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Job Description 
 
 

         

Title:   School Transition Liaison Specialist 
       
Position Type:   exempt  

 
General Scope of Duties:  This School Transition Liaison Specialist position will focus on 
developing collaborative partnerships with local school districts and other agencies to achieve 
effective and timely school transitions that promote inclusive options for regional center children. 
They will support the inclusive transitions to preschool or kindergarten and promote best practices 
across school age. The position will help the regional center maintain internal special education 
expertise, establish procedures and policies that further the recommendations of the statewide Part 
C to B for CA Kids Workgroup, established pursuant to Senate Bill 75, to improve family 
engagement and supports during the transition to and within  educational services. This position will 
be the content expert for special education services policies and local implementation. 
 
 

Responsibilities: 
 

Examples of duties that this position may be responsible for include: 

  
1. Serving as the regional center’s primary point of contact for interagency collaboration 

regarding school transitions of clients up to age 5;  

2. Facilitating coordinated efforts within the regional center to meet Part C to B transition 
requirements;  

3. Establishing recommended practices for family engagement during transitions, in 
collaboration with the regional center’s diverse communities and stakeholders. This 
includes gathering information about families’ concerns and/or the barriers faced during 
transition and recommending changes; 

4. Be the content expert for special education services including but not limited to:  IDEA 504 
plans  inclusive best practices; 
 

5. Assisting with regional center efforts to improve family connections with Local 
Educational Agencies;  

6. Educating families on the school transition process; active IEP engagement; 

7. Assisting the regional center with the development of materials that regional center staff 
can use to improve the transition and school advocacy processes;  

8. Identifying promising inclusive transition practices to assist the regional center;  
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9. Monitoring implementation and supporting the continuous improvement of the transition 
policies and procedures outlined in local memorandums of understanding (MOU) 
between the regional center and Local Educational Agencies;  

10. Participating in regular Part C to B coordination calls with the Department; 

11. Completing reports, input data and perform clerical functions as related to this position; 

12. Actively participating in Agency or community committees, work groups, and task forces as 
appropriate; and, 

13. Other duties as assigned by the Director of Clinical Services or the Executive Director of 
Redwood Coast Regional Center. 

 

Minimum Qualifications: 
 

 A Bachelor’s Degree from an accredited college or university in special education, social work, 
psychology, sociology, public health, or other related field. Three years of full-time paid community 
organization or related experience. Preference will be given to experience in an agency serving 
people with developmental disabilities. 

 
 

Knowledge/Abilities: 
 

 Ability to convey complex information and ideas (including policies, procedures, regulations and 
expectations) to diverse groups clearly, concisely, verbally and in writing.  

 Basic understanding of current legislation and regulations as it relates to the development, 
implementation and evaluation of services for individuals with developmental disabilities. 

 Knowledge of resource development, as it relates to developmental disabilities and generic 
public resources. 

 Ability to comprehend and interpret statutes, regulations, directives, policies and procedures. 
 Communicate in front of schools, vendors and community partners with a broad spectrum of 

business and professional expertise. 
 Demonstrate empathy, respect and support cultural awareness.  
 Ability to establish long term working relationships with schools, service providers and 

community agency personnel. 
 Ability to organize self and set priorities in an environment with competing demands and 

pressures to be most effective in dealing with large amounts of work in a fast-paced 
environment. 

 Ability to deescalate situations in a calm, proactive manner. 
 Ability to identify and analyze problems.  
 Competency with word processing, email, SANDIS, Excel, and other basic computer programs.  
 Maintain strict adherence to all confidential laws related to client information. 
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Other Requirements:  
 

This position requires reliable transportation, possession of a valid drivers’ license, minimum vehicle 
insurance as prescribed by law OR the ability for independent transportation.  

 

This position requires extensive sitting in office settings, for meetings and travel. Frequent walking, 
standing, and occasional lifting of up to 20 lbs with occasional bending, stooping, reaching and 
stretching to complete work duties is required. Adequate manual dexterity and coordination for 
operation of an automobile, computer and other standard office equipment is required for this position. 
Hearing and vision corrected to normal range. Any of the above may be met with reasonable 
accommodation. 
 
This position requires the ability to work under pressure of deadlines within a fast-paced 
environment and to cope with complex and often stressful situations, along with availing oneself to 
after-hour emergency on-call concerns. 
 

Travel: 
 

Extensive local and regional travel, including occasional overnight trips, is required for this position. 
 

Responsible to: Director of Clinical Services 
 
 

See Attached List of Core Competencies 
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School Transition Liaison Specialist 

Core Competencies and Responsibilities 
 
 

1 Knowledge of Developmental Disabilities and This Position’s Responsibilities 
 

 Represents the Redwood Coast Regional Center in a professional and positive 
manner. 

 Employs person centered thinking principles including, but not limited to, focusing 
on the individual’s strengths and capacities, shared responsibilities, and 
supporting the individual in making decisions based on their individual needs, 
preferred life style, culture, hopes and dreams. 

 Interacts professionally with clients, families, allied agencies, and service 
providers. 

 Demonstrates a strong understanding of developmental disabilities and the 
social, emotional, physical, and psychological impact of such on the individual 
and their family. 

 Demonstrates a basic understanding of family systems, human dynamics, and 
the stages of grief and the ability to empathize while maintaining professional 
boundaries. 

 Demonstrates a clear understanding of the rights and responsibilities of the 
public school system (including IDEA, ADA 504, inclusive practices and 
grievance procedures) and the child welfare system when working with children 
and transition age youth. 

 Demonstrates a good working knowledge of local resources and supports 
relative to one’s area of responsibility. 

 Clear understanding of School Transition Liaison Specialist responsibilities and 
ability to fulfill them timely. 

 
 

2 Teamwork 
 

 Promotes and demonstrates RCRC’s Mission and Vision. 

 Shares information, advice, and suggestions to help others to be more 
successful. 

 Ability to function autonomously when needed within parameters of job and 
utilize prudent, professional judgment and seek assistance when needed by 
consulting with supervisor or other management. 

 Maintains working relationship with one’s supervisor through regular consultation 
sessions and by keeping them apprised of any situation for which there is 
elevated concern.  

 Promotes cooperation with other work units, Agency departments, and allied 
agencies. 
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 Demonstrates the ability to initiate, and engage in, effective working relationships 
with members of other agencies and departments in order to promote successful 
outcomes for the clients served by Redwood Coast Regional Center. 

 

 
 

3 Adaptability/Dependability 
 

 Ability to maintain professional boundaries and demeanor even under pressure 
and during difficult situations. 

 Independently prioritizes work responsibilities to meet client and Agency needs, 
along with expected outcomes and deadlines. 

 Demonstrates openness to new organizational structures, procedures, and 
technology. 

 Takes personal responsibility for one’s own job performance and demonstrates a 
commitment to professional growth and development through ongoing 
participation in training and literature review. 
 

 

 

4 Communication Skills 
 

 Exhibits excellent verbal and written communication skills. 

 Exhibits actively listening skills when receiving input on other’s ideas and/or 
concerns. 

 Demonstrates good knowledge of alternative, age appropriate and person 
centered communication strategies when interacting with individuals with 
developmental disabilities, whether communication in person, on the phone, or 
via written communication. 

 Ability to effectively communicate with a variety of people (e.g., families, clients, 
community professionals) in a jargon free and culturally sensitive manner. 

 Clearly communicates information to team members, providers and others about 
actions necessary to provide best service to clients and meet Agency, state and 
federal mandates and/or policies/procedures. 

 Provides timely updates and the sharing of information and decisions in a 
manner.  

 
 

5 Judgment 
 

 Demonstrates a solid working knowledge of the Lanterman Act, Title 17 
regulations, federal laws/regulations (e.g., Part C to B), and Agency policy and 
procedures as this position.  

 Demonstrates the ability to make sound decisions and develop action plans that 
are consistent with best practice for clients, person centered principles, and the 
Agency’s mission and vision. 

 Engages in difficult situations in a calm and positive outcome-focused manner. 
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 Demonstrates professional ethics in all aspects of work including, but not limited 
to, confidentiality, honesty, respectful demeanor, and accountability for one’s 
actions. 

 Demonstrates the ability to identify when additional information is needed to 
clarify a situation or to make a decision and seeks to obtain clarity from the 
appropriate person or entity. 
 

6 Proactive 
 

 Anticipates possible problems and develops contingency plans in advance. 

 Identifying what needs to be accomplished and takes action before being asked 
or the situation requires it. 

 Quickly identifies the central or underlying issues in a complex situation. 

 Approaches challenging tasks with a "can-do" attitude. 
 

7 Organization 
 

 Can effectively handle several problems or tasks at once. 

 Independently prioritizes work responsibilities to meet client and Agency needs, 
along with expected outcomes and deadlines. 

 

8 Computer/Technical Skills 
 

 Responds to phone calls and emails in a professional and timely manner, 
generally within 48 hours. 

 Displays proficiency using standard office equipment such as a computer, fax, 
photocopier, scanner etc. 

 Demonstrates a solid working knowledge of the computer programs and 
information systems required for the completion of one’s work responsibilities 
including, but not limited to SANDIS and its various modules, ADP, Microsoft 
Outlook, Excel, and Microsoft Word. 

 


