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1. Job Description
The Job Description for the Innovation Support Officer is designed around the principle that job design must evolve in line with organisational and environmental change, rather than remaining static (Armstrong, 2020). Effective job design should be flexible enough to reflect changing business needs, which is why many duties in this JD are framed around researching, piloting, and evaluating new technology and processes, rather than performing repetitive, fixed administrative functions.

1.1 Job details
	Job Title
	Innovation Support Officer

	Organisation
	UWTSD Student Union – Student Experience & Digital Innovation

	Reporting To
	Student Union President / Head of Student Experience

	Contract Type
	Fixed-Term (12 months), with possibility of renewal

	Hours of Work
	21 hours per week (flexible to student timetable)

	Location
	London, Swansea, and Lampeter campuses (Hybrid work available). 

	Salary 
	£11.44 per hour (National Living Wage, reviewed annually)

	Closing Date
	TBC – Advertised via UWTSD Careers Portal




1.2 Job Purpose
The Innovation Support Officer will act as a catalyst for creative and technological change in the student union at UCTS. In an age where automation, artificial intelligence and digital platforms are rapidly changing the nature of work, this role is designed to keep the student union ahead of the curve. The post holder will identify, develop, and promote innovative projects and processes to improve the student experience and build the student union's and its members' digital capability.
1.3 Key Responsibilities
· Innovation Strategy & Development
· Project Management & Implementation
· Student Engagement & Communication
· Digital Skills & Capacity Building
· Reporting, Evaluation & Compliance


1.4 Working Conditions
	Condition
	Detail

	Work Environment
	Primarily office-based across UWTSD campuses; some remote/hybrid working available.

	Physical Requirements
	Standard office environment; occasional travel between campuses required.

	Hours Flexibility
	The role requires occasional attendance at student events in the evenings or on weekends.

	Equipment Provided
	Laptop, software licences, and access to Student Union digital platforms.

	Team Structure
	Works collaboratively within the Student Experience team and line management.




1.5 Why Innovation Matters in This Role
The rapid digitisation of work, highlighted by the World Economic Forum (2023) finding that 85 million jobs could be lost to automation by 2025, means that organisations need to actively recruit people with innovative thinking. Dessler (2017) argues that job descriptions are the basis for effective recruitment: without clear responsibilities for innovation, organisations risk attracting candidates who are not equipped to cope with technological change. By explicitly including innovation in each section of the JD, the UWTSD Student Union signals an active commitment to preparing students for the future of work.


2. Person Specification
The person specification (PS) outlines the qualifications, skills, experience, and personal attributes a candidate must possess to perform the job effectively (CIPD, 2021). The criteria are classified as essential, desirable, or other characteristics that add value. The PS is directly informed about the screening, selection criteria, interview questions and evaluation criteria (Boxall & Purcell, 2016).
2.1 Qualifications & Education
· Currently enrolled in a Level 5 Bachelor of Arts in Business
· Evidence of continued professional development in areas such as digital skills, project management, or entrepreneurship.
· Completion of a relevant online course (Google Digital Garage, LinkedIn Learning, Coursera) in technology, data, or innovation.
2.2 Knowledge
· Understanding of current digital trends and how technology is transforming the nature of work (AI, automation, digital platforms).
· Knowledge of innovation frameworks and methodologies (design thinking, agile, lean start-up).
· Awareness of equality, diversity and inclusion principles and the application to innovation and recruitment.
· Understanding of project management principles.
· Knowledge of GDPR and data protection regulations as they apply to student data.
· Familiarity with the higher education environment and Student Union structures.
2.3 Skills & Abilities
· Ability to think creatively and generate solutions to complex problems.
· Strong digital literacy: proficient in Microsoft 365
· Excellent written and verbal communication skills, with the ability to explain technical concepts.
· Ability to plan, organise, and manage multiple projects simultaneously.
· Strong data analysis and reporting skills
· Ability to facilitate workshops and present confidently to diverse groups.
2.4 Experience
· Demonstrable experience of initiating and contributing to an innovation, improvement, or change project.
· Experience of working collaboratively in a team environment to achieve shared goals.
· Experience in delivering training, workshops, or presentations to peers or groups.
· Experience in a customer-facing, communications, or engagement role.
· Experience producing content for social media or digital communications platforms.
2.5 Personal Attributes
· Proactive and self-motivated: takes initiative without needing close supervision.
· Adaptable and resilient: remains calm and solutions-focused.
· Collaborative team player who actively supports colleagues and shares knowledge generously.
· Passionate about innovation and the transformative potential of technology for students.
· Demonstrates integrity, confidentiality, and professional conduct.
· Growth mindset: actively seeks feedback and opportunities to learn and develop.

2.6 Why the Person Specification Reflects Innovation
Boxall and Purcell (2016) argue that the description of persons should align with the organisation's strategic direction. The growing digitisation of work requires workers to be active, not passive beneficiaries of change. The priority is creativity, digital fluency and innovative thinking as the essential criteria. SHRM (2022) recommends that HR processes be developed to attract talent that can drive organisational change. By making innovation literacy a core requirement in the screening phase, the Student Union of the UWTSD is positioning itself to recruit staff equipped for the future of work.
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