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Introduction 
This report explains the Job Description and Person Specification for the position of Innovation Support Officer at the UWTSD Student Union. As the HR interviewer role is to prepare the recruitment documents and conduct a fair interview to select the best candidate. The interview will focus on finding someone who is innovative, adaptable and able to support the Student Union in improving its services through new ideas and technology.


Job Description 
Job Title
Innovation Support Officer
Department 
UWTSD Student Union 
Report to 
Student Union Manager


The Job Description explains the purpose of the role, the main responsibilities and the skills required (CIPD, 2024). The innovation Support Officer will support projects that improves Student Union services, help introduce digital tools, work with students and staff, organise innovation activities and collect feedback to improve the student experience. The candidate should have good communication, teamwork, problem-solving and digital skills. They should also be organised able to manage their time well and willing to learn new technologies. As technology continues to change workplace, organisations need employees who can adapt and support innovation (Word Economic Forum, 2023). As the Hr interviewer, I will use the Job Description to explain the role to candidates and ask interview questions based on the duties of the position. This helps candidates understand what is expected and allows me to asses whether they can perform the job successfully (CIPD,2024).

Main Responsibilities 

· Support Innovation projects within the Student Union.
· Help introduce new digital tools and systems.
· Collect feedback and ideas from students.
· Working with different departments to improve services.
· Organise innovation workshops and events.
· Prepare reports and monitor project progress. 
· Research new technologies that may benefit students.
· Promote teamwork, creativity and continuous improvement. 
· Fallow Student Union policies and procedures.
 

Knowledge and Skills Required 
· Good communication skills.
· Good computer and digital skills.
· Problem-solving ability. 
· Teamworking skills.
· Organisation and time management.
· Ability to adapt to change.
· Positive attitude and willingness to learn. 

Interview Process 
During the interview, I will ask structured questions based on Job Description and Person Specification. Every candidate will be asked the same questions to ensure. Fairness and consistency. Structured interviews improve the reliability of recruitment decisions and reduce bias (CIPD,2024). The question will assess communication skills, innovation thinking, teamwork, problem-solving, digital knowledge and motivation for the role. I will also ask candidates to give examples from their previous experience to demonstrate their skills. Using the structured interview allows me to compare candidates using the same criteria and select the person who bast meet the needs of the Student Union (CIPD,2024). 

Conclusion
In conclusion, the Job Description and Person Specification are important recruitment documents because the clearly explain the role and the qualities required. As the HR interviewer, I will use these documents to guide the interview and assess each candidate fairly. The successful candidate should have strong communication, teamwork, digital and problem-solving skills, together with an innovation mindset. The qualities will help UWTSD Student Union improve its services and adapt to the changing digital environment (World Economic Forum, 2023).
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