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A job description outlines the purpose, scope and expectations associated with a specific organisational role. It establishes a structured basis for accountability and performance by detailing the core responsibilities and expected outputs, the requisite knowledge, skills and experience, the reporting relationships, and the ways in which the role contributes to broader organisational objectives. In doing so, job descriptions create a shared understanding among HR professionals, leaders and employees regarding the nature of the work and its connection to organisational outcomes. They also serve as a foundational mechanism for ensuring consistency and fairness in people‑related decisions (Indeed, 2023).
Job descriptions are therefore a critical organisational tool for aligning workforce capability, performance and structural design. They clarify the nature of work, set expectations and generate reliable data that supports equitable and evidence‑based decision‑making across the employee lifecycle. Organisations rely on job descriptions to facilitate effective recruitment and selection by enabling candidate attraction and assessment against standardised criteria; to support performance management and development by defining expectations, evaluating results and identifying skill requirements; to underpin pay and reward systems by promoting transparency and fairness; to inform workforce planning by highlighting capability gaps and future structural needs; and to maintain compliance by demonstrating that employment decisions are grounded in objective, job‑related criteria. They also enhance organisational coherence by aligning roles, accountabilities and goals across teams and business units (Elcons Media, 2025; Leorforce Staff, 2025).
When job descriptions are accurate, consistent and interconnected, they function as a valuable source of organisational insight, transforming complex work activities into structured information that supports improved business decision‑making.
A comprehensive job description should incorporate all information necessary to understand how a role operates within the organisation and the outcomes it is expected to deliver. Standard components include: a clear and appropriately titled job name; a succinct job purpose statement outlining the role’s rationale and contribution; key responsibilities that define major deliverables and areas of accountability; qualifications and requirements specifying the skills, experience and attributes essential for effective performance; working conditions such as location, hours, flexibility or physical demands; and the reporting structure, including supervisory responsibilities. Where relevant, compensation details such as pay bands, grades or benefits may also be included (RoleMapper, 2024).
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Organisation: UWTSD Students' Union
Position: Innovation Support Officer
Location: University of Wales Trinity Saint David (UWTSD) Students' Union
Employment Type: Full-time, Permanent
Salary Range: £27,000–£32,000 per annum (depending on qualifications and experience)
Job Overview
The University of Wales Trinity Saint David (UWTSD) Students' Union is seeking an enthusiastic and forward-thinking Innovation Support Officer to promote innovation, digital transformation, and continuous improvement across the Students' Union. The successful candidate will contribute to the development and implementation of innovative initiatives that enhance student engagement, improve operational efficiency, and support the organisation's strategic objectives in an increasingly technology-driven environment.
The role requires an individual with strong analytical, problem-solving, and communication skills who is passionate about embracing new technologies and fostering a culture of creativity and innovation.
Key Responsibilities (Job Description)
· Support the planning, implementation, and evaluation of innovation projects across the Students' Union. 
· Identify opportunities to improve organisational processes through digital technologies, automation, and data-driven decision-making. 
· Conduct research into emerging technologies, higher education trends, and innovative practices to inform strategic development. 
· Collaborate with university departments, student representatives, and external stakeholders to develop innovative solutions to organisational challenges. 
· Assist in the implementation of digital platforms and systems that improve student services and operational effectiveness. 
· Analyse performance data and prepare reports to evaluate the effectiveness of innovation initiatives. 
· Deliver workshops and training sessions that encourage staff and students to embrace innovation and digital skills. 
· Support change management initiatives by promoting a culture of continuous improvement and adaptability. 
· Ensure compliance with organisational policies, data protection legislation, and ethical standards when implementing new technologies. 
Person Specification
Essential Qualifications
· Bachelor's degree (or working towards completion) in Business Management, Human Resource Management, Innovation Management, Information Systems, or a related discipline. 
· Evidence of continuous professional development is desirable. 
Essential Knowledge and Skills
· Understanding of innovation management and organisational change. 
· Knowledge of digital technologies and their impact on modern workplaces. 
· Strong analytical and critical thinking skills. 
· Excellent written and verbal communication skills. 
· Ability to collect, interpret, and present data effectively. 
· Strong organisational and project management skills. 
· Ability to work collaboratively within multidisciplinary teams. 
· Competence in Microsoft Office and digital collaboration tools. 

Personal Attributes
· Creative and innovative mindset. 
· Adaptability and willingness to embrace change. 
· Initiative and proactive problem-solving ability. 
· Commitment to continuous learning and professional development. 
· Customer-focused approach with excellent interpersonal skills. 
· Ability to manage multiple priorities and meet deadlines. 
Desirable Criteria
· Experience using project management or collaboration software (e.g., Trello, Asana, Microsoft Teams). 
· Knowledge of artificial intelligence, automation, or digital transformation initiatives. 
· Previous experience working within a students' union, higher education institution, or customer service environment. 
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HR Introduction
Good morning/afternoon. Thank you for attending today. My name is Badru. I will spend approximately 10 minutes learning about your experience and how it relates to the Innovation Support Officer role. I will ask a number of questions, take notes during your responses, and leave a little time at the end if you have any questions. Shall I begin?
Question 1
Can you briefly introduce yourself and tell me why you're interested in the Innovation Support Officer position at UWTSD Students' Union?
Question 2 
Tell me about a time you identified a better way of doing something. What was the situation, what did you do, and what was the outcome?

Question 3 
Describe a time you worked with people from different backgrounds or departments to complete a project.
Question 4 
Can you describe a situation where you used information or data to solve a problem or make a decision?
Scenario
Imagine students tell us they find it difficult to access information about Students' Union events and services. If you were appointed Innovation Support Officer, how would you approach solving this problem?
Question 5
Technology is changing how organisations operate. Can you tell me about a digital tool or technology you've used that improved the way people worked?
Closing Question
Is there anything else you'd like me to know that demonstrates your suitability for this role?
Closing Statement
Thank you for your time today. I appreciate your interest in joining UWTSD Students' Union. We'll complete all interviews before making our decision, and we'll be in touch regarding the outcome. Have a great day.
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