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Introduction
Job descriptions and person specifications are fundamental human resource management tools that support effective recruitment and selection by clearly defining the purpose of a role, its key responsibilities, and the knowledge, skills, and attributes required from successful candidates. Well-designed recruitment documents help organisations attract suitable applicants, improve fairness and consistency during selection, and ensure that recruitment decisions are aligned with organisational objectives (Armstrong, 2014; Torrington et al., 2020).
This assignment develops a Job Description and Person Specification for the role of Innovation Support Officer at the University of Wales Trinity Saint David Students’ Union (UWTSD SU). The documents have been designed to reflect the responsibilities of supporting student innovation initiatives, project coordination, communication with stakeholders, and administrative duties. The role requirements are based on recognised HR principles and current recruitment practices to ensure that the proposed documents are clear, realistic, and suitable for attracting qualified candidates (CIPD, 2025).
Job Description 
	Job Title
	Innovation Support Officer

	Department
	UWTSD Students Union


	Reports to
	Student Engagement and Innovation Manager

	Location
	UWTSD Students Union

	Contract
	Part-time/ Fixed-term

	Hours
	15-20 hours per week

	Salary
	To be confirmed

	Purpose of the Role
	Support innovation projects, student engagement and administration

	Responsible for
	No direct line management




Key Responsibilities
· Support the planning and delivery of student innovation projects and initiatives.
· Assist in organising workshops, events and activities.
· Promote innovation opportunities through digital communication channels.
· Maintain accurate project records and documentation.
· Communicate with students, staff and external partners.
· Monitor project progress and support project deadlines.
· Collect and organise feedback from participants.
· Prepare reports and presentations when required.
· Contribute ideas to improve student engagement.
· Undertake any other duties as requested by the line manager.

Person Specification
	Criteria
	Essentials
	Desirable

	Qualifications
	Studying towards or holding a degree in Business Management, Human Resource Management or a related subject.
	Project Management or Innovation Training.

	Experience
	Experience of administrative work, volunteering or student activities.
	Experience of supporting innovation or university projects.

	Knowledge
	Knowledge of Microsoft Office and digital communication tools.
	Knowledge of the higher education sector.

	Skills
	Excellent communication, organisation, teamwork and time management Skills.
	Presentation or event management skills.

	Personal Attributes
	Productive, creative, reliable, adaptable and able to work independently.
	Confidence in developing new ideas and initiatives.


Justification
The Job Description and Person Specification were developed using recognised human resource management principles to ensure that the role requirements align with the objectives of the UWTSD Students’ Union. A job description clearly defines the purpose of the role, key responsibilities and reporting relationships, while a person specification identifies the knowledge, skills and personal qualities required to perform the role effectively. These documents help organisations recruit suitable candidates and support a fair and consistent selection process (Armstrong, 2014; Torrington et al., 2020).
The responsibilities included in the Job Description focus on supporting innovation projects, student engagement, communication and administrative activities. These duties reflect the responsibilities expected of an Innovation Support Officer in a university environment and are consistent with current HR recruitment practices. Clearly defining responsibilities also helps improve recruitment quality and employee performance by ensuring that applicants understand the expectations of the role (CIPD, 2025).
The Person Specification separates essential and desirable criteria to ensure an objective recruitment process. Essential criteria, such as communication, teamwork, organisation and digital skills, represent the minimum requirements for successful job performance, while desirable criteria recognise additional knowledge and experience that could benefit the organisation (Marchington et al., 2025). This approach is widely recommended in HRM because it supports fair candidate assessment and enables organisations to appoint individuals whose knowledge, skills and behaviours best match the requirements of the role (Workable, 2025).
Overall, the proposed Job Description and Person Specification provide a structured framework for attracting suitable candidates and supporting an effective recruitment and selection process in line with recognised HRM theory and current professional practice (Indeed, 2025). 
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Job Interview Questions

· 1. Can you tell me a little about yourself and why you applied for the Innovation Support Officer position?
· 2. What skills and experience do you have that make you suitable for this role?
· 3. Can you describe a time when you came up with an innovative idea or improved a process? What was the outcome?
· 4. This role involves working with students and staff on different projects. How would you manage competing priorities and meet deadlines?
· 5. Imagine a student suggests a new idea that could improve the Students’ Union, but other team members are unsure about it. How would you handle the situation?
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