolio and policies in the business to adopt an innovative state in individuals.
· Also, the officer needs to create and identify appropriate KPIs to measure their success in adopting the innovation mindset for managing the changes in the work.
· In addition to this, the officer must have appropriate knowledge of the markets to engage the employees and other stakeholders. 
Role Requirements
The candidate must have a Bachelor’s Degree in Business Management and Information Systems. 
Required Skills and experience:
· The candidate must have skills like appropriate planning and strategic execution. 
· Another soft skill the individual must have is technological proficiency.
· Data interpretation and analytics are some of the important skills that are required.
· Also, the candidate must have knowledge of change management and implementation. 
· The candidate must have effective communication skills
· Also, problem-solving is one of the important skills that the candidate must have. 
Time/Location
· As per the requirements of the job, the timing will be from 10 am to 6 pm on Monday to Friday. 
· For Saturday, the office timing is from 10 am to 1:30 pm onwards. 
The candidates must consider commuting to the location as per the requirements of the Job, as they will have to manage the technological change and amplify the innovative ideas and mindset of the candidates. Apart from this, the condition of the work is clear and positive as the organisation offers a fun and engaging workplace in the UK. 
Next Steps 
All the candidates who are interested in applying can find the Login to the Jo Vacancies on the UWTSD Students' Union portal. Also, candidates must provide their CV when applying for the post of Innovation Support Officer. Selected candidates will get a call from HR for the further process of recruitment.  Also, the interview process will continue for up to 20 minutes. 
[bookmark: _Toc213083498]Explanation
Effective communication and problem-solving are two important skills which can help understand the insight and issues of the innovation adaptation (The Conference Board, 2021). It can help companies to adopt the changes in the process of innovation, which can help them streamline their operations. Thus, problem-solving skills are one of the most profound approaches which are effective in dealing with the unreliable and unfamiliar objects and aspects of the business (Adeoye and Jimoh, 2023).  As mentioned in the job description, an innovation support officer must have strategic management and decision-making skills; they need to apply problem-solving and communication skills to understand the value of the process and apply effective KPI to measure the success (Adeoye and Jimoh, 2023). Data analytics and interpretation skills can have several benefits to understand the needs and demands of the stakeholders and can be applied to improve the adaptability of the latest technologies and digitised processes (Calic and Ghasemaghaei, 2021). Apart from this, it helps companies to improve in their innovation and technological aspects, which can help them streamline the operations and practices of the business. 
Furthermore, alternative and resource-based strategies and planning can effectively manage the organisational adaptation to the digital technologies in the competitive business landscape. It can enhance the strategies of the operations, enabling creativity and motivation in the process of the business (Farida and Setiawan, 2022). Innovation is one of the simplest forms of managing growth and improvement in organisations.  Apart from this, the innovation support officer has the capabilities to strategically align the organisational goals with their internal and external strengths. It can help them accomplish the goal of innovation adaptation and exploring the changes in the business (Cheng and Love, 2022). Also, this role and candidate can effectively analyse the situation of the business and the needs of their stakeholders to offer effective strategies to deal with the technological advancements and adaptation to streamline the process. It can help the company to generate revenue in a complicated business scenario. 
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	Criteria
	Essential Criteria
	Desirable Criteria

	Experience
	The candidate should have a bachelor's degree or similar related to Business Management and Administration, and relevant experience working in an innovation team of any organisation. 
The Innovation Supporting Officer role requires experience in project administration, good knowledge of working with different computer applications, and the ability of learning new applications quickly.
Knowledge regarding monitoring, planning, and controlling projects is also essential for this role. 

	Hands-on experience in a similar field, proven track record working in collaborative teams regarding innovation, resource allocation and utilisation, and development project management are desirable for this role. Experience in monitoring and recording financial information and understanding of technology management within the project are desirable for this role. 

	Qualifications
	A bachelor's degree in any management field, such as information systems, social science studies, economics, or business administration, is the mandatory qualification for the Innovation Supporting Officer role in UWTSD Student Union. 
	Post-graduation degree or equivalent experience for business management and administration are the desirable criteria of qualification for this role.

	Technological experience or skills 
	The Innovation Supporting Officer of the organisation should have relevant experience in innovation, design research, and ICT (Information Communication Technology) or experience in any related field. This role also requires hands-on experience in using office software, such as PowerPoint, Word, and Excel, and proficiency in using a computer.
	Desirable technological skills or experience for this role involve proficiency in using innovation platforms, leveraging advanced technologies like predictive analytics, and effective use of AI (Artificial Intelligence). 

	Knowledge and skills
	The candidate must have good communication skills along with the ability to make effective communication both verbally and in writing. This role requires an individual who can motivate team members and work collaboratively with them to foster creativity and innovation.  The candidate must have the ability to prioritise and organise tasks, along with the ability to delegate. In this role, the Innovation Supporting Officer will be responsible for identifying the key reasons for any issues that require new and innovative solutions; thus, the candidate has to have the ability to resolve problems and make effective decisions. The candidate must be cooperative and have the ability to drive efficiency in work. 
	Good research skills, flexibility, technological proficiency, and strategic thinking are desired skills for this role. Having knowledge about different ongoing issues and own perspective on resolving them will be a plus for this role. 

	Competencies (or personal characteristics)
	The Innovation Supporting Officer should value diversity and bring their own acquired or inherent diversity to the team. The ISO (Innovation Supporting Officer) must include the organisation’s goals and responsibilities with ethics in terms of accomplishing innovation objectives. The ISO must have the visionary trait to have a clear vision that is achievable through innovation. Curiosity is an essential personality trait that the Innovation Supporting Officer must have. The ISO must be an active listener in every aspect of the work.
	The ability to take risks and be confident about own instincts is desirable for this role. Good influencing ability is desirable for this role. The ISO is desired to be pragmatic with proactivity and great focus on getting the work done. Bringing one's own ideas and vision through making a critical analysis of different external and internal aspects is what the organisation desires for the Innovation Supporting Officer role.  


Table 1: Person Specification
(Source: Created by the learner)
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A bachelor's degree in business management and administration is required for the Innovation Supporting Officer role. The experience that is required in this role involves managing different projects and teams, and require a good understanding of innovation management aspects. The Innovation Supporting Officer must have worked with an innovation team in any organisation. This is vital for the role, as the experience of the candidate will demonstrate a greater understanding of the areas that require innovative solutions and formulate new and innovative ideas or solutions to tackle them. Moreover, the experience of cooperation is also critical in the ISO position. Robertson, Caruana, and Ferreira (2023) state that work experience in the development of innovative solutions is a prerequisite because people with such experience can influence innovative performance. The Supporting Officer on innovation must possess good computer knowledge and skills in utilising the various Microsoft programs like MS word, Excel, and MS PowerPoint. 
The ability to utilise a computer will allow the person to find various sources of information and record them to refer to them later and develop new ideas and solutions. The capability to solve issues, cooperate, and make proper decisions promotes innovation (Lages et al., 2020). Moreover, the Innovation Supporting Officer position requires one to have excellent communication skills, which leads to innovation and creativity. Constant and efficient communication between team members will make sure that various opinions, thoughts, and ideas are exchanged and deliberated on, culminating into innovative and original results (Framework Films, 2025). Furthermore, the Innovation Supporting Officer role seeks an individual who has personality traits and competencies, such as collaboration, creativity, curiosity, visionary, strategic thinking, ability to influence others, motivation, and ability to take risks. 
The ISO should be a risk-taker as innovation involves the chance of failure. For instance, when an innovator implements a new idea without having a practical result of it, there is always a risk associated with the implementation of that new and innovative idea. A risk taker will follow his/her instinct in terms of making decisions in every stage of innovation, along with other aspects. Moreover, bringing one's own perspective, ideas, thoughts, and vision to the innovative work is essential.  An ISO with this ability can bring new ideas to the table and will be able to guide and provide direction to achieve innovation objectives. The ISO is desired to have the ability of strategic thinking since the vision and objectives for innovation need to be clear, and a strategic thinker can work closely with the strategic officer to align innovation goals with the organisation's objectives and strategies. Strong analytical ability can help the ISO to make key decisions for taking initiatives or dismiss any tasks that are crucial for innovation. 
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