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[bookmark: _Toc233285315]Job Description and Person Specification
Student Name: Student ID: Course: BA Business Management
Module: Human Resource Management
Assignment: Innovation Support Officer – Job Description and Person Specification
[bookmark: _Toc233285316]Introduction
The modern workplace is rapidly changing, with a lot of digitisation and technology-based systems thrown in. The traditional way of operating is changing with automated frameworks, self-service applications and algorithmic tools replacing manual workflows. To do so, HRM in today's changing world has to move away from traditional ways of talent measurement and place a significant emphasis on talent that is high in change capability, digital dexterity, and a mindset for innovation. This report outlines a formal Job Description and Person Specification for the new job of Innovation Support Officer in the UWTSD Student Union and how these documents help the organization maintain continuous agility.
[bookmark: _Toc233285317]Section 1: Job Description
[bookmark: _Toc233285318]Job Title
Innovation Support Officer
[bookmark: _Toc233285319]Department
UWTSD Student Union
[bookmark: _Toc233285320]Reporting To
Student Union Manager
[bookmark: _Toc233285321]Location
University of Wales Trinity Saint David Student Union
[bookmark: _Toc233285322]Job Purpose
The role of Innovation Support Officer will be to serve as a catalyst for modernization of the organization, helping the UWTSD Student Union to identify and measure existing inefficiencies, to develop innovative use of digital tools, and to facilitate change across departments. The postholder will help foster a culture of experimentation and innovation and assess and promote new technical workflows.
[bookmark: _Toc233285323]Key Responsibilities
The Innovation Support Officer will assess existing processes and process to suggest the automation and integration of cloud based processes and optimize the digital communication processes (Cheng and Love, 2022). This position is for someone with the ability to design collaborative, student-driven innovation labs, possess mechanisms to collect analytics of users to provide evidence-based operational reports, and workflow process management expertise to lead union staff through the process of technological change.
[bookmark: _Toc233285324]Digital Transformation
Digital transformation means digital optimisation of the manual, paper-based processes within the Student Union to improve service delivery and move towards self-service options (Vial, 2021). This effort boosts internal technical capability and low code tools, breaks administrative constraints, lines up with student ways of working and empowers staff to offer high empathy support that is complex and challenging to students.
[bookmark: _Toc233285325]Student Engagement
Student engagement is about building open lines of communication with the students from the bottom-up and co-creation areas (Nguyen et al., 2024). Through interactive innovation workshops and digital hackathons, it solicits students' insights, creates a service design that relies on the users' point of view and involves students actively in the Union's technological future.
[bookmark: _Toc233285326]Project Support
Project support means giving structured management to a project from inception to completion for new digital initiatives. The officer has a liaison role with various academic departments and technology partners, follows up on implementation milestones and strives to overcome localized resistance from staff to ensure effective transitions and high levels of organizational alignment.
[bookmark: _Toc233285327]Data Collection and Analysis
Data collection and analysis creates a data-driven foundation for the Student Union's continued digital transformation process. In an ongoing way, the Innovation Support Officer collects both quantitative user metrics and qualitative student feedback to identify exact service bottle necks and dips in engagement (Wen, Shukla and Katt, 2022). The role converts this raw data into analytical performance reports on which senior management can make evidence-based strategic decisions. In addition, with post-implementation measurements, the organization can baseline the exact effect of digital tools as well as gain insight into market trends, thereby ensuring that financial and human resources are only invested in initiatives that will drive change with a verifiable benefit for students.
[bookmark: _Toc233285328]Required Skills
Advanced communication interpersonal skills to interact with a wide range of stakeholders, with strong diagnostic problem-solving skills for root cause analysis (Koprowska, 2024). Today, key skills include strong technological acumen and proficiency in collaborative, cloud-based tools, the ability to interpret data in a methodical way, and possessing a proactive, autonomous as opposed to reactive mindset, and the psychological flexibility to sit the changes that occur within the organization.
[bookmark: _Toc233285329]Explanation of Innovation in the Job Description
The collection of the structured Job Description serves as a strategic Blue Print in making UWTSD Student Union agile. The document calls for a candidate who sees the traditional, paper-based workflows as shifting processes, rather than "systems," by making continuous improvement and process digitization central to the candidate's job. As we look to the future of automation, those repetitive duties will be automated through self-service tools, and human resources can be focused on higher value-added delivery, more empathetic with students. Additionally, when student co-creation and data analysis are part of the design methodology, a frame of evidence based innovation is added. This helps to ensure service changes start at the ground up and build on evidence-based market experiments to confidently scale up what works.
[bookmark: _Toc233285330]Section 2: Person Specification
[bookmark: _Toc233285331]Essential Qualifications
The candidate needs to be currently studying or have successfully passed a Higher Education course in the field of BA Business Management, Human Resource Management or similar. This structured and rigorous educational background results in a well-rounded understanding of the basic concepts of business theory, strategic planning and organizational behavior. The exposure to current human resource structures provides the student with theory and knowledge that will be used in examining human resource trends and strategies for acquiring talent in today's day and time. In summary, these qualifications ensure that the professional will have the aptitude for refined academic writing, critical thinking and professional literacy to be able to write formal management reports and interact with senior stakeholders in the institution.
[bookmark: _Toc233285332]Essential Knowledge
The successful applicant should be very knowledgeable about organizational change and innovation diffusion models. The knowledge and understanding gained enables the post holder to predict problems in technological adoption, recognise them and intervene in a systematic manner in a traditional working environment. Furthermore, proper understanding of the latest business tools, cloud infrastructure and automation platforms is essential for efficient digital integration (Maliye, 2024). Lastly, a keen understanding of macro-level trends in the workplace, including the shift from automated tools to human talent, makes sure the candidate can assess how student union services may be strategically adjusted to the modern academic digital landscape.
[bookmark: _Toc233285333]Essential Skills
The candidate should have superb interpersonal and stakeholder communication skills to be able to be able to explain the complex technical processes in a simple and accessible way in various contexts. Successful diagnostic problem-solving skills are crucial when performing root cause analysis and finding novel solutions to operational hurdles (Hasanein and Sobaih, 2023). Furthermore, the position requires a high level of digital competence, including the ability to effortlessly implement business productivity applications, project management tools and collaborative online ecosystems. Lastly, excellent qualitative and quantitative research skills (for effective research and gathering of data), the ability to interpret users' statistics and the ability to report in formal and evidence-based management reports that inform the Student Union's continuous digital transformation strategy.
[bookmark: _Toc233285334]Essential Personal Qualities
Candidates should have a very creative and original mindset with the ability to question the "how things are done" in a constructive way. The ability to think out-of-the-box in solving complex and non-linear problems in an organization is what is valuable to the human worker with all the speed of automation changing the mundane tasks of administration. An outstanding degree of personal adaptability and learning agility is also essential. In an evolving digital environment, the term “one thing gets new, one thing gets obsolete” has become an untruthful oversimplification, so the ability to learn new technologies quickly is becoming more important, and proactive students will have the advantage. This self-starting proactive attitude is essential for the individual to actively seek out and proactively find ways to improve services without directly seeking out the manager (Kubasinski, Borucka and Niewiada, 2024). In addition, the job requires an individual to be a team player, who is empathetic and easily establishes high trust relationships with a culturally diverse staff and student population. Lastly, the sustainability of the post person's ability to react psychologically, behave with resilience and maintain a cheerful and positive attitude is necessary when faced by institutional inertia and the need to neatly surmount local resistance to technological change.
[bookmark: _Toc233285335]Desirable Criteria
Prior experience of working practically in a collaborative academic team, or of the lead on a group project for undergraduate students, is preferred. This background highlights the ability to work effectively in a wide range of team scenarios and coordinate team processes and procedures. Hands-on experience of arranging extracurricular student activities, such as those of students' unions at the University or community initiatives, is a great asset, reflecting firsthand experience with the students' union culture. Not to mention, an understanding of the basics of using new technology, like digital community-building platforms and low code automation and AI is much in demand. These qualities can make the candidate readily contribute to progressive, user-centric engagement techniques.
[bookmark: _Toc233285336]Explanation of Innovation in the Person Specification
The Person Specification is finely tuned to recruit, screen and select a candidate who will have a psychological profile and cognitive skills with a direct impact on long term organisational change. The key words in this specification are explicit creativity and original thinking. Through the ability of transferring tasks between different levels, automation will quickly degrade situations where the value-added of the human worker is in traditional work, which are simple problems with repeatable solutions. Also important is the high demand for personal adaptability or learning agility. When the world of business changes with great speed like in the current times, with rapid technological advancements, technological skills require other skills as well, and the candidate showing willing to learn continuously is certainly a candidate that brings assets to the Student Union in the form of one who learned the processes when and how was needed. That's what makes it so flexible, it is always still very effective when the software preferences of students, the strategic priorities of the organization or the tools change unexpectedly. Moreover, the combination of analytical reasoning abilities and a proactive mindset ensures that the position isn't just passive administrative work, but one that actively propels change and innovation within the HR team. A proactive person who thinks ahead looks at the surroundings of the organization, anticipates service threats and develops cost-effective proposals based on data. Finally, this person specification represents a clear departure from traditional approaches to recruitment and selection, which have been largely based on past jobs done in the same way, into a wider focus that recognises the need to recruit individuals with the mindset, emotional capability and digital skills to survive the future of work.
[bookmark: _Toc233285337]Conclusion
In today's climate of highly precipitous technology changes and dynamically evolving human-machine relationships, you can't keep organizations relevant by fixing the operational rooms as they were. The Job Description and Person Specification developed for a UWTSD Student Union Innovation Support Officer offers a strategic Human Resource framework to attract a highly agile, digitally literate and innovative professional. The Job Description also clearly outlines the responsibilities and formalizes the role as an engine that drives the organization towards modernization processes, student co-creation and evidence-based analyses. At the same time, the Person Specification ensures that the person chosen will have the right mix of learning agility, cognitive flexibility and proactive leadership for championing these new initiatives required. These complementary recruitment documents enable the Student Union to skilfully face workplace automation with its attendant challenges, optimally deliver its services and create a remarkably exciting, digitally interconnected environment that meets the present-day expectations of the students.
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