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FNSBSD JOB DESCRIPTION 

Job Title: Golden Heart Academy (GHA) Transition Coordinator 

Supervisor: Director or Alternative Programs Classification: Salary, 
Non-Represented 

Days/Months: 10 Months Grade: 5 
 
Job Summary 
The GHA transition coordinator is an educational advocate serving as a liaison between 
students who are transitioning out of the Fairbanks Youth Facility (FYF) and the school or 
program in which the student will be enrolling or entering.  
 
Essential Job Functions 
Serves as liaison between teaching staff and state staff at the facility. 
 
Develops a comprehensive academic transition plan, including a graduation plan, in conjunction 
with FYF, students, families, and the receiving school for students returning to local schools.  
 
Develops a student portfolio and a personal learning and career plan (PLCP) for each student 
with the FYF staff utilizing AKCIS. 
 
Provides coordination of curricula between FYF and local receiving school to ensure continuity 
of instruction. 
 
Provides information about local schools to GHA students and their families. 
 
Provides assistance with credit recovery. 
 
Provides precise information to receiving schools about students’ special needs (IEP or 504 
plans). 
 
Provides an educational summary that includes a clear description of students’ academic skills 
to schools outside the FNSBSD. 
 
Manages the budget for the Title 1 Neglected and Delinquent Competitive Grant; collects grant 
data and writes annual grant evaluations. 
 
Identifies community resources to address student needs. Identifies and coordinates with 
community resources and GHA to provide students with career exploration activities, personal 
enrichment, and certification or college credit opportunities.  
 
Provides tutoring and 1:1 assistance to students who are in GHA. 
 
Administers testing (i.e., WRAT, SBAs, TABES and others as needed) and career interest 
inventories (i.e., paper inventories or AKCIS resources).  
 
Creates documents, pamphlets, and brochures. 
 
Commutes to various schools within the FNSBSD for meetings. 
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Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Usual office equipment, including computer and printer; use of email. 
 
Independent Decisions 
Makes independent day-to-day decisions as they relate to students and transitioning them out of 
the FYF facility and into a school. Must adhere to strict confidentiality requirements for student 
records, both educational and legal. 
 
Primary Working Contacts 
Works closely with the education and state staff at FYF, students, families, school personnel at 
receiving schools, mentors, community agencies, CTC/UAF staff, and the director of alternative 
programs. 
 
Responsibility for Cash, Equipment, Safety 
Minimal cash responsibility. Tracks equipment and other resources related to the transition 
program. Helps ensure the safety of students as required by the district and the law. 
 
Supervision Received and Exercised 
Reports directly to the director of alternative programs, who is responsible for this employee’s 
evaluation, but also works under the guidance of the FYF superintendent and his or her 
appointees. This position does not directly supervise any other employees. 
 
Unusual Working Conditions 
Workload may be stressful. Primary work location will be in the FYF with some work taking 
place in the schools. Will most likely share office space with others. Attendance at evening and 
weekend meetings may be required. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
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Job Qualifications 
The following are required: 

1. Bachelor's degree in education or related field. 
2. Three (3) years of experience working with schools and at-risk students required to 

include experience working with career technical education providers. 
3. Knowledge of various school-district based programs, career technical education 

providers, community agencies, graduation requirements, and curricula options. 
4. Strong verbal and written communication skills in English; proficient in use of personal 

computer and various software programs; strong organizational and interpersonal skills; 
and accounting/recordkeeping skills sufficient to manage grant budget. 

5. Ability to follow the requirements of a grant and collect data on the work performed.  
6. Ability to work with community agencies and educational institutions in developing a 

transition plan for students leaving Fairbanks Youth Facility (FYF).  
7. Ability to work with correspondence courses and computer-based courses.  
8. Ability to correspond with a wide range of people in writing, verbally, and via email. 

 
The following are preferred: 

1. Experience working with grants. 
2. Working knowledge of juvenile justice systems. 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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