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[bookmark: _356ze2lcj06g][bookmark: _Toc227267903]1. Job Title
Innovation Support Officer
[bookmark: _jep8p3w2gffx][bookmark: _Toc227267904]2. Job Purpose
The Innovation Support Officer is important to help the organisation to adjust to the more digital and automated work environment (Qmarkets, 2026). With the business and technology continually witnessing high rates of change and automation resulting in the removal of routine work processes, this position aims to assist in the establishment and execution of more inventive practices that improve organisational efficiency and competitiveness.
This role is going to help in driving digital transformation initiatives, a culture of creativity, and the introduction of new technologies into different departments (Qmarkets, 2026). The Innovation Support Officer will collaborate with internal teams to find out the areas to improve, promote innovative thinking, and ensure the organisation is sensitive to the evolving market needs.
The role is directly linked to organisational objectives of sustainability, growth, and adaptability by assisting with the innovation strategies and being a part of the continuous improvement processes (Hoferer, 2025). The job makes sure that the employees are well prepared to work in a technology-driven world and thus enhances the long-term viability of the organisation to be competitive in a very dynamic world.
[bookmark: _4vvvvnana4ij][bookmark: _Toc227267905]3. Organisation Overview 
The organisation is in a dynamic and high-paced environment, which is dedicated to providing high-quality services and constantly adjusting to changes in the external business environment. It encourages an inclusive, collaborative and innovative culture, which motivates employees to bring ideas that enhance processes and results.
Having a solid emphasis on digital transformation, the organisation aims to incorporate the latest technologies into its business to improve its efficiency and service provision. It recognises the importance of innovation as a key driver of success and aims to create an environment where creativity and continuous improvement are embedded in everyday practices. The employees are assisted to acquire new skills and are motivated to participate in progressive initiatives that promote the growth and sustainability of organisations.
[bookmark: _6ftlwcceuh4v][bookmark: _Toc227267906]4. Key Responsibilities
· Endorsing the planning and execution of innovation initiatives that are consistent with organisational goals and strategic focus areas.
· Helping in manufacturing and implementing digital transformation programs to enhance efficiency and the provision of services.
· Carrying out studies on new technologies, industry trends and new practices to find a way of enhancing the organisation.
· Coordinating with cross-functional teams, such as HR, IT, and operations, to make sure that they communicate and collaborate effectively on innovation-related tasks.
· Evaluating performance measures and analysis of data to determine the success of innovation initiatives and suggest improvement areas.
· Enhancing change management processes by helping in formulating strategies that make transitions in the process of organisational change easier.
· Nurturing creativity by fostering the generation of ideas, the sharing of knowledge, and learning among employees.
· Helping to create training, training materials and workshops to increase the knowledge of employees about innovation and digital tools.
· Keeping track of the innovation project progress, and providing reports on it, ensuring that deadlines and goals are achieved.
· Offering administrative and operational assistance to the innovation team, as well as making sure that the work is performed efficiently and the initiatives are implemented.
[bookmark: _e9ymho51t66h][bookmark: _Toc227267907]5. Key Duties in Innovation Context
Organisational creativity is an integral part of managing organisational activities (Wiroonrath et al., 2024). The Innovation Support Officer is also crucial in promoting the culture of innovation by promoting creativity and facilitating the creation of new ideas in the organisation. The role will also play an active role in the adoption of digitalisation, as it will help in the implementation of technology-based solutions that will enhance efficiency and minimise the dependency on manual operations. With more and more routine work being automated, the position would help employees to adjust to new patterns of working, fostering the development of skills and the spirit of lifelong learning.
Moreover, the role enables organisational change by aiding in the planning and implementation of innovatively driven initiatives. This includes supporting change management strategies that ensure smooth transitions and minimise resistance among employees. The Innovation Support Officer ensures that the organisation is competitive in the rapidly changing business environment by encouraging flexibility and continuous improvement. The position also makes sure that innovation is integrated into the daily operations of the organisation so that it is well equipped to react appropriately to the internal and external issues.
[bookmark: _e3y9jxtpjec][bookmark: _Toc227267908]6. Reporting Structure
The Innovation Support Officer will also report directly to the Innovation Manager or, in some cases, the assigned HR Manager, based on the internal organisation and strategy of the organisation in question. This reporting line will help to make sure that innovation initiatives will be aligned with the organisational objectives as well as the workforce development strategies. It is a position involving frequent interaction with senior management to update on progress in the project, consult, and assist in decision-making regarding innovation and digital transformation.
Furthermore, the Innovation Support Officer will collaborate directly with the cross-functional teams such as the IT department, HR team and operational units. These teams should be collaborated with to make sure that innovation initiatives are coordinated and implemented effectively within the organisation. Another aspect of this role is to interact with various stakeholders to facilitate the inclusion of digital solutions, knowledge sharing and the adoption of a single strategy to foster continuous improvement and organisational growth.
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The role works in a flexible working environment, which can involve a mix of office-based and hybrid working styles. As the new role of an Innovation Support Officer, the specialist is supposed to use a variety of digital tools and platforms to facilitate cooperation, data analysis, and project management processes. The post demands that one be able to work in a dynamic and fast environment where priorities can be changed based on the needs of the organisation and technological changes.
The role can include attending meetings, workshops and training to encourage innovation and continuous improvement. Succeeding in such an environment requires a proactive attitude and readiness to adjust to the new technologies and ways of working.
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An average salary for this position in the concerned organisation is around 47k pounds per year (Indeed, 2026). The organisation has a good and competitive salary package, which is based on qualifications and experience. Employees will enjoy continuous training and development programs that are geared towards developing their professional competence and helping in career advancement. Other advantages can be access to learning materials, involvement in innovation projects, and internal promotion in the organisation.
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[bookmark: _ybmounbei32j][bookmark: _Toc227267911]Part 2: Person Specification
[bookmark: _cuwkyzybfx3c][bookmark: _Toc227267912]1. Introduction
The choice of the appropriate person to occupy the position of Innovation Support Officer is of paramount importance to the organisation's capacity to be competitive in a highly digital and automated world. As per Alawamleh et al., (2023),  innovation has been emerging as one of the determining factors in organisational success. Due to this reason, there is a great need to hire individuals who not only have the necessary technical skills but also the creativity and flexibility to adapt to the ever-changing environment.
The candidate of choice will have to show how they can contribute to the innovation efforts, assist the organisation in making the shift to digital, and communicate with the teams effectively. The ability to match personal skills with organisational needs will result in productivity and sustainable development, as well as introduce a culture of constant improvement and innovation by recruiting an appropriate person.
[bookmark: _gbb2ns2vjf21][bookmark: _Toc227267913]2. Education & Qualifications 
Essential:
· A bachelor's degree in Business Management, Human Resource Management, Innovation Management or related subject.
· Evidence of knowledge of organisational processes and fundamentals of management.
Desirable:
· Extra certifications or short courses in digital transformation, innovation or project management.
· Demonstration of lifelong learning by workshops, seminars, or online learning platforms.
[bookmark: _rxmyww8sccaf][bookmark: _Toc227267914]3. Experience
Innovation and organisational development are deeply connected (Shah and Shome, 2022). The candidate must have the relevant experience, which shows their capability to help in innovation and organisational development. This can be experience that is acquired in the form of internships, part-time jobs, academic projects and volunteering. Being exposed to project support activities, including helping with planning, coordination, or implementation, can be very beneficial.
They should have experience in innovation-related projects, such as being involved in idea generation, problem-solving projects or process improvement projects. The applicants ought to also be conversant with digital tools and platforms in communication, collaboration, and data analysis.
Although the entry-level candidates do not require much experience in their profession, they will be expected to demonstrate practical involvement in the undertakings that enhance creativity, flexibility, and collaboration. The skill of using theoretical knowledge in practical situations is especially appreciated.
[bookmark: _9in144m6u2id][bookmark: _Toc227267915]4. Skills
a. Technical Skills:
· Knowledge of digital tools and platforms to communicate, collaborate and manage projects.
· Basic data analysis skills, such as the interpretation of information and trends, are required to make decisions.
· Good research abilities to explore new technology and new practices that are applicable to organisational development.
b. Innovation Skills:
· Creative thinking and the capability to come up with new ideas that can help improve an organisation.
· Problem-solving ability to detect problems and offer viable, feasible solutions.
· Skills to help and engage in innovation processes, and showing flexibility to new methods and experimentation.
c. Communication Skills:
· Good verbal and written communication skills to communicate ideas clearly to specialist and non-specialist listeners.
· Good group work and team building skills, and can work well across departments.
· Proficiency in interacting with stakeholders, participating in discussions, and discussing ideas with confidence when needed.
d. Adaptability Skills:
· The ability to be flexible in response to evolving organisational needs and technological changes.
· Being open to learning and acquiring new skills in line with the changing job requirements.
· Capacity to operate well in a dynamic and high-speed environment.
[bookmark: _xh13njxwcc8f][bookmark: _Toc227267916]5. Knowledge
The applicant must show a good grasp of the major organisational concepts. The importance of the human resource management processes in enhancing the overall organisational performance and effectiveness is quite significant (Natsir et al., 2024). The applicant must have this type of understanding. This involves an understanding of recruitment, employee development and performance management and the role that these functions play in attaining strategic objectives. There should also be an appreciation of innovation strategies since the position demands the capability of facilitating innovative initiatives that promote creativity and perpetual improvement at the workplace. The candidate must understand the need to promote a culture of innovation where innovation is appreciated and turned into workable solutions.
Moreover, the candidate should have a clear understanding of the digital transformation and its increasing influence on modern organisations. This encompasses the familiarity of how new technologies are affecting work practices, productivity and redefining traditional roles. It is essential to understand how digital tools and systems can be used to promote efficiency and facilitate organisational change. This kind of knowledge would help the candidate to make a positive contribution in terms of innovation efforts and the organisation itself in terms of staying competitive in a fast-changing and tech-driven business world.
[bookmark: _8cmksom3qn74][bookmark: _Toc227267917]6. Personal Attributes
The perfect candidate must have a positive attitude, be proactive in work and display a great deal of willingness to take initiative and promote organisational success. This position demands a self-driven person, as well as someone who can recognise the improvement opportunities and implement them. This requires a very high degree of curiosity and willingness to explore new things and concepts since the job will require constant interaction with innovation, creativity and changing business practices in a digital world.
Due to the challenging situations, it is mandatory for employees to have skills like adaptability, resilience, and productivity nowadays (Sony and Mekoth, 2022; Caligiuri, 2025). 
Being able to react to change in a constructive manner and stay focused when under pressure is key to sustaining innovation-oriented projects. Moreover, it is needed to have good skills in critical thinking to be able to analyse difficult situations and assess alternative solutions, as well as make informed and evidence-based decisions.
In addition, the candidate must also have a teamwork attitude, in which he or she can work with a wide variety of teams and still be highly professional and responsible in all his or her duties.
[bookmark: _hsq1p7blgu84][bookmark: _Toc227267918]7. Other Requirements
The candidate should have the ability to manage time well, he/she should be able to prioritise tasks and consistently meet deadlines. It would need a high degree of ethical consciousness and professionalism, whereby every activity undertaken is based on integrity and in accordance with the organisational values.
5 Questions for the representative for the Innovation support officer position.
1. Can you describe a time you helped develop or support a new idea or initiative? What was your role, and what was the outcome
2. Tell me about a situation where you had to support multiple projects at once. How did you manage competing priorities?
3. How do you evaluate whether an idea is worth pursuing or investing in?
4. How do you encourage colleagues or stakeholders to engage with innovation initiatives, especially if they are resistant to change?
5. What tools, methods, or frameworks do you use to support innovation?
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