                                          Transition Specialist Job Duties
Intraschool Linkage

· Disseminate transition information to teachers/administrators 

· Assist families, parents, and students to access transition services 

· Serve as a liaison between post-secondary agencies and local educational agency 

· Present in-service training 

 

Interagency/Business Linkages
· Identify, establish, and maintain linkages with community agencies 

· Write cooperative agreements 

· Facilitate referrals to other agencies 

· Lead interagency transition meetings 

· Link students with postsecondary special support coordinators 

Assessment and Career Counseling
· Coordinate the develop career awareness and exploration activities as part of the career counseling process 

· Collaborate with school counselors for student participation in activities such as career and job fairs, job shadowing, mentorship’s 

Transition Planning
· Identify transition services provided by community agencies 

· Attend and participate in team and IEP meetings 

· Identify appropriate assistive technology 

· Hold transition planning meetings for all juniors second semester to ensure graduation and post high plans 

· Teach IEP Attendance and Participation and futures planning to 9th grade students 
· Develop, monitor, maintain transition folders for students Gr. 8-12 

· Coordinate admissions testing, visit, and appointments for students interested in attending Northcentral Technical College 

 

Education and Community Training 

· Train special education teachers and employers to understand the need for self advocacy 

· Participate in the planning of curriculum and teaching of senior high EBD students in life centered skills 

· Coordinate school and community work-based learning opportunities (job shadowing, internships, work experience) 

· Serve on Northcentral School to Career Partnership Special Needs Committee 

· Teach students how to use public transportation 

· Conduct mock interviews 

Family Support and Resource
· Develop and provide parent support group and training K-12 level 

· Promote understanding of laws, eligibility requirements, availability of services 

· Assist students and families in understanding the system and accessing services 

Public Relations
 

· Develop business partnerships 

· Promote work-based learning opportunities with businesses 
· Coordinate/sponsor transition fairs 

· Disseminate information to parents, teachers, students 

· Provide transition awareness events and presentations to employers, teachers, students, and Marathon County Transition Advisory Council 
· Develop business partnerships such as guest speakers, field trips, and mentorship programs 

· Serve on a variety of community, business, and human service committee 

Program Development
 

· Develop process in transition planning 

· Assess maintain guidelines, programs, and procedures related to successful transition 
· Develop and manipulate transition curriculum 

· Revise procedures and forms as needed 

· Collaborate with inter and intra agencies for program development 

· Propose new ideas for grant development 

Program Evaluation
 

· Identify gaps in transition services 

· Devise evaluations 

· Analyze and use information from evaluations 

· Conduct follow up study on students who exit the school program 

