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Job Description

Post Title: Transition Officer 
25 hours per week Term Time Only 

Salary: HLL (24-30)
Job purpose:
· The key purpose of this position is to ensure that effective transition programmes are implemented and monitored for students who have an Education Health Care Plan (EHCP) in accordance with the Special Educational Needs and Disability (SEND) Code of Practice (2015) and for students who are Looked After, with or without an EHCP.
· The successful candidate will also be required to deliver specialist information, advice and guidance to young people and their parents and carers in a range of external and internal settings.
· You will be entering a self-motivated team, who aim to make a positive difference in the lives of students in the local area. Proud to be working within an environment that is supportive and rewarding.

· The main role of the Transition Officer will be to undergo smooth, precise transition to take place with additional field work to assess the potential enrolments of young people in a post16 environment.

· To liaise with Local Authorities/Schools and other educational environments. Join statutory meetings with parents/carers and young people and attend annual reviews.
· Be the first point of contact when liaising with those agencies, parents, and carers. 
· Building relationships and coordinating assessments to fulfil the benefits to the student’s journey for suitability to courses.

· If you are passionate about SEN and the work you do, then this is the team for you.

Duties and Responsibilities:
· Liaise with external providers to provide a managed approach to transition activities

· Liaise with curriculum teams and Inclusive Learning team to ensure appropriate activities are planned, delivered and supported.

· Create introductions between vocational areas and agencies, students, parents, and carers.
· Maintain records to monitor attendance and progress of students

· Feedback to all stakeholders to inform curriculum choices and support needs of students transitioning into College and those progressing internally.
· Improving student retention and achievement – to support College strategy.
· To support curriculum staff in meeting needs of students with additional needs.
· To work with tutors and tutorial staff to develop appropriate strategies to meet individual needs.
· To prepare and maintain student records as required.
· Ensure continued professional development through attendance of necessary training.
· To maintain up-to-date knowledge of Safeguarding Procedures.
· Planned programmes to ensure students’ transitions are managed effectively.

· Be proactive in matters relating to health and safety

· Work unsociable hours and at all College venues as required. 

· Fulfil any other reasonable duties commensurate with the grading of the post.

Line Management Responsibility: 
· None

Reports to:

· Inclusive Learning Manager
· SEN Process & Policy Team Leader
Contacts (Internal and External):

External

· Liaise with external schools, College personnel, and other relevant stakeholders, parents, community groups and specialist staff as appropriate

Internal

· Inclusive Learning team

· Course delivery teams
· The College central units
Holidays:

You are not entitled to take holidays during term-time (as defined by the College Calendar) and will in fact be paid for this holiday.
Health & Safety:
To maintain a positive attitude to health & safety in carrying out personal responsibilities and to co-operate with the health & safety/local rules/codes of practice relating to health & safety matters.

Equality & Diversity
The College has a strong commitment to working towards the implementation of equality of opportunity in both service delivery and employment.  The College’s mission and strategic objectives directly support this aim.  All employees are required to actively support the development, dissemination and implementation of this aim and related policies and programmes.

Safeguarding of Children and Vulnerable Adults

The College is committed to safeguarding and promotes the welfare of all learners and expects its staff to share this commitment.  Employment at the College is subject to an Enhanced DBS check and any post involving regulated activity will also be subject to a barred list check

Advisory notes:

This job description is intended to include the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but while some variations will be expected, these will be at an appropriate level for the role. This job description is a reflection of the current duties of the post and may be subject to changes in the future following consultation with the post holder.
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Applicant No/Name:
	
	ESSENTIAL / DESIRABLE
	EVIDENCE

Application, Presentation, Interview
	Score at Shortlist

0-4
	

	Experience
	ESSENTIAL:

· Experience of supporting learning in a post 16 environment
· Experience of working with SEND students
· Experience of working with learners who present behavioural difficulties

· Experience of working with a range of stakeholders

· Experience of the EHCP process.


	· Application / Interview

· Application / Interview

· Application / Interview
· Application / Interview
· Application / Interview


	
	

	Education & Training
	ESSENTIAL:

· Educated to GCSE standard (A-C) or equivalent.

· Numeracy and Literacy minimum Level 2

· Experience of maintaining student records

DESIRABLE:

· A qualification demonstrating competence to level 3 in Maths or English

· Qualifications relating to SEND

	· Application / Interview
· Application / Interview
· Application / Interview

· Application

· Application

· Application 

	
	

	Skills/Knowledge/Abilities
	ESSENTIAL:

· Ability to be able to communicate effectively with a range of adults and young people 

· To be approachable, non-judgemental and engage constructively with learners
· Ability to be self-motivated and enthusiastic about working with a diverse range of young and vulnerable people

· Reliable/conscientious and respect for confidentiality

· Knowledge of Education, Health and Care processes
· Knowledge of the learning process
· Must be a supportive and co-operative team player
· Good motivational skills

· Able to work on own initiative

· Effective personal and interpersonal skills

· Demonstrate relevant IT skills
DESIRABLE:

· Knowledge of strategies to support positive behaviour

	· Application / Interview

· Application / Interview

· Application / Interview
· Application 

· Application / Interview

· Application / Interview
· Application / Interview

· Application / Interview

· Application / Interview
· Application / Interview
· Application / Interview

· Application / Interview

	
	

	Additional Factors
	ESSENTIAL:

· Must be committed to and uphold the College’s corporate values

· Commitment to participate in staff development 

· Committed to the principles of inclusiveness and equality of opportunity
· Commitment to safeguarding and promoting the welfare of young people and vulnerable adults.

· Commitment to working in accordance with the College’s policies and procedures
· To have a commitment to learning and education

	· Application 

· Application

· Application and Interview

· Application and Interview

· Application
· Application
	· 
	


Person Specification





0 = No Evidence     1  = Limited Evidence     2 = Adequate Evidence    


 3  = Substantial Evidence     4  = Significant Evidence











