
Name: Shazad Hussain Shah
Student Number: 2311387
Module Code and Title: LCBB5012 / Principles of Human Resource Management
Lecturer: Nassir Ibrahim


Job Description: Innovation Support Officer
Organisation: UWTSD Students’ Union
Job Purpose:
To support the Students’ Union in identifying, developing and promoting innovative ideas, digital solutions and improved ways of working that enhance student engagement, services and organisational efficiency.
Location of role: Birmingham City Centre
Type of contract: Permanent
Hours of work: 37.5 hours per week Monday to Friday
Salary: £25,000
Key Responsibilities
· Support the development of innovative projects that improve student services, engagement and communication across the Students’ Union. 
· Identify opportunities to use digital tools, automation and technology to improve administrative processes and student-facing services. 
· Assist with research into student needs, feedback and emerging trends affecting higher education, employability and student experience. 
· Collaborate with Students’ Union staff, student representatives and university teams to design practical solutions to service challenges. 
· Promote inclusive and accessible innovation so that new ideas benefit a diverse student community. 
· Monitor project progress, gather feedback and report outcomes to support evidence-based decision-making. 
· Maintain accurate records, meeting notes and project documentation in line with data protection and confidentiality requirements. 
· Contribute to a positive, flexible and student-focused working environment that encourages creativity, teamwork and continuous improvement. 






Person Specification: Innovation Support Officer
	Criteria
	Essential Skills and Attributes
	Desirable Skills and Attributes

	Education and knowledge
	Studying BA Business Management or a related subject; understanding of basic HR, recruitment, staffing or organisational management principles.
	Awareness of innovation management, digital transformation or student union operations.

	Digital skills
	Confident using Microsoft Office, email, online collaboration tools and basic digital platforms.
	Experience using survey tools, social media scheduling platforms, databases, AI tools or project management software.

	Communication
	Able to communicate clearly in written and spoken English with students, staff and stakeholders.
	Experience presenting ideas, writing reports or producing promotional content.

	Teamwork
	Able to work effectively with others, listen to different viewpoints and support shared goals.
	Experience working with student representatives, societies, volunteers or university departments.

	Problem-solving
	Able to identify issues, suggest practical improvements and use evidence to support decisions.
	Experience contributing to a project, campaign, event or service improvement activity.

	Innovation mindset
	Open to change, willing to learn and able to think creatively about improving services.
	Previous involvement in entrepreneurship, innovation challenges, student campaigns or digital projects.

	Organisation
	Able to manage tasks, meet deadlines and keep accurate records.
	Experience taking minutes, tracking project actions or monitoring progress against objectives.

	Professional attributes
	Reliable, inclusive, confidential, respectful and committed to improving the student experience.
	Understanding of equality, diversity, inclusion and data protection in a university or Students’ Union setting.



