Job Description
	JOB TITLE:
	Preparing for Adulthood Transitions Partnership Coordinator

	GRADE:
	L

	POST NUMBER:
	TBC

	DIRECTORATE:
	Children’s Services

	SERVICE:
	Education Division

	RESPONSIBLE TO	:
	 Preparing for Adulthood Team Manager

	RESPONSIBLE FOR:
	N/A

	


	This post requires a DBS check:
· Enhanced with Barred list check (Both Adult and Child Workforce).
This post is not politically restricted.

	JOB SUMMARY:	
	The Preparing for Adulthood Transitions Partnership Coordinator will support and coordinate our multi-agency approach to supporting young people aged 14–25 with additional needs as they move into adulthood in line with the SEND and inclusion strategy. 

This pivotal role will work across Children’s Social Care, Adult Social Care, Education, and Health, ensuring that transitions are smooth, timely, and person-centred. The postholder will champion integrated working, helping young people and their families experience a coherent and supportive journey into adult life.

Working collaboratively with transitions officers and partners, the coordinator will drive joined-up activity and a shared commitment to improving outcomes. They will also be responsible for coordinating the Transitions Board, supporting delivery of the transitions plan, tracking progress, and contributing to the development of a unified, integrated system that delivers better outcomes for young people and their families.

	ROLE REQUIREMENTS:
	

	1. 
	Support service leads in the implementation of the transitions delivery plan by monitoring and reporting on progress, identifying and escalating risks or issues, and ensuring regular updates are shared across the partnership.

	2. 
	Responsible for organising and administering the Transitions Board as required including forward planning, checking availability, booking venues, issuing invitations, collating and distributing papers, taking notes, distributing minutes and monitoring follow-up actions as necessary.

	3. 
	Assist in organising meetings, workshops, and events, including preparing agendas, minutes, and follow-up actions.

	4. 
	Maintain accurate records and documentation relating to the transitions programme of work.

	5. 
	Support the day-to-day coordination of PfA transitions activity across services.

	6. 
	Work collaboratively with transitions officers and service leads across Education, Health, and Social Care to ensure coherent and integrated delivery.

	7. 
	Act as a central point of contact for PfA transitions, facilitating communication and problem-solving across agencies.

	8. 
	Support the collection and collation of data to monitor progress against the transition’s delivery plan.

	9. 
	To support all inspection and external evaluations activity, including readiness for inspection and support during inspections including Ofsted (Children’s Services), CQC Inspections and the Special Educational Needs and Disabilities Local Area Inspection. 

	10. 
	Assist in preparing reports, dashboards, and presentations for internal and external audiences.

	11. 
	Support the implementation of new systems and processes that enhance the delivery of PfA transitions.

	12. 
	Promote a whole-system approach to transitions, embedding PfA principles across partnership services.

	13. 
	Support the service lead on the production, coordination, and distribution of reports and other key management documentation. 

	14. 
	To be aware of the councils safeguarding policies and procedures, identifying safeguarding concerns and taking appropriate action including escalation where necessary.

	15. 
	To be willing and able to travel around the borough to meet the requirements of the role. This may include working from a range of settings in line with programme needs.

	16. 
	Ensure full compliance across the role-holder’s area of responsibility with GDPR policy and process ensuring systems and procedures are followed for the correct recording, updating, reviewing and deleting of personal data in all data processing that take places.

	CORPORATE RESPONSIBILITIES
	

	17. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach. 

	18. 
	Facilitate communication between internal teams, partner agencies, and community stakeholders.

	19. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups. 

	20. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and reviewing in delivering the functions of the role. 

	21. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff. 

	PEOPLE
	

	22. 
	Work collaboratively across teams and with partners to build effective relationships with stakeholders and external partners. Understand the needs, processes and practices of the service areas and groups to ensure the needs of the service are met. 

	23. 
	Promote a positive image of Tower Hamlets and represent the Council and other local partners at national and local level, where required, attending and presenting at such conferences, seminars and working parties as may be required.

	FINANCE
	

	24. 
	To undertake a broad range of finance tasks as appropriate (e.g. raise orders, process invoices, monitor payments and track budgets using corporate finance systems) to ensure prompt and accurate payment.

	25. 
	To use the council ‘s electronic procurement system - Proactis, issuing requests for quotation (RFQ) for procuring supplies, services or works as well as awarding contracts. Complying with the Local Authority Transparency Code 2015 and Best Value Improvement Plan which devolves responsibility to key people engaged in the procurement process.

	26. 
	To requisition goods and services required for the operation of the team, monitoring expenditure against the budget and supervising/initiating payments against the budget, ensuring compliance with all Financial Regulations in relation to transactional tasks carried out.

	27. 
	To be accountable for undertaking all duties according to the Council’s agreed policies and procedures, standing orders and financial regulation.

	Service
	

	28. 
	To perform coordination and administrative duties required for the role, keeping timely, clear and accurate up to date records in all forms for work undertaken, including providing information (verbally or in writing) and reporting on work undertaken through supervision.

	29. 
	Ensure full compliance with GDPR policy and process ensuring systems and procedures are followed for the correct recording, updating, reviewing and deleting of personal data in all data processing carried out by the role holder.

	30. 
	To participate in activities linked to quality assurance as part of a culture of continuous learning that enables staff to achieve their full potential and therefore improve outcomes for children, young people and families.

	31. 
	To participate in workforce development opportunities as part of ensuring the relevant qualifications, knowledge and skills to effectively perform the role.

	PERFORMANCE
	

	32. 
	To ensure project key performance indicators and outcomes continuously meet the diverse needs of the project. 

	33. 
	To ensure a comprehensive understanding of the performance data related to the programme and projects support delivery and to use this insight to influence recognition, performance and resources.



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.
Person Specification
	Person Specification for the Post of
	
	
Essential (E)
or
Desirable (D) (if applicable)

	
Method of Assessment
A= Application Form
T= Test
I= Interview

	Knowledge


	Knowledge of current developments and of key national policy drivers, legislation and broader influences related to the role. 
Understanding of local authority structures and partnership working.
Good knowledge and understanding of safeguarding children, young people and vulnerable adults. 
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	Qualifications
& Experience
	GCSE at grades A*- D in English and Maths or certified equivalent. 

Experience of providing administrative duties in a multi-agency or public sector setting.

Ability to manage competing priorities and deliver results under pressure.

Strong organisational and time management skills, with the ability to manage competing priorities.

Excellent communication and stakeholder engagement skills, with the ability to build strong creditable relationships across all levels from senior leadership and partners to frontline teams and community stakeholders.

Ability to confidently present key information in a variety of different ways to different audiences. 
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	Living the TOWER Values sets out the essential behaviours required of all staff.
	
	They are aligned to the organisation’s five TOWER Values
	

	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Building Relationships: Able to form and maintain appropriate professional relationships and boundaries with children, young people and their families.

	E


	A, T & I

	We are OPEN and transparent.

	Clear verbal and written communication skills: With children, young people, families and professional agencies. To use a Restorative and Whole Family approach to empower children and families.
	E
	A, T & I

	We are WILLING to challenge, innovate and be accountable
	Being accountable: For the delivery of own performance; and the delivery of service wide outcomes and outputs.
	E
	A, T & I

	We empower each other to be EXCELLENT and go the extra mile.

	Having purpose and personal motivation: You aspire for excellence in all areas of your work.
	E


	A, T & I

	We RESPECT all communities; they are the heart of everything we do.

	Respecting diversity and being inclusive: Commitment to the principles and practice of equality and diversity in employment and service delivery to the community of Tower Hamlets.
	E

	A, T & I

	Additional Requirements
	Ability to work evenings, weekends, and school holiday periods in line within line with business needs, with notice, unless there is good reason where this is not possible.

To comply with the requirement to carry out a DBS check on this role. 

To comply with the requirements relating to political restrictions for this role.
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