Job Description and Person Specification
Careers Lead and Transition Co-ordinator

	Job details

	Job title
	Transition Co-ordinator & Careers Lead

	School
	Sidestrand Hall

	Grade
	Scale G

	Responsible to
	Responsible to the Headteacher or a Senior Teacher.  Works to and with a qualified teacher on a day to day basis.

	Effective date
	


	Role and context

	Job purpose

	· Responsible for the management and development of pupil transition co-ordination and careers lead in liaison with class teachers.

	Context

	Job Family: Classroom and Pastoral.

	Job Title:
Transition Co-ordinator & Careers Lead
Pay Scale: 
Scale G
Responsible to:     Headteacher or a Senior Teacher

1. To devise and write school based transition plans for all pupils from Year 9 upwards in conjunction with class teachers

· To review these plans on a bi-annual basis.

· To review these plans on a half termly basis for pupils in their final year at school

· To take responsibility for checking in with and reminding the named ‘Person Responsible’ for each action point on the transition plan.

2. To make applications or ensure applications are being made for:

· Provision Places

· Funding

· Transport

· Adult Social Care
3. Arrange and attend 1 to 1 discussions at parents evening

4. Arrange and support 1 to 1 visits to college or work placement
5. Liaise with transition destinations and EHCP co-ordinators and keep records of all communication, which other staff can refer to as needed.

6. To support the planning of appropriate post-school provision visits and ensure the schools visits policy is adhered to.

7. To support the planning of transition visits, meetings etc. in the pupils’ final year at School and ‘Moving on to College’ sessions with students.
8. To attend any relevant annual reviews of pupils in their final year and/or penultimate if required to offer advice to parents/carers and students regarding potential post school provision and offer support in connection with transition planning.
9. Preparation of personal profiles for progress files.

10. To assist pupils with the preparation of CVs.

11. To liaise with workplaces to provide pupils with relevant experiences of work.

12. To directly support some pupils and employers to ensure the experience is positive for all.
13. To arrange individual work experience for specific pupils as required.

14. Arrange work experience preparation for able students

15. Visit colleges and work places to confirm decisions.

16. Assist with pupils college applications.

17. Liaison with PFAL to organise placements for pupils on days when not at college or work placement.
18. To act as the school’s careers Leader with direct support from the leadership team.

19. To ensure school polices comply with statutory guidance.

20. To support the school in achieving and maintaining the highest possible Gatsby benchmark.
21. With the support of the school leadership team to monitor the careers programmes complies with the above and is delivered.

22. To teach some careers sessions in Key Stage 4 and 5 and ensure the school complies with statutory guidance in this area.

23. To support other transition arrangements linked to the school as and when they arise, or at the direction of the Head Teacher.



	Person specification

	Essential
	Desirable

	Qualifications

	· Excellent numeracy/literacy skills/GCSE (or equivalent NVQ 2) Maths and English;

· Meet Higher Level Teaching Assistant standards or equivalent qualification or experience;
· Specialist skills/training in curriculum or learning area, e.g. bilingual, sign language, ICT;
· Can work at NVQ 4 level.
	· Knowledge and understanding of Gatsby Benchmarking



	Experience

	· Experience of working with pupils of relevant age in a learning environment.
	· Experience of working with pupils with complex needs.




	Person specification (Continued)

	Skills/knowledge

	· Can use ICT effectively to support learning;

· Full working knowledge of relevant policies/codes of practice/legislation;

· Working knowledge and experience of implementing National Curriculum and other relevant learning programmes;

· Good understanding of child development and learning processes;

· Understanding of statutory frameworks relating to teaching;

· Ability to work on a specialised area across the whole school;

· Constantly improve own practice/knowledge through   self-evaluation and learning from others;

· Ability to relate well to children and adults;

· Work constructively as part of a team, understanding classroom roles and responsibilities and your own position within these.
	


