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Job title:       	Transition Coordinator 
[bookmark: _GoBack]Start:             	ASAP
Salary:		H22-H27
Contract type:    	Full-time, fixed-term: two years
Hours:               	37 hours, term time only
Reporting to: 	Head of Outreach

Main purpose
We are developing a role that will facilitate the effective transition for students joining Horizons Academy, and being a key individual when a child reintegrates back into mainstream education. Funded by the London Mayor’s Violent Reduction Unit (VRU), this is a new role that takes responsibility to support students as they undergo this significant transition and provide holistic support to the student and their families. 
This role will require the successful applicant to work closely with a range of colleagues within the Outreach Team, with the Head of Outreach, the VRU Project Lead, SENDCO and Head of Student Services to ensure a smooth induction process into Horizons Academy, to develop an understanding of their academic, social, emotional and mental health needs. The Transition Co-ordinator will also be responsible for updating and monitoring students, part of the team around the child that help to set realistic SEMH and academic targets so students are able to demonstrate progress. The post-holder will also be expected to work alongside the Safeguarding team in order to protect and uphold the welfare of new students. 

Duties and responsibilities 
Transition
Be the key individual liaising with the teams within Horizons to ensure a smooth transition for the student into Horizons. Working with the pastoral and key stage leaders to ensure all information to given in a timely manner.
Ensure all the assessments have taken place to inform teachers of their learning levels so they can plan accordingly for the student. 
Building excellent relationships with parent/carers and wider stakeholders such as schools.
Promote consistently high expectations of all pupils and make sure they’re making good progress by offering targeted pastoral support.
Work with Head of Outreach and SENCO to identify pupils or groups of pupils who are facing learning difficulties, and suggest initiatives to be put in place to address the barriers to learning they’re experiencing.
Promote and support inclusion for all pupils, including those with special educational needs (SEN), English as an additional language (EAL) or with a physical disability.
Develop individual and group mentoring programmes (such as ELSA), creating space for pupils to receive academic and personal support from staff and peers.
Role model good levels of literacy and numeracy, and encourage improvement in these areas among pupils who are struggling. Support students to re-engage with the curriculum and observe leaning styles and feed this into student profiles. 
Monitoring the impact of programmes by working alongside the Head of Outreach and VRU Project Lead.
Support student reintegration from Horizons Academy into their home school (mainstream). 

Behaviour and safeguarding
Work with parents/carers, pupils and staff to create open discussions about pupils’ needs, the school’s expectations and what appropriate support looks like.
Work with pupils to demonstrate and encourage good behaviour in line with the Horizons Academy behaviour policy.
Support the physical and emotional wellbeing of pupils, encouraging confidence and self-esteem through listening to them, and through individual and group support.
Follow all relevant legislation, guidance and procedures regarding child protection, safeguarding, and health and safety.
Support the attendance and punctuality of all pupils, and work to improve attendance rates where issues are identified, recognising how this links to pupils’ wellbeing.
Work collaboratively with appropriate external agencies to support pupils’ development and progress.

Welfare and personal development 
Demonstrate enthusiasm for learning and improving skills, and model this to all students.
Liaise with families and develop good relationships with parents/carers, becoming a recognisable and approachable contact within the school.
Network with other learning mentors and VRU partners to share and promote best practice.
Where appropriate, take part in multi-agency meetings and communicate with parents/carers.
Take part in line management within school, and set goals for continuing professional development.
Maintain accurate and up-to-date records, and prepare written evaluations and reports if required.



Person specification
	CRITERIA
	ESSENTIAL / DESIRABLE
	QUALITIES

	Qualifications 
and training
	Essential 
	GCSE or equivalent level, including at least a grade C/grade 4 in English and maths

	
	Desirable
	Any coaching, mentoring or mental health online courses

	
	Desirable 
	Familiarity with the Violence Reduction Unit (VRU) framework

	

	Experience
	Essential
	Working with children of the relevant age, and managing situations relating to challenging behaviour

	
	Essential
	Delivering programmes for pupils with challenging behaviour, including one-to-one, small group and transition workshops

	
	Essential  
	Working collaboratively with outside agencies and participating in meetings 

	
	Desirable
	Advising staff on suitable behaviour interventions

	

	Skills and knowledge
	Essential
	Strong listening skills and proven ability to deal with sensitive situations with integrity

	
	Essential
	Proven ability to communicate effectively with adults and children, including through written and verbal communication

	
	Essential
	Proven ability to create good relationships with pupils, staff and parents/carers

	
	Essential
	A well-developed understanding of strategies to manage and support young people with challenging behaviour in a school environment

	
	Essential
	Proven ability to tailor interventions to individual pupils

	
	Essential
	Excellent understanding of safeguarding policies and procedures, and their role in child protection 

	
	Essential
	Proven ability to be flexible to changing workload demands and new challenges. To be able to manage time effectively and independently

	
	Desirable
	Ability to use IT systems and to conduct analysis and produce reports

	

	Personal qualities
	Essential
	Willingness to provide the best possible opportunities for all pupils

	
	Essential
	Ability to relate to young people and act as a positive role model

	
	Essential
	Well-developed sense of empathy 

	
	Essential
	Organised, proactive and self-motivated

	
	Essential 
	Good time management skills

	
	Essential
	Commitment to upholding and promoting the ethos and values of the school

	
	Essential
	Ability to work collaboratively

	
	Essential
	Ability to work well under pressure and prioritise effectively

	
	Essential 
	Commitment to safeguarding, equality, diversity and inclusion

	
	Essential 
	Commitment to maintaining confidentiality at all times

	
	Desirable
	Ability to self-evaluate own work and actively seek opportunities for development



Notes:
This job description may be amended at any time in consultation with the post holder. 

Headteacher’s signature:	_______________________________________
Date: 				_______________________________________	

Post holder’s signature:	_______________________________________
Date: 				_______________________________________
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