

Head of School Liaison, Transition and Progression
	Post:                                            Head of School Liaison, Transition and Progression
Responsible to:                         Assistant Principal: Partnerships and Skills

 Pay scale:                                   SS9 points 35 - 37


Main purpose of the role
The Head of School Liaison, Transition and Progression leads strategies and operations to increase student recruitment by building strong relationships with partner schools, delivering targeted outreach and conversion activities, and supporting applicants to make a successful transition to college. The role also ensures smooth and positive internal progression for current learners, working collaboratively with curriculum teams.  
Specific Responsibilities

School Liaison 
· To successfully build and maintain strong relationships with our partner schools to maximise conversions. 

· To raise the profile of the College, especially amongst groups and in geographical areas that are currently under-represented.  

· Use the data provided by the Admissions team to provide agile and responsive targeted school liaison activities that will maintain and improve target applicant conversion rates.

· To look after students and their families from pre-application to enrolment, providing them with information, advice and guidance to support their decision making, including a programme of keeping warm activities.

· To maintain an accurate and up-to-date database of school contacts.

· To plan, coordinate and deliver the school liaison calendar (from classroom presentations and assemblies to careers events and workshops), to support recruitment and transition advice and guidance; organising diary dates, delivering engaging presentations/workshops, preparing resources, collating event materials. 

· Deliver the school liaison programme, including school assemblies and careers events. 

· To regularly review, revise and implement the School Outreach Activity Guide, ensuring that our partner schools understand and take part in the outreach activities we offer. 

· To work closely with curriculum areas as a school link person to build connections, provide experience opportunities to school students, and help facilitate and enhance the school liaison delivery.

· To support conversion events such as applicant events, Freshers’ Day, Enrolment and Induction, collaborating with key stakeholders to ensure success.  

· To positively promote the College at Open Events and other recruitment events, providing excellent advice and guidance and communicating the values of the College. 

· To help facilitate the admissions process by providing students and schools with essential application information and dealing with application enquiries to assist individuals in making appropriate choices.

· Work closely with the Head of Marketing and Communications on the design and coordination of the Keeping Warm programme for applicants.

· To review, monitor and evaluate on a regular basis the effectiveness of the school liaison programme, and provide regular feedback to the Assistant Principal: Partnerships and Skills, and the Admissions Manager. 

· Manage a caseload of non-standard admissions interviews, as required.  

· Work closely with Head of Marketing and Communications on all conversion events.

Transition
· To plan and implement a successful annual applicant parent/carer event, working with colleagues across the College to ensure the event meets the needs of applicants and their parents/carers. 

· To plan, manage and lead successful parent/carer information events for the parents/carers of new students, working with the Head of Marketing and Communications.

· Oversee the production of a high-quality parent/carer guide for new parents/carers. 

· Support the planning and management of a high-quality induction event for sixth form students.
· Plan and manage a programme of activities to support the transition to college in the first weeks of the academic year. 
· Working with the welfare and supported provision teams, support the successful transition of students with additional learning and support needs. 

Progression
· To coordinate the internal progression process, managing it to completion in a timely manner.
· To plan and implement a successful progressor parent/carer information event, working with colleagues across the College to ensure the event meets the needs of applicants and their parents/carers. 
· To work closely with Curriculum Leaders to ensure that internal conversion progression rates for each course meet college targets. 

· To understand the gaps in progression that exist within the curriculum and work with relevant staff to fill such gaps.

Other 

· Produce an annual plan for the strategy for School Liaison, Transition and Progression. 

· Advise the Assistant Principal: Partnerships and Skills on aspects of school liaison, transition and progression provision that need to be improved and work with them to review, plan and develop that area of provision. 

· To take part in regular professional development as required of the role.  

· To demonstrate an awareness and commitment to equality, diversity and inclusion as well as safeguarding. 

· To carry out any other reasonable requests that may be required from time to time by the Principal and CEO. 

*This job description is just a guide. You will be expected to be flexible, and the role is likely to evolve and develop over time. 

The role is full time, 37 hours per week, with 37 days a year annual leave, plus bank holidays and college closure days. Due to the nature of the role some evening and weekend work will be required, and you will be expected to work such hours that are reasonably necessary for the proper performance of your duties and responsibilities. 
PERSON SPECIFICATION

	JOB TITLE:  Head of School Liaison, Transition and Progression
	

	
	ESSENTIAL


	DESIRABLE

	EDUCATIONAL QUALIFICATIONS / ATTAINMENTS
	A degree or equivalent qualification

	Suitable Advice and Guidance qualification or willingness to work towards this. 


	VALUES
	A commitment to represent and embed a culture of equity, diversity and inclusion across the work of the College.  

An inherent belief in the advantages, benefits and ethos of a post-16 college experience. 

An understanding of and support for the College’s tertiary vision to offer a range of provision that meets the needs of students and wider community.  

An understanding of, and empathy for the demands and challenges students and colleagues face in a college environment.  

A consultative and democratic approach to leadership and management.  

An understanding of the importance of open dialogue and effective communication.
	

	EXPERIENCE REQUIRED
	Experience of working in a large, complex organisation. 

Experience of advice and guidance.

Experience of presenting to groups of young people or adults. 
 

Successful experience of liaison and development of relationships with internal and external stakeholders.

Proven ability to work with parents/carers in supporting young people. 

Proven organisation skills. 


	Experience of admissions interviewing.

	SPECIAL KNOWLEDGE OR TRAINING
	Knowledge of the further education sector  

Proficient in using IT systems 


	Evidence of training linked to supporting students. 

	ABILITIES, SKILLS & PERSONAL QUALITIES
	Ability to navigate and manage challenging situations effectively. 

Ability to work to tight deadlines. 

Ability to make decisions and communicate them effectively with relevant stakeholders.  

An adaptable, flexible and positive approach to work. 

Exceptional communication skills including written, verbal and presentation abilities.  

Ability to use data effectively to inform decision making and drive improvement.  

Excellent administrative and organisation skills. 

Able to manage conflicting demands and priorities. 

Flexibility and adaptability to meet the evolving needs of the role.  


	

	RELATIONSHIPS
	The ability to build effective working relationships with all stakeholders. 


	

	MOTIVATION
	Commitment to continuous development and improvement. 

A commitment to achieve high standards. 

A commitment to take part in staff development and training. 

A commitment to the mission and values of the College. 

	

	SPECIAL CIRCUMSTANCES
	Ability to work evenings and weekends on a planned, occasional basis to support interviewing, school liaison, next steps activities and college Open Events.

Local travel will be required to feeder schools and school liaison events.  Driving licence and own transport is essential.
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