


Job Description
	[bookmark: RANGE!A1]Job title
	Innovation Support Officer

	[bookmark: RANGE!A2]Department
	UWTSD Students’ Union

	[bookmark: RANGE!A3]Location
	UWTSD campuses, with hybrid working where appropriate

	[bookmark: RANGE!A4]Reporting to
	Innovation and Development Manager / Students’ Union Manager



	Job purpose

	Innovation can be understood as the process through which a creative idea is developed into practical use in a way that generates value, as noted by Parsons (2024). It plays a significant role in organisations regardless of their size or sector because remaining competitive depends on adapting both what is offered and how it is produced and delivered. According to Tidd and Bessant (2020), organisations that fail to evolve their products, services, or processes are likely to be surpassed by those that do. At the same time, introducing innovation is rarely straightforward, since it often creates unforeseen challenges that require thoughtful and workable solutions, a point highlighted by Dawson and Andriopoulos (2021).
The Innovation Support Officer is responsible for coordinating and delivering activities linked to innovation, enterprise, and digital capability within the Students’ Union. This role is designed to assist both students and staff as digital practices become more prominent, while also promoting creativity, encouraging projects led by students, and supporting the creation of new ideas, services, and initiatives.





	Main duties and responsibilities

	· Support the delivery of student innovation, enterprise and digital-skills activities, including workshops, events, competitions and project-based initiatives.
· Coordinate meetings, event logistics, room bookings, online sessions, communications and participant records to ensure activities run smoothly.
· Act as a first point of contact for students seeking support with innovation ideas, projects or opportunities, providing guidance and signposting where appropriate.
· Maintain accurate administrative records, reports and monitoring data for innovation activities, using digital systems and Microsoft Office tools effectively.
· Help students and officers develop ideas into practical projects by supporting planning, timelines, documentation and evaluation.
· Build and maintain effective relationships with students, SU officers, university staff, external speakers, partners and community organisations.
· Assist with communications and promotion of innovation opportunities through appropriate online and offline channels.
· Support continuous improvement by identifying more efficient, technology-enabled ways to run services, gather feedback and improve student engagement.
· Uphold equality, diversity and inclusion in all aspects of the role, ensuring activities are accessible and welcoming to students from different backgrounds.
· Undertake any other duties appropriate to the role and grade.





Person Specification
The person specification outlines the skills, qualifications, experience, and other attributes required to perform the role effectively. Applications will be assessed in relation to the criteria set out below.
	Essential criteria

	· Educated to A-level standard or equivalent.
· Good standard of Maths and English, such as GCSE grade C/4 or above, or equivalent.
· Strong organisational and time-management skills, with the ability to manage competing priorities and meet deadlines.
· Strong written and verbal communication skills, including the ability to communicate professionally with a wide range of stakeholders.
· Excellent attention to detail and ability to maintain accurate records and documentation.
· Good IT skills, including Microsoft Office and online collaboration tools, plus willingness to learn new systems.
· Experience of administrative, operational or programme coordination support.
· Ability to work independently using initiative while also contributing effectively as part of a team.
· Strong interpersonal skills and the ability to build positive working relationships with people from diverse backgrounds.
· Interest in innovation, enterprise, student development or digital transformation within a higher education or students’ union context.
· Commitment to equality, diversity and inclusion.




	Desirable criteria

	· Degree in Business Management, Innovation, Entrepreneurship or a related subject, or equivalent experience.
· Experience in a university, students’ union, charity or not-for-profit environment.
· Experience supporting events, workshops or hybrid programme delivery.
· Experience coordinating activities involving external stakeholders.
· Interest in entrepreneurship, student enterprise or innovation ecosystems.



Interview Questions
1. Why do you want to work as an Innovation Support Officer for the Students’ Union?
2. How would you make sure a digital project or innovation program you’re running is easy for all UWTSD students to access and take part in?
3. Think about a time you had to quickly learn a new skill or get used to a new system. How would that experience help you support others in building their digital skills?
4. The UWTSD Student Union often rely on websites, self-service systems, and online forms to improve efficiency. How would you identify whether a new digital process is actually improving the student experience rather than just moving work online?
5. If a new system or process was causing confusion for students or staff, how would you decide whether to refine, train, or redesign the process?
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