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JOB DESCRIPTION

	JOB TITLE: 

	Kingsland Secondary Outreach Service – 
Transition Outreach Senior Officer

	DIRECTORATE:  
	Economy, Skills & Neighbourhood
	SCHOOL: 

	Kingsland School


	GRADE:  

	Grade 6 (SCP 23 – 27) 



	JOB PURPOSE:

This is a key role representing Kingsland School across a range of mainstream secondary & primary schools to promote and deliver transitions focused outreach support across the borough of Oldham, developing and modelling good practice to support staff working with pupils at risk of exclusion due to transition demands.
[bookmark: _Hlk31963741][bookmark: _Hlk31963741]
The service works with pupils who have a wide range of needs including pupils who have SEND and/or Social, Emotional and Mental Health (SEMH).

This role involves working in different schools, building positive relationships with staff, pupils, parents and other professionals and being an excellent ambassador for inclusive practice being able to model strategies to support vulnerable pupils.




	
KEY TASKS – Support for Teachers and schools


	1.
	To assist schools to consider the most appropriate service intervention, signposting to other service as appropriate in line with Oldham’s Local Inclusion Support Offer (LISO)


	2.
	Hold a case load, preparing contact and involvement, including reviewing case notes, liaising with others for additional information, evaluating information & supporting relevant assessment


	3.
	Assist in developing and maintaining a positive link between primary and secondary schools and the pupil’s homes, including attendance at multi-agency meetings.


	4.
	Supporting school and staff to implement and evaluate interventions to support transition and to set up of an appropriate learning environment and resources.


	5.
	Supporting both primary and secondary schools to prepare timely transition plans and to implement and evaluate agreed transition processes, utilising consistent agreed LA tools


	6.
	Provide & contribute to training and advice on transition generally, consistent with local area approaches and guidance


	7.
	To be proactive with respect to Safeguarding issues and following relevant policies and procedures.


	8.
	To ensure all relevant systems (e.g. chronologies/documentation) are updated in a timely manner and information/outcomes are accurately recorded.  To maintain a high standard of data quality on SharePoint systems. 


	9.
	To prepare, attend and participate in meetings and decision-making forums eg consultation meetings, PARE meetings, PARE Reviews, EHCP Coproduction meetings, TAF meetings or team meetings.

	10.
	To keep clear and concise records of all consultations, meetings and interventions and to write reports as required & to provide information, reports, data and statistics appropriate to their purpose.


	11.
	Promote positive values, attitudes and good pupil behaviour. Anticipate and manage challenging behaviour, conflicts and incidents whilst encouraging pupils to take responsibility for their own behaviour by supporting staff, and promoting self-control and independence, all in line with established school policies, e.g. school behaviour Policy & the use of Team-teach.

	12.
	Establish constructive relationships and communicate with other agencies /professionals, in liaison with the teacher, to support the achievement and progress of pupils regarding SEND/SEMH.  Take the initiative as appropriate to develop appropriate multi-agency approaches to supporting pupils and staff.


	13.
	To ensure all personal information is confidential and recorded in a secure database, compliant with GDPR.


	14.
	To adopt and embrace required changes and advances in working practices, particularly those which incorporate the use of ICT.


	15.
	To inform the Service Manager of issues interfering with delivering an efficient service. 


	16.
	To attend and participate in learning, training, and development activities, to increase experience and knowledge base in line with outlined performance related and service level requirements.


	
KEY TASKS – General


	17.
	Attend regular team meetings.


	18.
	Attend regular coordination meeting with local authority staff.


	19.
	Represent the needs and views of secondary outreach officers at management and other appropriate meetings.


	20.
	To prepare for and take part in audits and inspections of the service in partnership with service manager.

	 21.
	To build and maintain relationships, both internally within the school and externally within the LA Council and partnership working with external organisations/agencies.  

	22.
	To work with other professionals in a multi-disciplinary setting and ensure work is integrated with other teams or agencies as appropriate with support from service manager.



	STANDARD DUTIES


	1.

	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.


	2.

	To uphold and promote the values and the ethos of the school.

	3.

	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.


	4.

	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.


	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.


	6.
	To attend and participate in relevant meetings as appropriate.


	7.
	To undertake any other additional duties commensurate with the grade of this role.



	CONTACTS:

Colleagues working within the School, Pupils, Parents/relatives/carers, Peripatetic services, Educational Psychologists and other education or health care professionals, Governors, External suppliers





	RELATIONSHIP TO OTHER SOSTS IN THE DEPARTMENT:


	RESPONSIBLE TO:  

	Senior Leadership Team & SOS Manager

	RESPONSIBLE FOR: 

	n/a



	SPECIAL CONDITIONS:

Enhanced DBS clearance is required.




	
	DATE
	NAME
	POST TITLE

	PREPARED

	September 2024
	C Emerson
C Jones
	School Business Manager(s)

	REVIEWED
	March 2025
	C Emerson, C Jones, N Hall
	School Business Manager(s)
Service Manager

	REVIEWED
	Sept 2025
	C Emerson, C Jones, N Hall
	School Business Manager(s)
Service Manager

	REVIEWED
	Oct 2025
	E. Patel, V. Harold
	Headteacher Kingsland, Head of Specialist Services




PERSON SPECIFICATION

Job Title:  Transition Outreach Senior Officer

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications
	
Training in relevant learning strategies e.g. literacy/therapeutic.

Specialist training in relevant area of specialism.

Driving licence free from significant endorsement.
	
First Aid certificate.

Awarded Higher Level Teaching Assistant status.

	
AF / I


AF / I


AF / I

	
Experience

	Experience in coaching staff.

Experience of preparing and delivering resources (age and ability appropriate) to engage with pupils in learning

Experience of effectively using ICT to support learning.

Experience of developing transition & support Plans.

Experience of attending and contributing towards professional meetings, e.g TAF, PARE, reintegration, etc

Experience of advising a wide range of professionals on best practices and interventions 

Experience in training staff and leading on staff meetings. 

3 years plus experience in working alongside vulnerable pupils who have known/ undiagnosed SEND/ behavioural needs.

Understanding of analytical analysis information gathering for identifying trends in challenging behaviour, e.g functional behaviour analysis, ABC’s

Experience of writing professional reports, e.g advice, requests for statutory assessment, supporting statements, interventions reports etc.
	

	
AF / I


AF / I



AF / I


AF / I




AF / I



AF / I



AF / I


AF / I



AF / I





AF / I



	
Skills & Abilities

	Interpersonal skills to build and maintain successful relationships with pupils, treat them consistently with respect and consideration, and to demonstrate an interest in their development as learners.

Communication skills to liaise sensitively with parents and carers, fostering their interests in their child’s development and activities of the school.

To demonstrate and promote the positive value, attitudes and behaviour you expect from pupils with whom you work.

Creative skills to prepare and design learning activities which relate to the National Curriculum, engage and stimulate pupils and are appropriate to the abilities of the pupils which may vary across the class.

Teamwork skills to work collaboratively with colleagues and to carry out your role effectively knowing when to seek help and advice.

Effective organisational skills to work under pressure to complete tasks to potentially conflicting deadlines.

Ability to organise, lead and motivate a team.

Ability to manage performance of a team and to identify training needs.
	

	AF / I






AF / I





AF / I




AF / I






AF / I





AF / I



AF / I


AF / I

	
Knowledge

	Full working knowledge of the policies/codes of practice/legislation relevant to the role, including the promotion of pupils’ welfare.

Knowledge of the National Curriculum and other relevant learning programmes. 

In-depth understanding of child development, their learning styles and cognitive processes. 

Knowledge of the range of appropriate resources available to support learning programmes and engage pupils’ enthusiasm in a variety of educational and social topics.

Understanding of equal opportunities and inclusion, and how they apply in a school setting.

Understanding of how safeguarding and confidentiality are important when working with children and young people.
	Knowledge of a Community language, e.g. British Sign Language, Urdu or Polish 
	
AF / I




AF / I




AF / I



AF / I





AF / I



AF / I



	
Work Circumstances

	
To be willing and able to travel between sites to meet the needs of the school.

To be over 21 years of age and have 1 years’ experience of driving on a full licence. 

To carry out school visits and travel flexibly across the Borough for which you will need an appropriately insured vehicle, including business cover.

Occasional out of hours working to support school functions (e.g. summer working).
	
	
AF / I




AF / I




AF / I


AF / I




Abbreviations: AF = Application Form; I = Interview.

NB. - Any candidate with a disability who meets the
essential criteria will be guaranteed an interview
JD - Secondary Outreach Service
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