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[bookmark: _Toc233220531]1. Introduction
Skills required of employees are evolving due to digitalisation, automation and artificial intelligence. The recruitment process should therefore cater for immediate requirements as well as building the future capacity of the organisation. According to Acikgoz (2019), recruitment outcomes are the result of the interaction between organisational practices and applicant’s behaviours. The Chartered Institute of Personnel and Development (CIPD, 2026) states that good resourcing starts by having a clear job description and skills to sustain the job. Other talent pools, such as workforce planning, technology, and skills gaps are also being used (Hogarth and McCartney, 2024).
This document presents a Job Description and Person Specification for an Innovation Support Officer at UWTSD Students’ Union, explains how innovation is embedded in both documents, and provides guidance for the 10–20-minute academic interview. Here, innovation means evidence-based, inclusive and digitally competent implementation rather than creativity alone.
[bookmark: _Toc233220532]2. Organisational and Innovation Context
Digital transformation is more than just investing in new software. It is a process that involves digital technologies which bring about important organisational changes (Vial, 2019). According to Verhoef et al. (2021) transformation has an impact on the following: Strategy, Structures, Stakeholder Relationships, Organisational capabilities. This could be getting online consultations with students in a Students' Union, digital engagement platforms, data informed services and quicker communication with students. However, Kraus et al. (2022) warn that technology must be supported by appropriate management capability and organisational change. Similarly, Castro Benavides et al. (2020) discover that there are complex relationships between the people, processes and technologies in the context of higher-education transformation. This means that a digital project should only be done if it benefits the learner, makes things more accessible or more efficient to operate.
The position is also within an international university setting. Students might have varying needs with respect to language, access to digital resources, cultural norms, disability and confidence in formal consultation. A digital approach suitable for UK-based students may not work equally well for international or distance learners. Bond et al. (2020) report that technology-related engagement is context dependent and Castro Benavides et al. (2020) underlines the interplay between institutional actors and technology. The officer should, therefore, test communication channels, offer alternative ways of communicating, and be aware that the expectations for data-protection and digital access and communication norms can differ by country and by student group.
Stakeholder needs must be the basis for Innovation. Based on the findings of Bond et al. (2020), the use of educational technology has the potential to positively impact students' behavioural, emotional and cognitive engagement, but this could be dependent on the context and its use. Success would have different meanings for students, elected officers, societies, university staff and external partners. Therefore, consultation is needed prior to the design of a solution.
AlEssa and Durugbo (2022) conceptualize innovative work behaviour as a multi-faceted phenomenon that entails the generation, promotion and application of ideas. Lambriex-Schmitz et al. (2020, p. 320) define innovative work behaviour as a process involving “idea generation, idea promotion, idea realization and the sustainable implementation” of ideas. This requires more than just being creative. Contreras et al. (2020) illustrate how ideas can turn into actions depending on leadership, employee engagement, and the organisational culture for innovation. The officer therefore has to be creative, analytical, collaborative and have the ability to bring about feasible change.
[bookmark: _Toc233220533]3. Job Description: Innovation Support Officer
[bookmark: _Toc233220534]3.1 Job information
Job title: Innovation Support Officer.
Organisation: UWTSD Students’ Union
Department: Student Engagement and Innovation
Reports to the Student Engagement and Development Manager.
Location: UWTSD campuses (flexible working will be approved where appropriate)
Key relationships are: Students, elected officers, societies, Students' Union staff, university departments, digital services and external partners.
Contract / hours / salary: To be determined by the Students’ Union, via an approved recruitment process.
[bookmark: _Toc233220535]3.2 Job purpose
The Innovation Support Officer will seek out opportunities to enhance student services and engagement, generate and experiment with practical ideas and projects, and facilitate innovation projects from the initial conceptualization through to evaluation. The postholder will work to implement inclusive, evidence-based enhancements through integration of student voice, research, digital tools and collaborative working. The role will not be looking for novelty's sake. Any proposed changes should be in the best interests of the students and be achievable, as well as ethically sound and support organisational priorities.
[bookmark: _Toc233220536]3.3 Main duties and responsibilities
1. Conduct research to identify student needs, service gaps and higher education trends.
2. Facilitate idea-generation activities, such as workshops, digitally, and/or through partnership meetings, to include various student groups.
3. Evaluate proposals based on student value, accessibility, cost, risk, resources, and data protection and implementation needs.
4. Provide support for planning and implementing pilot projects and establishing goals, actions, roles, key milestones and metrics. According to Project Management Institute (2021), value delivery, stakeholder engagement, adaptability and accountability are the key factors. These principles enable innovation to be manageable instead of informal.
5. Develop positive relationships with students, elected officials, societies, and academic departments and outside groups. Derakhshan et al. (2019) state that it is essential to identify the interests and influence of multiple stakeholders within the project governance, but competing expectations need to be prioritised transparently.
6. Implement suitable digital communication platforms for ideas, project development, feedback analysis, and other communication purposes with accessible alternatives for those impacted by digital exclusion.
7. Gather qualitative and quantitative evidence, make comparisons to agreed baseline and create brief progress report and recommendations.
8. Record, schedule, risk log and basic budget data for the project and refer issues of delays or concerns to line manager.
9. Drive equality, diversity and inclusion in project design, communication, participation and evaluation.
10. Respect confidentiality, data-protection, health-and-safety and organisational-policy requirements.
11. Present results of successful and unsuccessful efforts, and make suggestions on either adoption, modification or rejection of projects.
12. Commit to continuous education and training in innovation, digital connectivity and project delivery.
[bookmark: _Toc233220537]3.4 Performance indicators
Performance will be assessed through project completion against milestones, the diversity and level of student participation, quality of stakeholder feedback, number of ideas tested, evidence of service improvement and implementation of approved recommendations. These indicators need to be interpreted in the context of each other, and a lot of activities does not mean impactful and inclusive impact.
[bookmark: _Toc233220538]4. Explanation of Innovation within the Job Description
The Job Description incorporates the entire innovation process. Research and consultation – opportunities are identified; workshops – ideas are generated and developed; feasibility assessment – proposed ideas that are not viable are filtered out; pilot projects – promising ideas are tested; and evaluation – determines whether to continue. This is in line with the definition of innovation by AlEssa and Durugbo (2022) which states that innovation involves idea generation and application. Lambriex-Schmitz et al. (2020) include reflection as a key step, hence the need for the officer to document learning about successful and unsuccessful projects.
Working cooperatively is also a key part. If the innovation does not involve the students, it may be a solution to the wrong problem; if it involves students but no decision making, it may be a delay. Derakhshan et al. (2019) demonstrate that systematic stakeholder engagement is necessary. The Project Management Institute (2021) also emphasises the context of the project and the value it will deliver. The officer is then required to find that balance between participation and clear objectives and responsibilities and evidence-based decision making.
Digital responsibilities are added due to the fact that technology can widen engagement and enhance the utilization of data. But, the digital transformation can affect the organisation's structures and working habits (Vial, 2019). According to Verhoef et al. (2021) organisational ability to change and change management are key to transformation. The role, therefore, needs to have alternatives, employee collaboration and assessment instead of taking on board all new digital tools.
Innovation should be responsible and inclusive, too. Roberson (2019) identifies the discrepancy between workforce diversity and the organisational processes which enable disparate people to work effectively. Similarly, CIPD (2024a) states that role design and inclusive practices should be objective rather than limited to awareness of bias.
[bookmark: _Toc233220539]5. Person Specification: Innovation Support Officer
[bookmark: _Toc233220540]5.1 Essential criteria
[bookmark: _Toc233220541]Qualifications and experience
The candidate should have a degree or relevant working experience. The candidate will have a background of supporting projects, services, campaigns or events; have the ability to communicate with a range of audiences; have experience managing priorities and deadlines and have a background gathering, interpreting or providing feedback.
[bookmark: _Toc233220542]Knowledge
The candidate is required to have a good knowledge of innovation and creativity, basic project planning, stakeholder engagement, digital communication, equality, diversity, accessibility and inclusion. Understanding of confidentiality and data protection, as well as ways of assessing project outcomes, are also needed.
[bookmark: _Toc233220543]Skills and abilities
The candidate must be able to communicate effectively both in writing and verbally, and present ideas; solve problems creatively and evidence-based; research and execute basic data analysis; be confident at using common digital tools; be organised and manage time; be able to work in a team; use their own judgement; and be able to write reports. The candidate should also be able to evaluate the advantages, viability and dangers of a project that is proposed.
[bookmark: _Toc233220544]Behaviours and personal qualities
They should be curious, take initiative, adaptable, resilient, have good judgment, be willing to listen to feedback, reflective learners, and respectful of others' views. Resilience is learning from uncertainty and set-backs, not accepting too much work or poor project management.
[bookmark: _Toc233220545]5.2 Desirable criteria
It is desirable to have experience in higher education, a Students' Union, a charity or a membership organisation. Project management, innovation or digital engagement training would also be advantageous. Other desirable criteria are experience contributing to a pilot project, and knowledge of current student-experience issues.
These criteria are desirable rather than essential because they can be developed after appointment. Making them mandatory could unnecessarily restrict the applicant pool and exclude candidates with transferable skills.
[bookmark: _Toc233220546]5.3 Assessment methods
Qualifications and past experience will be reviewed on the application. Knowledge, behaviours and competency evidence will be assessed using a structured interview. Prioritisation and feasibility analysis and inclusive problem-solving will be assessed through a short scenario exercise, and communication skills may be assessed through a short presentation.
CIPD (2024b) advises that selection methods should be job-specific, structured and transparent. Sackett et al. (2022) illustrate the different levels of predictive validity of selection tools. Therefore, no single method should be used to make the appointment without taking into account the importance and the quality of the evidence used.
[bookmark: _Toc233220547]6. Explanation of Innovation within the Person Specification
The specification is creative and judgemental since original ideas do not necessarily have value and/or utility. Contreras et al. (2020) relates innovative behaviour to engagement, leadership and organisational climate. AlEssa and Durugbo (2022) also demonstrate that implementation is a component of the innovative work behaviour. Idea generation is aided by curiosity and initiative, and need, cost, accessibility and risk are assessed using analytical skills so that the officer can make recommendations for action.
Digital literacy is essential as the officer will collect feedback, communicate with students and arrange projects via digital means. Digital transformation in higher education is organisational and technical, as Castro Benavides et al. (2020) demonstrate. Kraus et al. (2022) also assert that a digital transformation needs appropriate management skills. The criterion centres, therefore, on flexible digital competence and the desire to learn, and not on knowledge of a single platform which can rapidly be rendered obsolete.
Communication and inclusion as well as stakeholder-management skills are also important. Roberson (2019) elucidates that diversity can only add value in an organisational setting if there is meaningful participation. CIPD (2024a) recommends that recruitment should be fair and not discriminate based on unnecessary requirements and that clear criteria should be used. Equivalent experience is therefore accepted, and knowledge that is reasonably acquired after appointment is therefore considered desirable.
Selection should also be fair to the innovative ability. Although Woods et al. (2020) list opportunities that digital selection may afford, they also raise concerns about the evidence for the validity of all new procedures and their positive applicant reactions. Nikolaou (2021) notes that technology can broaden recruiting efforts and streamline the process, but it also impacts the candidate experience. Black and van Esch (2020) further state that AI can support sourcing and screening, but its use must remain subject to managerial judgement.
Thus, technology can facilitate the administration of recruitment but human oversight, reasonable adjustments and clear scoring criteria should be maintained. Sackett et al. (2022) highlighted the validity issues with informal judgement, which is also referred to in CIPD (2024b) guidance.
[bookmark: _Toc233220548]7. Academic Interview Preparation and Guidance
The candidate should start by introducing themselves in terms of relevant education or experience, an interest in student services, two strengths relating to the Person Specification and the contribution that is expected to be made in the role (45-60 seconds). The answer should be natural and succinct not memorised.
Preparation should cover the following likely questions:
1. In what ways can innovation be understood in the context of Students' Union?
2. What is enticing you about the position of Innovation Support Officer?
3. What would be indicators that there is a problem with students?
4. Talk about a situation where you made suggestions or gave presentations on improvement.
5. What would you do to determine if an idea was feasible?
6. What would you do if the stakeholders objected?
7. What would you do to make an innovation inclusive?
8. What are some possible digital tools that could be used to help contribute to student engagement?
9. What would your measures of a successful innovation be?
10. If you had a number of projects, each with its own deadline, how would you prioritise the projects?
At least three STAR examples should be prepared: one on creative problem-solving, one on stakeholder teamwork and one on adaptability or digital capability. Each response should explain the Situation, Task, specific Action, measurable Result and learning. For a 20-minute interview, allow approximately one minute for the introduction, two minutes for each main answer and one minute for a closing question. 
All answers should link to the Job Description and Person Specification. For instance, if the question is related to innovation, the answer should include the following: Need identification, Consultation, Feasibility, Pilot testing and evaluation. The interview should also include an understanding of the potential for digital solutions to exclude persons and that student information should be processed responsibly.
Structured interview is suitable as all candidates can be interviewed in the same way based on the same evidence. To minimise bias, the CIPD (2024b) suggests that predetermined questions and scoring criteria are used. Woods et al. (2020), however, demonstrate that the candidate reactions and perceptions of fairness are still significant. Questions must be clearly explained and reasonable adjustments need to be made available.
The candidate should use clear language, answer the question, avoid making unsupported claims, include relevant evidence. A possible closing question is: 'How is the Students' Union currently assessing the success and inclusiveness of its innovation projects?'.
[bookmark: _Toc233220549]8. Conclusion
The proposed recruitment documents make innovation into something tangible responsibilities and measurable requirements. The Job Description encompasses evidence collection, stakeholder involvement, online interaction, project delivery and assessment, and the Person Specification brings together creativity and analysis, inclusion and ethical considerations. Together, the documents frame innovation not as novelty but as evidence-based improvement for students. The structured, job-related interview allows candidates to demonstrate these capabilities through relevant examples. This supports fair selection of an Innovation Support Officer who can test ideas responsibly and convert suitable proposals into measurable service improvements.
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