
District Position Description 

 
 
 

Position Title: Transition Specialist 
Department: Adult Education 
Reports To: Director of Adult Education 
FLSA Status: Exempt 

 
SUMMARY:   
Responsible for  implementing a support and student recruitment plan coordinating services and 
collaborating with the school community, local agencies (DSS, One-Stop, Armed Forces, local technical 
colleges, and the business community) to guide, counsel and appropriately place students who complete 
their goals in the Adult Education Program. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

counsel 



 Arranges on-site campus visits to technical colleges. 

 Schedules with the technical college the student administration of the COMPASS test at the local 
adult education site. 

 Provides student assistance with financial aid information and forms to be completed. 

 Guides adult education students through the application process. 

 Maintains a student database to include contact/attendance and student placement. 

 Works in tandem with the adult education teachers and staff to promote students achieving their 
goals. 

 Maintains complete and accurate records/reports of the program, and prepare such reports as may 
be required by the S.C. Department of Education, Office of Adult Education.



and maintain effective working relationships with students, staff and the school community. Ability to 
speak clearly and concisely both in oral and written communication. Ability to apply knowledge and 
current research and theory in the literacy. Ability to organize and implement a flexible work schedule in 
order to meet reporting deadlines.  Ability to self-monitor and manage multiple tasks while working 
individually and with members of a group.  Ability to submit all requested reports and documentation in 
a timely manner and in accordance to scheduled deadlines. Some extended hours and multiple demands 
from several people are frequently required of the employee. Computer literacy required (Microsoft 
Office Suite).  
 
PHYSICAL DEMANDS:  


