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Northumberland Church of                                       
England Academy Trust   

 
      JOB DESCRIPTION 
 

 
 
JOB TITLE:   Director of Primary to Secondary Transition 

SCHOOL: Duke’s Secondary School/Trust Primary Schools 
(Ashington, Newbiggin By The Sea/Lynemouth) 

SALARY:   Leadership Scale L6-L10 
RESPONSIBLE TO:   Principal of Duke’s Secondary School 
 

PURPOSE OF JOB:  
 
Through close coordination with feeder primaries, strategically lead and manage the 
transition of all pupils, but especially those with specific needs to Duke’s Secondary 
School.  
 
Northumberland Church of England Academy Trust is committed to safeguarding and 
promoting the welfare of children and young people and expects all staff and volunteers 
to share this commitment. 
 
The Trust will provide an environment in which the personal attributes, strengths and 
academic excellence of staff will enable the creation of opportunities for all to develop 
their potential to the full; creating confident, independent, versatile and successful 
adults, equipped with the skills and values to meet the challenges of a changing society 
and to provide the best possible educational foundation for life. 
 
 
Responsibilities specific to the role:  
 

● To develop a research-driven and impactful transition strategy which will ensure 
students starting the school in year 7 have the best possible opportunity to be 
successful  

● Through liaising with feeder primary schools and secondary staff, lead on 
supporting students who require a tailored transition to secondary. 

● To support leaders at all levels to have a clear understanding, as quickly as 
possible, of the key indicators for specific cohorts of students 

● To deliver excellent information gathering to remove all barriers; leading to 
strong transition arrangements and processes, for all students and especially for 
the most vulnerable 

● To lead on an exciting, values driven programme of transition events  
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● Through observations in primary schools gather information on children in 
different situations, with different staff and through discussion with staff and key 
people. 

● To use information from observations and other assessments to inform 
secondary staff of the most effective strategies for supporting students in a 
successful transition to secondary school. 

● Have an in-depth understanding of the feeder primaries curriculum and the 
Duke’s KS3 curriculum offer, and therefore be able to provide effective advice to 
students and families. 

● Lead on the creation of support plans, risk assessments and other relevant 
student documents to facilitate a successful transition. 

● To liaise with relevant staff regarding progress being made towards targets for 
individual students, and put strategies in place if targets are not being met. 

● Monitor the progress of all new starters at Duke’s, ensuring that the curriculum, 
pastoral and SEND teams are aware of the support needed. 

● Through observations of students in a secondary setting identify specific needs 
and facilitate or deliver training opportunities for staff. 

● To coordinate the delivery of evidenced based programmes of intervention to 
include specific approaches and strategies. 

● To support staff in understanding how to create an inclusive classroom 
environment for their KS3 students 

● To lead and support the staff in implementing specific strategies consistently 
which will support a positive start to secondary education. 

● To update the school website and other communication tools to ensure 
transition activities and clearly communicated to all stakeholders 

● To support the SEND team in creating and updating impactful pen portraits 
which help staff effectively differentiate for the needs of specific students. 

● The leadership and teaching of transition classes at KS2 and KS3. This may 
involve the teaching of a variety of subjects at both KS2 and KS3 

● Supporting the SENDCO in devising EHCPs and where appropriate support the 
Annual Review meetings. 

● Leading, inspiring and supporting staff/pupils/parents in preparing pupils 

● for transition. 

● To speak to parents and students at transition open evenings in the secondary 
setting. This may involve delivering a session as part of a wider presentation at 
such events 

● To provide support to teachers at a primary level in preparing pupils for 
transition as appropriate. 

● To lead colleagues in transition teaching and learning activities. 

● To conduct an annual review of the effectiveness of transition arrangements and 
produce a report on transition for the Trust board. 
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Other responsibilities 
 

● To ensure the effective implementation of all school policies 

● To model best practice to colleagues including outstanding teaching and 
Learning, which leads to outstanding pupil outcomes. 

● To maintain and manage a stimulating and safe learning environment which 
enhances all pupils' learning opportunities. 

● To be aware of developments in a variety of subject areas and disseminate 
relevant information to colleagues. 

● To promote a positive partnership between schools, parents and support 
agencies. 

● The delivery of extracurricular activities to support transition. 

● To organise and conduct meetings where appropriate with parents and 
carers to ensure positive outcomes for all parties. 

● To liaise with external agencies. 

● To develop and strengthen partnerships with the wider community. 

● To promote positive relationships and to work with colleagues in other 
schools and external agencies. 

● To carry out other associated duties commensurate with the post 
determined by the senior leadership team. 
 

Supporting the Academy: 

● Be aware of and comply with policies and procedures relating to child 
protection, health and safety, security, confidentiality and data protection.  
Reporting all concerns to the appropriate person 

● Contribute to the overall ethos/work/aims of the Academy 

● Participate in training, other learning activities and performance development as 
required 

● Attend and participate in meetings as required. 
 

The person undertaking this role is expected to work within the policies, ethos and aims 
of the school and to carry out such other duties as may reasonably be assigned. The 
duties of this post may vary from time to time without changing the general character of 
the post or level of responsibility entailed. You may be required to carry out additional 
duties commensurate with the level of the role.  
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Northumberland Church of                               
England Academy Trust 

 
 

 

Person Specification: Director of transition Essential Desirable 
Experience and qualifications:  
An undergraduate degree in a core subject or primary education. 
 
Qualified teacher status (QTS). 
 
Post graduate SEND courses. 
 
Has experience teaching at KS2 or KS3, including relevant qualifications. 
 
Has experience of working with vulnerable children. 
 
Consistently achieving outstanding pupil outcomes. 
 
Experience of leading a whole school area of responsibility, ideally linked 
to transition. 
 
Has worked with various support agencies. 
 
Has delivered high quality INSET. 
 
Experience of supporting and leading others to deliver quality teaching 
and learning. 
 
Experience of writing EHCPs and hosting annual Reviews. 
 
 

 
√ 
 

√ 
 
 
 

√ 
 
 
 

√ 
 
 
 
 

√ 
 

√ 
 
 

 
 
 
 
 

√ 
 
 
 

√ 
 
 
 

√ 
 
 
 
 
 
 

√ 
 
 

√ 
 

Skills & Competencies:  
 
Is abreast of any subject developments and changes to the curriculum. 
 
Is abreast of national changes in assessment. 
 
Has contributed to the development and delivery of effective and 
inspirational professional development for staff. 
 
Ability to plan, deliver and differentiate lessons to encourage active and 
independent learners. 
 
Able to adapt to new systems which track and analyse progress against 
predetermined targets. 

 
 

√ 
 

√ 
 
 
 
 

√ 
 
 

√ 
 
 

 
 
 
 
 
 

√ 
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Demonstrate the ability to support, motivate and inspire both colleagues 
and pupils by leading through example. 
 
The ability to lead, build and sustain partnerships with parents, other 
schools, the local authority and local community etc. 
 

√ 
 
 

√ 
 
 

Other key attributes: 
The ability to motivate a team in a named area of whole school 
responsibility e.g. Transition 
 
Values and respects individuals irrespective of gender, race, sexual 
orientation 
 
Excellent punctuality and health record. 
 
Willingness to participate in training and development 
 
Positive role model. 
 
Commitment to extracurricular activity. 
 
Excellent interpersonal skills. 
 
High expectations of achievement, attainment 

 
 
 

 
√ 
 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 
 

√ 

 
√ 
 

 


