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Introduction
Technology is changing the way people work. Today many organisations using new technology and digital systems to make work easier and faster. Because of this, employers need people who can think creatively, solve problems and helping improve the organisation. Innovation is important because it helps organisations develop new ideas and improve the way they work (OECD and Eurostat, 2018).
Human resource management helps organisations find the right employees for different jobs. A job description explaining what the employee will do in the role, while a person specification describes the skills, knowledge and personal qualities needed for the job (Armstrong and Taylor, 2014). These documents also help employers choose the most suitable candidate (Torrington et al, 2020).
This assignment includes a Job Description and a Person Specification for the role of Innovation Support Officer at UWTSD Students’ Union. The documents was prepared using HRM principles and examples of similar jobs from UK universities, the NHS and other public organisations.















JOB DESCRIPTION

· Job Title
· Innovation Support Officer
· Department
· UWTSD Students’ Union
· Reports to
· Student Engagement Manager
· Location
· UWTSD London Campus
· Contract Type
· Fixed-Term 12 Months
· Working Hours
· 35 hours per week
· Salary 
· £29,000 - £32,000 per yeae
· Closing Date
· 18 August 2026

JOB PURPOSE
The Innovation Support Officer will help develop new ideas and improve student services. The role includes supporting innovation projects, working with students and staff, and helping the Students’ Union provide a better experience for all students. The successful candidate will also help organise activities and encourage students to share their ideas.

Main Duties and Responsibilities
· Support innovation projects and new initiatives within the Students’ Union.
· Work with students to collect ideas and feedback.
· Help organise meetings, workshops and events.
· Support different teams with innovation activities.
· Keep project records and prepare simple reports.
· Communicate with students, university staff and external partners.
· Use Microsoft Office and other digital systems to complete daily tasks.
· Promote teamwork and encourage creative ideas.
· Complete other duties related to the role when required.


Our Values 
The Innovation Support Officer is expected to support the values of UWTSD Students’ Union by:
· Treating all students, staff and visitors with respect and fairness.
· Working honestly and professionally at all times.
· Supporting teamwork and encouraging new ideas.
· Helping to create a positive, inclusive and welcoming environment.

Other Duties
The Innovation Support Officer may also be required to:
· Carry out any other reasonable duties related to the role when requested.
· Attend meetings, training sessions and university events.
· Follow university policies and health and safety procedures.
· Support the Students’ Union in achieving its aims and objectives.

















PERSONAL SPECIFICATIONS

	Criteria
	Essential
	Desirable 

	Education
	Studying or completed a degree in Business Management or a related subject.
	Experience in innovation, project management or student activities.

	Experience
	Good communication skills.
Experience working with different people.
Able to organise tasks and manage time.
	Experience working with students, volunteers or community groups.

	Knowledge
	Basic knowledge of innovation and creativity.
Good IT skills, including Microsoft Office.
	Knowledge of project management or digital tools.

	Skills
	Good communication skills.
Teamwork.
Problem-solving.
Creative thinking.
Time management.
Ability to work independently.
	Presentation skills.
Report writing.
Event planning.

	Interpersonal Qualities
	Friendly and positive attitude.
Responsible and reliable.
Willing to learn new skills.
Flexible and organised.
Able to use own initiative.
	Confidence to lead small projects.
Encourage new ideas and support innovation.













Conclusion
This assignment presented a Job Description and Person Specification for the role of Innovation Support Officer at UWTSD Students’ Union. Both documents were prepared to help recruit suitable candidate who can support innovation and contribute to a positive student experience. The Job Description explaining the main duties and responsibilities of the role, while the Person Specification describes the knowledge, skills and personal qualities needed for the position. The documents were developed using HRM principles and examples from similar roles in UK organisations. Overall, they provide a clear guide for recruiting a candidate who can support new ideas, work well with others and help improve the Students’ Union.
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Appendix – Interview Questions

· For Start:
Please introduce yourself.
Why did you apply for this role?
What do you know about our Students’ Union?

· About Education
What did you study at university?
How will your education help you in this role?

· About Experience
Tell me about your previous experience.
Have you worked as part of a team?
Can you give an example of solving a problem?

· Skills
Why do you think communication is important?
How do you organise your work?
How do you manage your time?
What computer programs can you use?




· Related to Job Description – Innovation
What does innovation mean to you?
Can you give an example of a new idea you had?
How would you improve the student experience?

· Personal Qualities
What are your strengths?
What is one weakness you are working on?
How do you deal with pressure?

· For End, to close the interview
Why should we hire you?
Do you have any questions for us?
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