SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: TRANSITION COORDINATOR - AED

BASIC FUNCTION:

Under the supervision of the Director Ill — Alternative Education, interviews and enrolls students
transitioning from District schools to Alternative Education schools; provides information to parents to
assure student success in completing goals; tracks student achievements and progress and submits related
reports; facilitates the return of students to district schools.

REPRESENTATIVE DUTIES:

The following duties are examples of assignments performed by incumbents in this classification. Itisnota
totally comprehensive list of duties, nor is it restrictive regarding job assignments.

ESSENTIAL DUTIES:

Reviews and inputs student data and enrollment documents into an assigned database in accordance with
established guidelines, policies and procedures; receives and processes school district releases for student
Alternative Education enrollment.

Schedules intakes for new students and families to gather and provide information to facilitate student
enrollment in Alternative Education schools.

Researches, evaluates, processes, and complies, student transcripts; accordance with applicable laws, codes, rules and reg

to requests from school districts
regarding enrollment data for past and present students.

Collaborates with appropriate staff to obtain truancy data within community schools; assists legal counsel
with facilitating truancy ~ grade reports.

s and maintains a variety of correspondence, reports, including narrative, quantitative, and statistical

ricates with and provides information to administrators, personnel and outside organizations to
ite activities, resolve issues

and conflicts and exchange information.

Santa Clara County ¢ Office of Education



Transition



Transition Coordinator- AED - Continued

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information.

Dexterity of hands and fingers to operate a computer keyboard.
Seeing to read a variety of materials.

Sitting for extended periods of time.

HAZARDS:
Exposure to dissatisfied or abusive individuals.
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