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Job Description:	Careers and Transition Officer 

	Grade:
	H24 - H28 Term Time Only: 2 days per week

	Line Manager
Location:                                                            
	Head Teacher
Endeavour Academy Bexley 

	
	



Purpose of the Job:

· To work in a consistently professional manner to deliver the statutory careers advice and guidance to all secondary school students and reduce NEET’s in line with the Government Young People Policy – Raising the Participation Age (until 18 years). 
· To work proactively with local colleges, projects and providers to increase student access and knowledge of appropriate post statutory pathways. 
· To understand and recognise the student needs across the school and support the review of annual Careers Delivery Plans and resources to meet those needs in relation to career aspirations and goals from Year 7 until 18 years. 
· Working within a rolling program structure including 1-2-1’s, ensuring all students and post-statutory students receive appropriate and current information to make informed career choices, have the ability to access placements and barriers to learning are identified, addressed and reduced to maintain placements. 
· Working in partnership with and providing information to students, parents/carers, external agencies including Local Authority, Social Care and the Youth Offending Team. 
· To work in partnership with SLT and teaching staff to promote, safeguarding, attendance and engagement with the view to reduce NEETs. 
· Take responsibility for recording contacts, monitoring processes and measuring outcomes through tracking databases, reporting to Line Manager. 
· Reporting and producing accurate destination and NEET data for Line Manager when required including contributing to Governors Report and Ofsted.  
· Maintaining professional boundaries at all times and observing / upholding the values, policies and ethos of the London South East Academies Trust whilst contributing to the overall vision of the organisation.

Main duties and responsibilities:


· To review the delivery of CEIAG, Work Experience and post statutory support. 
· To deliver 1-2-1 sessions and small group work.
· To support the teaching of careers elements of the curriculum 
· To support the data structure and recording in relation to Government and local expectations.
· To work within the schools delivery plan, CEIAG Policy and formal Careers and Transition structure, in line with government guidelines and statutory requirements.
· To work in collaboration with relevant staff to help support, and inform all year 11 students in researching and accessing appropriate post 16 placements to reduce NEETs. 
· To support voluntary post-statutory programmes with all Year 11 students who complete their education until they reach the age of 18, to reduce NEETs.
· To support the work experience programme for Year 10 students including working with parents, carers, employers and students.
· Encourage and enable post statutory students to foster positive working relationships with staff at post statutory placement.
· To work in partnership with SLT, Safeguarding Liaison Officer and Attendance..
· Record, assess and review all 1-2-1 sessions, offering intervention, signposting and external support for students who have been identified as potentially having progression barriers. 
· Assist students in writing C.V’s, researching courses and exploring progression options.
· Organise and facilitate College visits, Job Fairs and Skills London alongside any other progression related field trips.
· Source and facilitate speakers and presenters to promote career pathways, positive engagement and academic achievement.
· Attend Enrollment Week at the end of the Summer Holidays (August) to establish and maintain consistency of approach. 
· To be in school for Year 11 Results Day, annually.
· To assist in the strategic annual review of the careers and transition delivery plan.
· Work in partnership with local post statutory providers including Colleges to create and maintain positive working relationships (working partnership agreements) to reduce NEET’s.
· Build and maintain strong, current local knowledge of services, projects and support to aid preventative approach.
· Undertake home visits as required and build relationships with parents/carers to build a collaborative approach to reducing NEETs. 
· Undertake risk assessments regarding lone working procedures and assist placements is assessing student risk.
· Keep accurate records and documentation pertaining to meetings with young people and their families in order to ensure that appropriate decisions by senior staff and Line Manager can be made regarding student welfare and safeguarding.
· Support young people in their access to post-statutory education, working with parents/carers of children to establish and foster good relationships and encourage parental/carer involvement in their on-going education, rebuilding relationships where these have deteriorated or broken down.
· Liaise with other agencies to support the identification of suitable post statutory placements. 
· Attend professional/external relevant meetings as agreed by Line Manager in relation to key students with whom you are working including Annual Reviews, PEPs and LAC reviews.
· Promote, rebuild and maintain positive and communication with post statutory students, balancing challenging behaviours with maintaining positive professional relationship. 
· Working within clear professional and ethical boundaries as guided by the Head Teacher
· To share safeguarding concerns in line with Safeguarding Policy. 
· Work flexibly and responsively to reduce NEET’s.
· To complete additional three weeks in line with student needs as determined by the Head of Careers and Transition.
· Produce written reports including case studies when requested.
· Act as a positive role model to both parents/carers and children/young people in promoting a commitment to education, punctuality and attendance. 
· Attend all whole school meetings and training. 
· Offer support in post statutory provision/placement e.g. in college lessons. 
· To abide by the Trust policies, including those relating to Team Teach, safeguarding, data protection, health and safety and equal opportunities and contribute to relevant annual policy reviews.
· Undertake Team Teach Training and follow guidance and procedures in relation to incident management and behavioural strategies.
· To undertake identified training in line with Performance Management, professional progression and cohort need.
· To undertake other reasonable duties which are consistent with both the needs of the school and commensurate with the role of the post holder.


Person Specification:   

	
· Previous experience of delivering small groups or supporting in classroom settings.
· Previous experience of working in an educational setting preferably both statutory or post statutory settings.
· Previous experience of inter-agency working.
· Previous experience of working with children and families.
· Experience of working 1-2-1.
· Ability to organise and handle confidential and sensitive information and maintain accurate records.
· Excellent communication and observation skills 
· Excellent time management and organizational skills.
· Ability to demonstrate sound understanding of professional boundaries and be able to adhere to these.
· Can do, proactive approach.
· Team player.
· Respectful of the needs of others.
· Can work easily within professional boundaries and structure.
· Hold a full driving license and use of car.

	

	

	

	



