
 

Job Descr ipt ion & Person Speci f icat ion  

 

1. JOB TITLE                                     Safeguarding, Careers and EET Transition Coordinator 

 

 

2. GRADE Sc5/6 (GLPS) 

 

 

3. DBS REQUIREMENTS Enhanced 

 

 

4. Hours 36 hours per week, term time only 

 

 

5. SUPERVISED BY Deputy Principal (DSL) 

 

 

6. SUPERVISION EXERCISED Directly: None 

 

  Indirectly: None 

 

 

7. CONTACTS Internal: Staff and students  

  

External: Families and Social services  

 

 
 

 

 

 

 



 

Job Descr ip t ion  

Key objectives of the role: 

 To support the safeguarding team with tasks required to safeguard the students at 

Unified Academy. 

 To maintain, regularly review and update the CPOMS system.   

 To support the safeguarding team and SEN team with relevant data. 

 To ensure all safeguarding and student files are obtained and forwarded 

appropriately and in a timely manner 

 To ensure the smooth transition of year 11 students with regard to EET. 

 Track and record young people’s education, employment and training destinations 

Post 16  

 Support young people overcome any barriers to learning and achievement, referring 

to suitable local provision and seek advice from other professionals and 

parents/carers as needed 

 Work with key staff in school at all levels to support them in ensuring young people with 

more complex barriers engaging in EET are supported through the development, 

implementation and review of robust progressions, plans and interventions   

 Responsible for sourcing new employers/work placement providers and maintaining 

relationships with existing employers/work placement providers to ensure that our 

students are able to access a wide range of meaningful work experience placements 

and work-related activities, which are linked to their aspirations.  

 To ensure all Year 11 students have a firm destination reducing the chances of any 

young person Not in Education, Employment or Training (NEET) 

 

Areas of responsibility:  

 To work both as part of a team or unsupervised, prioritising own work and meeting 

deadlines. 

 To work alongside Teachers, ELSA’s, Teaching Assistants and other employees. 
 To comply with the Academy’s policies and procedures in respect of: (1) 

safeguarding, (2) health, safety and security, (3) confidentiality and (4) data 

protection; 

 Provide support to the DSL for staff induction, which includes the school’s student 
behaviour policy, the Safeguarding and Child protection policies, staff code of 

conduct and the safeguarding response to children who go missing from education. 

 Ascertain and record student’s preferences/needs in training, employment, 

volunteering or further studies. Conduct regular reviews of progress against plans and 

changes as they are identified 

 Support students on work placements as required 

 In conjunction with the PHSE co ordinator, complete career action plans and review 

progress with Year 11 and 10 students  

 In conjunction with the PHSE co ordinator review and monitor the quality of CVs for 

students at Year 11 and 10. 



 

 Where required provide opportunities to support travel training where appropriate 

 To keep detailed tracking records where students are receiving part of their 

education/timetable in an alternative provision. 

 To maintain student files (safeguarding and school) and uphold confidentiality at all 

times. 

 To arrange and set up meetings with parents/carers and external agencies where 

appropriate. 

 To write and produce minutes of meetings in line with job role. 

 To produce word processed reports, and input data onto spreadsheets. 

 To organise the calendar for the Safeguarding team and annual reviews for the 

SENDCo throughout the academic year, effectively and efficiently. 

 To assist with the administration and delivery of training as applicable to the role. 

 To assist with the preparation and distribution of regular Safeguarding updates. 

 To assist with the preparation, administration, coordination and distribution of transition 

plans for year 11 students, including careers. 

 To assist with the coordination of year 11 annual reviews with regards to their transition 

plan. 

 To coordinate all safeguarding requirements related to any work experience or 

alternative provision (ALP) 

 To model and maintain high standards of conduct and behaviour expected of all 

students. 

 To manage relationships with all key stakeholders, including the immediate 

community, parents and governors ensuring that every decision made is aligned to 

the Academy’s policies and procedures. 
 To play a key role in contributing towards the vision and ambitions of the Academy. 

 To assist the SLT to ensure that the Academy is a place where children thrive and 

knowledge matters by upholding and modelling the Trust’s values in all aspects of the 
role. 

 To promote team spirit as well as acting together and supporting each other to ensure 

a calm and purposeful school. 

 Produce reports and statistical information as required by the DSL/SENDco/SLT for 

safeguarding, careers, transition support, college applications etc. 

 Ensure safeguarding issues reported on CPOMS are categorised appropriately. 

 Ensure relevant staff have appropriate access to the CPOMS system. 

 When appropriate and in accordance with the DSL make referrals to external services 

or other agencies. 

 To arrange and set up meetings with parents/carers and external agencies where 

appropriate. 

 To maintain detailed logs of conversations with parents/carers and professionals. 

 To promote Equality and Diversity in all contacts. 
 

 

 



 

 

Other duties: 

 To share the Trust’s commitment to safeguarding and promoting the welfare of all 
young people through having knowledge of Government guidelines and 

safeguarding policies as appropriate within the school 

 To ensure that all duties and services provided are in accordance with the academy 

and wider Trust policies and procedures in line with code of conduct/professional 

expectations 

 To undertake training as necessary and be willing and enthusiastic in engaging with 

continuous professional development 

 To actively engage in the performance development and management process 

 To be a key part of the life of the school community, to support both the values, vision 

and ethos of the school and the Trust, and encourage colleagues to follow this 

example. 

 Undertake any other duties consistent with the objectives and level of responsibility of 

the post as may be required by the Principal, Senior Leadership Team and/or 

OHC&AT. 

 

This post is classed as having a high degree of contact with children or vulnerable adults and 

is exempt from the Rehabilitation of Offenders Act 1974. An enhanced disclosure will be 

sought through the Disclosure and Barring Service (DBS) as part Orchard Hill College & 

Academy Trust’s pre-employment checks 

 

  



 

Person Speci f icat ion and Select ion Process  

Safeguarding, Careers and Transition Co ordinator 

 
This person specification will be used for recruitment to the Safeguarding, Careers and Transition Co 

ordinator job post. It will form the basis of the application form, and candidates will also be assessed 

against aspects of this person specification at interview. 

 
QUALIFICATIONS 

(list) 

ESSENTIAL DESIRABLE TESTING METHOD 

Educated to GCSE standard in English and Maths 

– Level 4 or equivalent 

√  Application/ 

Checked certificates 

Information, Advice & Guidance Level 3/4  √ Application/Checked 

certificates 

STATUTORY or ROLE SPECIFIC REQUIREMENTS ESSENTIAL DESIRABLE TESTING METHOD 

Safeguarding Training  √  Application/ 

Checked certificates 

Safeguarding Level 3  √ Application/ 

Checked certificates 

A full clean UK Driving Licence and use of own 

car.   

 √ Application/ 

Checked certificates 

EXPERIENCE 

(describe) 

ESSENTIAL DESIRABLE TESTING METHOD 

Experience of managing transitions in a school or 

other relevant organisation 

√  Application/ 

Interview 

Demonstrable evidence of developing and 

implementing strategies to help children and their 

families 

√  Application/ 

Interview 

Experience of handling large amounts of sensitive 

data and upholding the principles of 

confidentiality 

√  Application/ 

Interview 

Experience in providing information, advice, 

guidance and support to young people who 

face barriers to entering training or employment.  

√  Application/ 

Interview 

Experience of liaising with employers in relation to 

all aspects of work experience placements 

including safeguarding and health and safety 

checks 

√  Application/ 

Interview 

Working in a clerical/administrative role including 

contact with a range of customers/clients. 

 

 

 

√  Application/ 

Interview 

 

 



 

KNOWLEDGE & SKILLS ESSENTIAL DESIRABLE TESTING METHOD 

A clear understanding of how the services, 

activities and strategies in school and in partner 

organisations work together to create best 

outcomes for students. 

√  Application/ 

Interview 

Ability to work with a range of people with the 

aim of ensuring the best outcomes, safety and 

welfare of children  

√  Application/ 

Interview 

Awareness of local and national agencies that 

provide support for children and their families 

√  Application/ 

Interview 

Excellent record keeping skills and attention to 

detail, in order to produce reports, take minutes 

of meetings, and document attendance 

concerns 

√  Application/ 

Interview 

Excellent presentation and communication skills; 

able to motivate and convey information 

effectively to students, colleagues and employers 

√   

Application/Interview 

Ability to build effective working relationships with 

staff and other stakeholders 

√  Application/ 

Interview 

Knowledge of local and national employers  √ Interview 

Good interpersonal skills to enable you to assist 

with liaison between student and school or other 

agencies 

√   

Application/Interview 

Ability to work under pressure and prioritise 

effectively 

√  Application/ 

Interview 

COMPETENCES ESSENTIAL DESIRABLE TESTING METHOD 

“Can do” positive attitude 

Enthusiastic and committed, remains motivated, 

even when under pressure, to ensure that a high 

standard service to the customer is maintained 

√  Application/ 

Interview 

Takes responsibility and delivers results 

Maintains focus when dealing with a variety of 

tasks or priorities, seeking early guidance and 

support when necessary, and responding to that 

guidance to ensure that daily tasks are 

completed 

√  Application/ 

Interview 

Takes ownership of personal development 

Committed to reflecting on own performance, 

seeking and accepting constructive feedback 

and learning from own experiences 

√  Application/ 

Interview 

 

 



 

As part of Orchard Hill College& Academy Trust’s pre appointment checks, current and past 
employers will be contacted for short listed candidates 

Any discrepancies or anomalies, and/or issues from references will be discussed at interview 

with shortlisted candidates. 

 


