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Job Description and Person Specification
Job Title: Innovation Support Officer
Salary: £27,000 – £32,000 (dependent on experience)
Contract: Full-time, Permanent
Hours: 9:00 AM – 5:30 PM
Location: UWTSD (flexible campus working)
Benefits: Free parking, gym access, healthcare, life insurance, pension.
Role Purpose
The Innovation Support Officer supports innovation and digital transformation across the Students’ Union. As traditional administrative roles are increasingly automated, this role helps the organisation adapt, grow, and remain relevant to students.
Key responsibilities include coordinating innovation projects, improving systems and services, and promoting a culture of continuous improvement. The post-holder ensures systems are accessible, inclusive, and user-friendly specially for new students transitioning into university life.

The role also supports students and staff in developing creative, practical solutions to real-world challenges, operating at the intersection of administration, technology, and human-centred design. The post holder reports to the Digital Transformation Manager.

A- Key Responsibilities (Job Description)
1. Innovation and Strategy Development
· Identify, assess, and pilot emerging technologies such as AI, automation, and self-service tools.
· Develop and maintain a roadmap to future-proof Union services.
· Balance technological efficiency with human-centred support.
· Provide guidance to leadership on automation trends and their impact.

2. Project Coordination
· Manage innovation projects from start to finish, including: 
· Scoping
· Stakeholder engagement
· Pilot delivery
· Evaluation of outcomes
· Define success metrics such as: 
· Student satisfaction
· Time savings
· Service improvements

3. Stakeholder Engagement
· Collaborate with students and lecturers to solve everyday challenges (e.g. enrolment, timetabling, communication).
· Run workshops, design sprints, and feedback sessions.
· Co-create solutions and test prototypes based on user needs.

4. Inclusive Service Design
· Enhance the experience of new students by reducing administrative barriers.
· Improve digital accessibility and usability of services.
· Work with academic staff to embed innovation into student support structures.

5. Culture and Capability Building
· Promote a culture of curiosity, experimentation, and continuous improvement.
· Train staff, student officers, and volunteers in innovation methods such as: 
· Journey mapping
· Identifying automation opportunities

6. Partnership and Representation
· Act as a key link between the Students’ Union and university departments such as IT and digital transformation teams.
· Represent student perspectives in institutional committees related to technology and change.

B- Person Specification
	Category 
	Criteria 
	     Essential/Desirable

	Part A: Education & Qualifications 
	· Degree in Business, Technology, Innovation or related field 
	        Essential 

	 
	· Project management certification (PRINCE2, Agile, CAPM) 
	        Essential 

	 
	· Ongoing professional development in digital innovation 
	         Desirable 

	Part B: Experience 
	· Experience in innovation, process improvement, or service redesign 
	         Essential 

	 
	· Experience using digital tools to improve workflows 
	        Essential 

	 
	· Experience in higher education or student environments 
	        Desirable 

	 
	· Understanding of accessibility and inclusivity 
	        Desirable 

	Part C: Mindset & Attitude 
	· Proactive curiosity and initiative 
	        Essential 

	 
	· Growth mindset and continuous learning 
	        Essential 

	 
	· Creative problem-solving 
	        Essential 

	 
	· Intrinsic motivation and independence 
	        Essential 

	 
	· Focus on innovation and improvement 
	        Essential 

	Part D: Skills & Competencies 
	· Strong communication and storytelling 
	        Essential 

	 
	· Project coordination and organization 
	        Essential 

	 
	· Data literacy and analytical thinking 
	        Essential 

	 
	· Collaboration and empathy 
	        Essential 

	 
	· Proficiency in Excel, Teams 
	        Essential 

	 
	· Familiarity with Miro, Trello, Asana 
	        Desirable 

	 
	· Attention to detail 
	        Essential 

	 
	· Time management and prioritization 
	        Essential 

	 
	· Adaptability 
	        Essential 
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