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[bookmark: _Toc235727922]Introduction
The increasing digitisation of work and the use of automated systems have changed the nature of employment across many sectors, creating greater demand for employees who can adapt to change and support innovation in organisations (Zhang et al., 2023; Abdalla, 2025). In response to this shift, HR managers must recruit individuals with innovative mindsets, digital awareness and problem-solving skills to help organisations modernise their services and remain effective in a technology-driven environment (Zhang et al., 2023)
This document presents a job description and person specification for the role of Innovation Support Officer within the UWTSD Student Union. It also explains how the contents of both documents address innovation and support the organisation’s ability to respond to digital transformation and changing patterns of work (UKCISA, 2026; The Open University, 2026).
[bookmark: _Toc235727923]1. Job Description
A job description explains what the job is, why it exists and what the employee will do 
[bookmark: _Toc235727924]1.1 Job Title
Innovation Support Officer 
[bookmark: _Toc235727925]1.2 Department
UWTSD Student Union 
[bookmark: _Toc235727926]1.3 Reporting To
Student Union Manager / Head of Student Services 
[bookmark: _Toc235727927]1.4 Job Purpose
The Innovation Support Officer will support the Student Union in adopting innovative technologies and digital solutions that improve services, increase student engagement and enhance operational efficiency. The role promotes creativity, digital transformation and continuous improvement across the Student Union. 
[bookmark: _Toc235727928]1.5 Organisation Overview
The UWTSD Student Union is a student-focused organisation that represents student interests, supports student wellbeing and helps provide opportunities for engagement, activities and services. In the UK, students’ unions are typically independent, student-led organisations that play an important role in representation, support and community-building, which makes innovation important for meeting changing student expectations and improving service delivery (UKCISA, 2026). 
[bookmark: _Toc235727929]1.6 Key Responsibilities
· Identify opportunities to improve Student Union services using technology. 
· Research new digital tools and innovative practices suitable for students. 
· Support the implementation of digital projects and process improvements. 
· Assist staff and students in using new systems and technologies. 
· Provide training and guidance on digital platforms. 
· Collect and analyse student feedback to improve services. 
· Work with different departments to encourage innovation. 
· Monitor emerging technologies such as Artificial Intelligence and automation. 
· Prepare reports evaluating innovation projects. 
· Ensure digital systems comply with GDPR and university policies. 
[bookmark: _Toc235727930]1.7 Key Duties
· Organise innovation workshops. 
· Support student digital initiatives. 
· Maintain documentation for innovation projects. 
· Assist with software testing before implementation. 
· Promote digital inclusion among students. 
[bookmark: _Toc235727931]1.8 Working Conditions
· Office-based with hybrid working opportunities. 
· Occasional evening or weekend student events. 
· Regular use of computers and digital platforms. 
[bookmark: _Toc235727932]2. Explanation of the contents addressing innovation in the Job Description
A job description is important because it defines the purpose of a role, outlines the main duties and clarifies how the role contributes to organisational objectives (SHRM, 2026). In this case, the title Innovation Support Officer immediately reflects a forward-looking role that is centred on change, improvement and the use of digital solutions within the Student Union (SHRM, 2026; Zhang et al., 2023).
The job purpose addresses innovation by showing that the role is designed to improve services, increase engagement and enhance efficiency through technology. This reflects the wider impact of digital transformation on organisations, where innovation is increasingly linked to service quality, responsiveness and operational improvement (Zhang et al., 2023; Abdalla, 2025).
The organisation overview is relevant because students’ unions operate in environments where student needs, communication and support systems are increasingly influenced by digital tools and online platforms. As a result, an innovation-focused role is appropriate because it helps the Student Union modernise its services and respond more effectively to students in a changing environment (UKCISA, 2026). 
The key responsibilities and duties also address innovation because they involve researching new technologies, implementing digital projects, promoting process improvement, supporting users and evaluating new initiatives. These responsibilities show that the role is not only administrative, but also developmental, as it contributes directly to adaptation, creativity and continuous improvement within the organisation (SHRM, 2026; Zhang et al., 2023).
[bookmark: _Toc235727933]3. Person Specification
A person specification describes the qualities, qualifications and skills needed to perform the job successfully. 
[bookmark: _Toc235727934]3.1 Essential Qualifications
· Degree, or currently studying towards one, in Business Management, HRM, Computing or a related subject. 
· Good IT skills, including Microsoft Office, Teams and Google Workspace. 
[bookmark: _Toc235727935]3.2 Essential Knowledge
· Understanding of innovation and digital transformation. 
· Knowledge of project management principles. 
· Understanding of data protection, including GDPR. 
· Awareness of AI and emerging workplace technologies. 
[bookmark: _Toc235727936]3.3 Essential Skills
· Knowledge of AI tools. 
· Excellent communication skills. 
· Problem-solving ability. 
· Creativity and innovation. 
· Time management. 
· Digital literacy. 
[bookmark: _Toc235727937]3.4 Experience
· Experience working in teams. 
· Experience organising projects or events. 
· Experience using digital collaboration tools. 
[bookmark: _Toc235727938]3.5 Personal Attributes
· Innovative mindset. 
· Adaptable to change. 
· Positive attitude. 
· Self-motivated. 
· Willing to learn new technologies. 
· Customer-focused. 
· Ethical and responsible. 
· Team-player. 
[bookmark: _Toc235727939]3.6 Desirable Criteria
· Experience with student organisations. 
· Basic understanding of data analysis. 
· Presentation skills. 
· Experience with social media management. 
[bookmark: _Toc235727940]4. Explanation of the contents addressing innovation in the Person Specification
A person specification helps recruiters identify the type of candidate most likely to perform the role effectively, and it should be clearly linked to the job description and organisational needs (The Open University, 2026). For an innovation-focused role, the criteria must go beyond basic competence and include the knowledge, behaviours and adaptability needed in a changing digital workplace (Zhang et al., 2023).
The qualifications and knowledge sections support innovation because they show that the candidate should understand digital transformation, project management and data protection. These are all important in a role where new technologies and digital systems are being introduced, because innovation must be planned carefully and used responsibly (Zhang et al., 2023). 
The skills section addresses innovation by including digital literacy, creativity, communication, problem-solving and knowledge of AI tools. These skills are necessary because innovative employees are expected to generate ideas, support implementation and help others adapt to new systems and working methods (Abdalla, 2025; The Open University, 2026).
The personal attributes are especially important because an innovative mindset, adaptability and willingness to learn all show that the candidate can respond positively to change. This supports the task requirement directly, as HR managers increasingly need to recruit employees who are flexible, proactive and capable of contributing to continuous improvement in a technology-driven organisation (Zhang et al., 2023; The Open University, 2026).
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