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[bookmark: _Toc214485910]Job Description
Example:

https://jobs.surrey.ac.uk/Upload/vacancies/files/14023/Innovation%20Support%20Officer%20JP.pdf. 

https://vacancies.lboro.ac.uk/jobdesc/REQ231175.PDF. 

https://www.ucl.ac.uk/work-at-ucl/search-ucl-jobs/details?jobId=39057&jobTitle=Senior+Research+and+Innovation+Support+Officer. 

From Taylor, 2021:
Typically the following headings are included: 
· job title grade/
· rate of pay 
· main location 
· supervisor’s name/post 
· details of any subordinates 
· summary of the main purpose of the job 
· list of principal job duties together with very brief descriptions 
· reference to other documents (such as collective agreements) that may clarify or expand on other items.
[bookmark: _Toc214485911]

[bookmark: OLE_LINK4]In an era where automation and digitalisation are fundamentally reshaping the workplace, HR managers must recruit employees who possess innovative mindsets to help organisations adapt to technological change. The shift from traditional roles—such as bank tellers replaced by ATMs and receptionists by self-service systems—demonstrates the need for forward-thinking professionals who can drive organisational transformation. This document presents a comprehensive job description and person specification for an Innovation Support Officer position within the UWTSD Student Union, designed to address these contemporary challenges while supporting student engagement and enterprise development.

Job Description
Job Title
Innovation Support Officer
Department
UWTSD Students’ Union – Opportunities and Voice Team
Responsible To
Student Union Manager / Head of Student Opportunities
Responsible For
No direct staff reports; coordination of student volunteers and innovation ambassadors
Salary Band
Grade 4-5 (aligned with university professional services scales)
Location
UWTSD Campuses (Swansea, Carmarthen, Lampeter) with hybrid working available

Job Purpose Statement
The Innovation Support Officer is responsible for providing effective and efficient specialist support to drive innovation, enterprise, and digital transformation initiatives within the UWTSD Students’ Union. The post holder will be the primary point of contact for internal and external innovation queries, supporting the successful delivery of student-focused innovation programmes across all UWTSD campuses.
This role aligns with UWTSD’s mission of “Transforming Education; Transforming Lives” and its commitment to developing graduates who are equipped for a technologically enabled workplace. The post holder will proactively identify opportunities and put forward solutions to enhance student engagement with innovation, enterprise, and employability initiatives.

Key Responsibilities
1. Innovation Programme Development and Delivery
	•	Lead on the development and delivery of innovation events, workshops, and networking opportunities for students—both internally and externally.
	•	Support the design and implementation of student enterprise and innovation programmes, including idea generation workshops, hackathons, and innovation challenges.
	•	Coordinate with academic departments to integrate innovation and enterprise skills into the student experience, supporting UWTSD’s curriculum for employability and creativity.
2. Stakeholder Engagement and Communication
	•	Be the primary point of contact for internal and external queries regarding innovation initiatives within the Students’ Union.
	•	Develop strong networks across the University and act as a first point of contact for questions regarding innovation processes, eligibility, and outcomes.
	•	Liaise with the University’s careers, employability, and enterprise teams to ensure joined-up support for student innovators and entrepreneurs.
	•	Build relationships with external partners including local businesses, alumni, and community organisations to support student innovation projects.
3. Digital Innovation and Technology Support
	•	Support the adoption of digital technologies and innovative practices within the Students’ Union operations.
	•	Identify opportunities for automation and digital transformation to improve service delivery to students.
	•	Maintain awareness of emerging technologies and trends relevant to student engagement and higher education innovation.
4. Administrative and Financial Operations
	•	Support the financial administration of innovation projects, including budget monitoring, processing transactions, and ensuring accurate reconciliation.
	•	Ensure due diligence is performed on potential external partners and innovation collaborators.
	•	Maintain electronic project files for all innovation documentation and support data collation for reporting purposes.
5. Marketing and Promotion
	•	Create marketing and promotional materials for innovation programmes, working closely with the Students’ Union communications team.
	•	Promote enterprise and employability opportunities to students through agreed campus-based marketing campaigns.
	•	Support the production of innovation dashboards and reporting against key performance indicators.
6. Student Support and Mentoring
	•	Motivate and support students to start up businesses, social enterprises, and projects that benefit the community while providing worthwhile skills and experience.
	•	Act as a frontline contact for student entrepreneurs, dealing effectively with their enquiries.
	•	Work with students to evaluate the success of innovation projects and gather case studies for promotional purposes.
7. Continuous Improvement
	•	Review current procedures and suggest changes that improve service delivery, facilitate sustainability, and widen innovation opportunities.
	•	Actively engage in exchanging ideas within the wider team on continuous improvement and documenting processes for awareness.
	•	Maintain sound knowledge of policy and operational issues related to innovation activities, including liaison with relevant government and business support agencies.

Elements of the Role
Planning and Organising
	•	The post holder will work closely with their manager to understand team needs and respond accordingly, working with minimal supervision once direction is received.
	•	The role involves working on multiple tasks concurrently, requiring flexibility and a positive response to changing circumstances.
	•	Responsibility for organising time to deal with conflicting priorities, demonstrating considerable flexibility to respond to unforeseen challenges.

Problem Solving and Decision Making
	•	Although working within existing processes and policies, the post holder has freedom to take a pro-active approach to problem solving with delegated authority to resolve issues using judgement and experience.
	•	The nature of innovation work means the post holder may complete tasks or contribute to activities which are new and fall outside established procedures, requiring the suggestion and implementation of solutions.
	•	Day-to-day issues are varied, requiring ongoing problem-solving and decision-making at different levels.

Accountability
	•	The post holder will operate with minimum day-to-day supervision in planning, organising, and performing activities to an agreed quality standard.
	•	Working flexibly across the Students’ Union teams and more widely across university services and programmes.

Person Specification
· skills 
· experience 
· qualifications 
· education 
· personal attributes

An effective person specification for an Innovation Support Officer in the UWTSD Students’ Union should focus on digital literacy, creativity, collaboration, and student-focused service, reflecting the increasingly technology-driven nature of work.[1][2]

## Qualifications and education

- Educated to at least Level 4/5 (e.g. HNC, foundation degree, or equivalent experience) in business, management, innovation, or a related discipline.[3][4]
- Evidence of ongoing professional development in areas such as digital skills, project management, or innovation methods (e.g. design thinking, agile, or similar short courses).[5][2]
- Good general IT literacy, including confident use of office software, online collaboration tools, and social media platforms.[6][7]

## Experience

- Experience of working in a student-focused, customer service, or community environment, providing advice, guidance, or support.[6][4]
- Experience in organising or supporting events, workshops, or projects, ideally related to innovation, enterprise, employability, or digital initiatives.[6][2]
- Experience of using digital systems or online platforms to improve processes, communication, or service delivery (for example, online booking systems, virtual events, or automated forms).[1][8]

## Knowledge

- Understanding of the impact of digitisation and automation on work, jobs, and HR practices, and how this creates a need for innovative and adaptable graduates.[9][10]
- Awareness of the role of students’ unions and universities in supporting student engagement, enterprise, employability, and innovation.[6][11]
- Basic understanding of project funding, budgets, and reporting requirements for innovation or student-focused projects.[12][13]

## Skills and abilities

- Strong digital skills, including the ability to quickly learn new software, use online tools for communication and collaboration, and support others in adopting technology.[1][8]
- Excellent communication skills (written and oral), able to explain ideas clearly to diverse student audiences and stakeholders, and tailor messages for different digital channels.[5][7]
- Strong organisational skills, with the ability to plan and prioritise multiple tasks, meet deadlines, and manage events or projects from concept to evaluation.[14][6]
- Creative problem-solving skills, with the ability to generate new ideas, suggest improvements, and support experimentation with innovative approaches.[3][5]
- Ability to build positive relationships and work collaboratively with students, staff, and external partners such as local businesses, alumni, and community organisations.[6][2]

## Personal attributes

- Innovative and future-focused mindset, curious about new technologies and digital trends, and motivated to help others adapt to a technology-driven workplace.[1][10]
- Student-centred and inclusive, committed to widening participation and ensuring innovation opportunities are accessible to students from diverse backgrounds.[7][11]
- Proactive and self-motivated, able to work with minimal supervision, show initiative, and follow through on agreed actions.[14][15]
- Resilient and adaptable, comfortable with change, ambiguity, and trying new approaches in response to emerging challenges and opportunities.[5][8]
- Commitment to the values of UWTSD and the Students’ Union, including democratic student representation, sustainability, and ethical practice.[6][2]

## Digital and innovation mindset (link to HR context)

- Willingness to experiment with AI, automation, and digital tools in areas such as communication, event delivery, and basic data analysis, while recognising the importance of the human element in HR and student support.[9][16]
- Ability to reflect on how automation changes roles (e.g. self-service systems, online services) and to support HR managers by encouraging students to develop the creativity, adaptability, and problem-solving skills needed in a digitised labour market.[9][1]
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Interview
You can likely expect questions in at least the following eight areas: 1) current research (e.g., your dissertation), 2) research program, 3) teaching, 4) your fit with the department and the university, 5) the broader relevance of your work (in some disciplines, this may be a question about the broader significance of your work or efforts you have made to make your research relevant to communities outside the academy), 6) diversity and mentorship, 7) connections between your teaching and research, and 8) responding to specific elements of the job announcement. In addition, you should prepare a series of informed questions for the search committee that signal that you have already begun to learn about them and the university.

Can you start by giving a brief overview of what attracted you to this Innovation Support Officer role?

I will start with a couple of questions regarding HRM (Human Resources Management) Functions 

1. [bookmark: OLE_LINK1]In this role you will not manage staff directly, but you will coordinate volunteers and “innovation ambassadors.” How would you apply core HRM functions (such as planning, supporting, and developing people) to get the best out of them despite the lack of formal line management authority?

2. The Innovation Support Officer works closely with the Students’ Union Manager and wider university services. How would you balance operational tasks (admin, reporting) with more strategic HR-related contributions (such as suggesting changes to processes or supporting culture change towards innovation)?

The next questions are related to Recruitment and selection

1. You may need to design or support processes to recruit student volunteers, innovation ambassadors, and participants for innovation challenges. How would you ensure that your recruitment methods are fair, transparent, and inclusive while still attracting the right skills and motivation?

2. Think about a time when you had to choose between several strong candidates (for a role, a team, or a project). What approach did you take to selection?

I will now ask you a few questions focusing on Internal and External Influences on HR functions

1. The job description highlights the impact of automation and digitalisation on work and employability. How should these external trends influence HR priorities within a Students’ Union focused on innovation and student enterprise?

2. Student Unions are influenced by university policies, funding constraints, and changing student expectations. Can you give an example of how you would adapt your support for innovation projects when internal policies or budgets change unexpectedly?

A few of questions addressing Organisational Learning and Development follow now, again thank you for your answers so far.

1. Describe a situation where you helped others learn from a project or experience (for example through reflection, feedback sessions, or process reviews). 

2. How would you apply this to help the Students’ Union become a “learning organisation” for innovation?

3. The role involves documenting processes and supporting continuous improvement. How would you capture lessons learned from innovation projects so they can be reused and improve future programmes?

Diversity Management is an important topic so we will discuss some questions about it as well.

1. The Students’ Union serves a diverse student body across multiple campuses. How would you ensure that innovation programmes and events are accessible and attractive to students from different backgrounds, disciplines, and abilities?

2. [bookmark: OLE_LINK2]Some groups may feel excluded from innovation and enterprise (for example, mature students, distance learners, or international students). How would you identify underrepresented groups and tailor your outreach or support to include them?

Lastly, I have prepared a couple of questions focusing on Performance Management.

1. [bookmark: OLE_LINK3]The job description mentions innovation dashboards and key performance indicators. What performance measures would you propose to track the success of innovation programmes in a Students’ Union context?
2. Continuous improvement is a key part of this role. How would you use student feedback, data from events, and partner input to review performance and make changes to future innovation activities?

Final: If you were successful, what would be your priorities in your first three months in this post?

Thank you for answering the questions promptly and for your time today. A decision will be made shortly and the candidate chosen will be contacted in the next couple of days
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