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Transitions Officer
37.5 hours per week / 40 weeks per year (Term Time Only)
Fixed term September 2026 - July 2027
£24,383 to £26,932 (actual salary for working a full academic year)


We are recruiting a Transition Officer to support a smooth transition for students who will be studying at Nescot.  This role will include working with Senco’s in schools, supporting them to understand the Nescot offer, identifying students who require more support with their transition and implementing a transition package for these students.

Please note this role is to start in September 2026

What we are looking for:
· Ability to work in a small team 
· Able to use your own initiative and make decisions
· Confidence to act as an ambassador for the college, with knowledge and professionalism
· To be adaptable to the needs of students
· Good organisation and presentation skills and confidence using IT for administrative tasks
· Experience of supporting students with special educational needs including SEMH.  
· GCSE or equivalent in Maths and English at grade C or above or evidence that you can support students to study at this level
Duties/responsibilities:
· Build trusting professional relationships with school SENCOs
· Liaise with parents and carers
· Share best practice with curriculum staff
· Attend Annual Reviews for School Links students, as required
· Arrange bespoke transition visits, as required
· Attend open days and transition events for feeder schools and Local Authorities
· In class support to students and act as an advocate
· Help students develop study skills and grow their independence
· Contribute to monitoring of students 
· Work with the Careers Team to support students moving on from College into Supported Internship, employment or further study.

Benefits:
· A discounted on-site gym, sports hall, fitness class, Starbucks, osteopathy and day nursery
· 5-minute walk from Ewell East Station
· Blue Light Discount
· Free online qualifications
· Free parking on-site
· Eye care voucher


Nescot is graded ‘Good’ by Ofsted following its latest inspection in January 2023. Inspectors rated the College as Good in all 8 aspects. The report recognises that students “enjoy their courses and are motivated to succeed”, and benefit from “highly supportive relationships” with staff. Safeguarding arrangements are “effective” with regular training for staff, and leaders have in place “an effective policy for safer recruitment.”

At Nescot, we’re proud of our inclusive culture and we welcome all applications.
This college is a smoke-free campus—smoking and vaping are not permitted anywhere on campus.

This role is employed through Nescot Enterprises Ltd, a wholly owned subsidiary of Nescot which operates different terms and conditions.

Closing date 15th July 2026 (we reserve the right to close this advert earlier than advertised so we recommend you submit your application at your earliest convenience)

Interviews expected to be held 22nd July 2026 
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Job Description

	Position Details:

	Title:
	Transitions Officer

	Department:
	Learning Support

	Fraction:
	Term Time Only

	Status:
	Fixed term until 31/07/26

	Grade:
	LSA 2 6-11

	Child/Vulnerable Adult Contact:
	YES



	Reporting / Department Details:

	Responsible to:
	Learning Support Co-ordinator (14-16s, school links and transitions)

	Functional links with
	Head of Departments, Curriculum Managers, Department Learning Support Assistant, Student Mentors




	Job Purpose:

	
· Develop and maintain effective links with feeder schools, particularly SENCOs, to promote a clear understanding of the Nescot offer and support well-planned, person-centred transition for learners with SEND.
· Identify prospective students who require enhanced transition support, ensuring early planning aligned to EHCP outcomes and Preparation for Adulthood pathways.
· Design, coordinate and implement bespoke transition packages, including individualised visits and activities, to support confidence, independence and successful progression into college life.
· Work collaboratively with parents and carers, schools, curriculum teams and external agencies to ensure continuity of support, effective information sharing, and a co-produced approach to meeting learner needs.
· Attend Annual Reviews, where required, contributing to person-centred planning, reviewing progress against EHCP outcomes, and supporting clear progression pathways.
· Ensure curriculum teams are well informed about transitioning learners, enabling effective preparation, appropriate reasonable adjustments, and a smooth transition into learning programmes.
· Prepare and share high-quality learner documentation, including one-page profiles, ways of working, and additional learning support information, to support consistent and effective practice across teams.
· Provide targeted in-class support, where appropriate, and act as an advocate for learners to ensure their voices are heard and barriers to learning are minimised.
· Monitor and review the transition period and early stages of learners’ college experience, contributing to the tracking of progress, identification of emerging needs, and timely interventions through a graduated approach.
· Support learners to develop independence, resilience and self-advocacy skills, in line with Preparation for Adulthood outcomes.
· Work in partnership with the Careers Team and external agencies to support progression into Supported Internships, employment or further study.
· Represent the college at open days, transition events and Local Authority engagement activities, promoting inclusive recruitment and progression pathways.
· Provide effective administrative support for the School Link Programme, ensuring accurate records, strong communication and efficient processes.




	Main Duties and Tasks:

	

· Develop and sustain effective, professional partnerships with school SENCOs, ensuring robust transition planning, timely sharing of information, and continuity of support in line with EHCP outcomes and Preparation for Adulthood pathways.
· Work collaboratively with parents and carers as key partners, maintaining open, respectful communication that promotes co-production, supports informed decision-making, and strengthens positive outcomes for learners.
· Attend and contribute to Annual Reviews for school link students, as required, ensuring a person-centred approach, accurate review of progress against EHCP outcomes, and clear next steps that support progression and independence.
· Plan, coordinate and deliver bespoke transition programmes, including individualised visits and activities that reduce barriers, build confidence, and support learners to successfully integrate into college life.
· Liaise closely with curriculum teams to ensure they are well informed about transitioning students, enabling effective preparation, appropriate adjustments, and a smooth start to learning programmes.
· Represent the college at open days, transition events, and Local Authority engagement activities, providing clear, accurate information about provision and promoting inclusive progression pathways.
· Provide targeted in-class support and act as an advocate for learners, ensuring their voices are heard, reasonable adjustments are implemented, and they are fully included in all aspects of college life.
· Support learners to develop independence, resilience, and self-advocacy skills, in line with Preparation for Adulthood outcomes, including employment, independent living, community inclusion, and health.
· Contribute to the ongoing monitoring and review of learner progress, using a graduated approach to identify needs, evaluate support strategies, and inform timely, outcome-focused interventions.
· Work in partnership with the Careers Team and relevant external agencies, supporting effective transition into Supported Internships, employment, or further study, and ensuring learners are well prepared for their next steps.
· Prepare and maintain high-quality learner documentation, including one-page profiles, ways of working, and additional learning support information, ensuring accuracy, accessibility and effective communication across teams.
· Provide administrative support for the School Link Programme, ensuring records, communications and processes are well organised, compliant, and support effective operational delivery.
· Participate in departmental meetings and staff development activities, contributing to a culture of continuous improvement and high-quality SEND provision.
· Demonstrate a clear commitment to continuous professional development (CPD), ensuring knowledge and practice remain current with SEND legislation, Ofsted expectations, and emerging best practice.
· Undertake any additional duties commensurate with the role, as reasonably requested, to support the needs of learners and the wider service




	
Personal Development:

	
· Participates in, and co-operates with, own Performance Review Interview to ensure that job-related targets are met and on going staff development in line with Nescot’s aims.
· To carry out Continuing Professional Development (CPD) relevant to the role, including subject or professional updates.
· Staff at Nescot are required to complete mandatory online training modules to ensure the highest standards of education and safety. This training covers (but not limited to) child protection, health and safety, first aid, fire safety, safeguarding, and data protection. Additionally, staff may be required to undertake training specific to their role. This ongoing professional development is essential for maintaining a positive and supportive environment.

	Equality and Diversity and Nescot Values:

	
· It is the responsibility of the post holder to promote equality and diversity, Nescot Enterprise values and recognition of diversity throughout Nescot Enterprises.
· To follow and adhere to Nescot’s Equality and Diversity policy at all times. 

· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to equality and diversity and Nescot Enterprise values.




	Safeguarding and PREVENT Responsibilities:

	
· It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of students within Nescot Enterprises.

· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to safeguarding, PREVENT and promoting the welfare of students.




	Additional Duties:

	
· To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within Nescot Enterprises at the initial place of work or any other of the College Group sites within the area.




	Health and Safety:

	
· Under the Health & Safety at Work Act 1974, whilst at work, you must take reasonable care for your own health and safety and that of any other person who may be affected by your acts or omissions.  In addition, you must co-operate with the College on health and safety and not interfere with, or misuse, anything provided for your health, safety or welfare. 
· The Health and Safety Policy is available through Sharepoint, your line manager or via Onboarding .

· This college is a smoke-free campus—smoking and vaping are not permitted anywhere on site.

	Terms and Conditions of Nescot Enterprises Ltd:

	
· Please note that this is a post under Nescot Enterprises which has different terms and conditions to that of the College







	Annual Leave and Hours of Work:

	
· Full time hours of work are 37.5 hours per week, normally worked Monday – Friday 8.45 am – 5.15 pm.  Part time or casual hours will be as agreed.

· For full time staff annual leave is 25 days plus Bank Holidays plus 5 efficiency days taken at Christmas when the College is closed for 2 weeks.  Part time staff’s annual leave will be pro rata. Please note that it is expected that post holders will take their annual leave at times convenient to the department and its students, which will normally therefore be at times when students are not in College.

	Pension

	
You have the right to join the NEST scheme and you will be automatically enrolled into the NEST Government Workplace Pension Scheme should you meet the required criteria of an eligible job holder. You may elect to opt out if you wish.




This job description is current as dated.  In consultation with the post holder it is liable to variation by the College to reflect actual, contemplated or proposed changes in or to the job.
UPDATED BY:		                       Date: June 2026

UPDATED BY:		                        Date: June 2026


	


PLEASE CONTINUE FOR PERSON SPECIFICATION










	Person Specification – 

	
	Essential
	How Identified*
	Desirable
	How Identified*

	Experience
	Previous experience of working with or supporting young people to learn in an educational setting.

Worked successfully within a team.

Ability to prioritise work effectively.

Worked with a range of professionals.

	A/I







I



I




A/I
	
	







	Skills and Abilities
	Understanding of and empathy with students who SEND.

Excellent organisational and administrative skills.

Confidence using IT skills for administrative tasks.

Willingness to work flexibly across a range of vocational areas, subject contexts and with a wide variety of people.

	A/I




I





I




I
	
	



	Qualifications
	Minimum grade C or 4 in GCSE Maths and English or equivalent

If you do not hold these qualifications in English and Maths you will be asked to show how your experience would help you support students to study at this level
	A/T

	
	

	Personal Qualities
	Excellent interpersonal and negotiation skills so as able to form effective working relationships with young people and a wide range of professionals

Has a clear understanding of equality and diversity and Nescot values and takes appropriate action to make improvements

Able to work on own initiative and as directed

Has the ability to empathise with and motivate, students who have emotional, cognitive or other difficulties which may impact on their learning



Has awareness of equality and diversity and NEL Values which is promoted within your role

Commitment to continuing professional development

Commitment to safeguarding, PREVENT and promoting the welfare of learners 

The required health and physical capacity to carry out the relevant administrative activities, after NEL has made such adjustments as may be required under the disability provisions of the Equality Act 2010

Commitment to energy management and sustainability
	A/I










I









I





I











I





A/I




A/I





M










I
	
	

	KEY

	A = Application Form
	I = Interview
	O = Observed Teaching   Session
	T = Test
	M = Medical Questionnaire
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If you have any queries please do not hesitate to contact us on jobs@nescot.ac.uk





