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Job Description
Job Title:

Cynnydd Transition and Retention Coordinator  


Responsible To:
Assistant Manager Student Services  
Job Purpose:    
  To support the effective transition and retention of young people at risk of becoming NEET (Not in Employment, Education or Training) and to deliver activities and intervention strategies to support the needs of students at risk of leaving College.   

Principal Responsibilities

1. To work with the Assistant Manager Student Services and Project Coordinator  to ensure that all eligible project activity is delivered effectively;
2. To identify project beneficiaries at greatest risk of becoming NEET through a range of intelligence sources;
3. To undertake an assessment of need to effectively signpost at risk students to the most appropriate form of support required;
4. To engage with a wide range of external stakeholders such as the Youth Service, Careers Wales, CAMHS, GPs to identify the most appropriate interventions for project participants;
5. To deliver the appropriate interventions utilizing the college referral processes for those students who are identified as at risk of leaving. This will include working with academic staff, study support and student services and Centreprise;
6. To participate in school liaison activities to ensure the effective transition of ‘At Risk’ students to College;  
7. To liaise with schools, staff, parents, carers, guardians and external and internal support agencies to ensure that the needs of the project participants are met;
8. To facilitate advocacy for students when appropriate;
9. To provide a flexible and innovative approach to the support for students;
10. To take a lead in the development and delivery of project specific activities such as, holiday activities and employment related training and support;
11. To participate in the work undertaken to track attendance, retention, attainment and progression of students;
12.  To develop additional activities to promote retention and attainment;
13. To monitor activity spend in line with budget profiling;
14. To monitor and evaluate participant activity and impact in line with project output profile and internal management information systems;
15.  To work with partners to ensure that students unable to remain on programme have an appropriate exit strategy;
16. To ensure all aspects of project activity comply with WEFO Audit/eligibility requirements. 
College Responsibilities 

1. To actively promote the Diversity agenda within the College;

2. To promote and ensure safe working practices in line with Health and Safety requirements;

3. To take an active part in all College quality systems; 

4. To contribute to and represent the overall visions and values of the College;

5. To adhere to all College policies and procedures;

6. To undertake professional development as required; and

7. To undertake other appropriate duties as required by the line manager.

It should be noted that this job description merely provides a resume of the main duties and responsibilities of the post and will be subject to periodic review in conjunction with your Line Manager and the Human Resources Manager which may lead to revisions in light of the operational requirements of the College.
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