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BELLEVUE INDEPENDENT SCHOOLS
JOB DESCRIPTION

Position Title: 	TRANSITION COORDINATOR

Qualifications:	Bachelor’s degree required; experience in education preferred; thorough knowledge of data collection; strong organizational and time management skills; strong oral and written communication skills; ability to work independently and collaboratively; experience collaborating with a variety of community partners and postsecondary institutions; ability to articulate vision of best practice for transition readiness; leadership ability within diverse groups	

[bookmark: _GoBack]Reports to:		Assistant Superintendent

Competencies:	To perform the job successfully, an individual must demonstrate the following competencies:
· Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes information skillfully
· Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; responds well to questions
· Written Communication - Writes clearly and informatively; edits work for spelling and grammar; presents numerical data effectively; able to read and interpret written information
· Organizational Support - Follows policies and procedures; completes administrative tasks correctly and on time
· Judgement - Displays willingness to make decisions; exhibits sound and accurate judgement; supports and explains reasoning for decisions
· Professionalism - Approaches others in a tactful manner; treats others with respect and consideration regardless of their status or position; accepts responsibility for own actions


General Duties:
· Develop a positive public relationship between the school district and community
· Carry out assignments in a timely manner without undue checking
· React positively to directives
· Cooperate with the superintendent, district administration, principals and staff
· Maintain the confidentiality, both verbally and in written form, of each student’s educational record
· Strive to maintain and improve professional competence
· Adhere to School Board of Education Policies and Procedures
· Demonstrate regular attendance and punctuality
· Adhere to the appropriate code of ethics
· Performs other duties consistent with the position as may be requested by the superintendent or designee

Responsibilities:
· Collaborate with Bellevue school counselors to develop and implement a K-12 aligned college and career readiness counseling program
· Facilitate a yearly Job Fair in spring semester for graduating senior class
· Facilitate a yearly College Fair in the fall semester for graduating senior class
· Facilitate a yearly Mock Interview for graduating senior class
· Maintain a data dashboard to monitor Transition Readiness of all high school students
· Facilitate various postsecondary visits for high school and middle school students throughout the year.
· Facilitate various manufacturing visits for high school and middle school students
· Monitor the employment needs of the Northern KY business community
· Collaborate with BHS YSC Coordinator to implement approach to career exploration & development.
· Contact and recruit area employers for the purpose of supporting part-time, summer, and full-time jobs for students while maintaining an active file of job availabilities. Communicate opportunities to students and parents. 
· Assist the District Assessment Coordinator and Director of Academics with submission of local and state student assessment analyses to the principal and superintendent in order to report progress toward transition readiness measures
· Serve as liaison with employers and colleges
· Monitor and evaluate district graduation and completion rates
· Maintain documentation of senior meetings and update regularly, to include a schedule of ongoing parent and student conversations and plans
· Maintain a graduate follow-up system for at least one year for the purpose of data monitoring of success
· Mentor and assist students with preparation activities for college/ career placement
· Provide leadership for scholarship and financial aide programs
· Positively represent the district on selected committees and at transition readiness events
· Provide academic advising services to all students, prioritizing those who are undecided 
· Assist students in selecting course work appropriate to their school levels and career/ academic goals
· Maintain and update Technical Education Database System (TEDS) as required by KDE
