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RECRUITMENT & PROGRESSION OFFICER

JOB PACK
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Introducing Harington  
 
Harington is an Ofsted regulated Independent Training Provider, based in North London, working with around 50 young people with learning differences and Education Health and Care Plans, aged 16-25. Our mission is to create an inclusive environment that delivers outstanding personalised education, learning, and support, which leads to further education, employment opportunities, and a fulfilling life for each of our students.   
  
We specialise in horticulture, retail and employability skills. Our students undertake individualised learning programmes and Supported Internships that lead to vocational qualifications and achieving personal outcomes. We support the wellbeing of our young people through providing mentoring, counselling, enrichment and one-to-one support.   
  
Our charity has two learning centres in Highgate and Hornsey. We also operate a gardening business and two charity shops, providing income for our charity, work experience placements for our students and employment for young people. We work with local employers and partners to provide work experience and other opportunities for our students.  

The Role  
  
This is an exciting time to join The Harington Scheme. Following our Ofsted inspection in June 2024, we are proud to have retained our ‘Good’ rating, recognising the high-quality provision and support we provide for young people with SEND. As we continue to grow and develop our programmes and partnerships across North London, we remain committed to ensuring more young people can access meaningful education, employment and progression opportunities.

We are seeking a dynamic, enthusiastic and highly organised Recruitment & Progression Officer to join our team. This is a varied and rewarding role that combines student recruitment, partnership working, employer engagement and progression support for young people and adults with SEND.

The successful candidate will play a key role in promoting Harington to schools, local authorities, employers and external agencies, helping to develop strong referral pathways and sustainable partnerships. They will coordinate recruitment activity, attend transition reviews and careers events, support students and families through progression planning, and help develop opportunities for work experience, employment and positive destinations.

We are looking for someone with excellent communication and relationship-building skills, who is passionate about improving outcomes for young people with SEND. The ideal candidate will be proactive, organised and able to work collaboratively with a wide range of stakeholders to support Harington’s continued growth and success.

Our Benefits   
  
In addition to excellent staff training, our employees are also rewarded with various other benefits offered as part of your employment:   
· Confidential employee assistance programme    
· Cycle to Work Scheme    
· Fully paid for DBS    
· Contributory pension scheme     
  
Confirmation of appointment is subject to a satisfactory 6-month probation period.   

Equality, Diversity & Inclusion   
  
We value diversity and positively welcome applications from all backgrounds. This will help ensure our workforce better reflects the diverse wider community we support. Applicants who declare a disability and meet the minimum criteria for the role will be guaranteed an interview.   
   
Safeguarding   
  
We are committed to safeguarding and promoting the wellbeing and safety of our students and our staff.  We expect everybody working for the Harington to share this commitment. The successful applicant will be required to undertake an enhanced disclosure through the Disclosure and Barring Service for applications of employment as part of our safeguarding procedures.     
  
Some of our positions involve regulated activity relevant to vulnerable children, adults and young people. It is a criminal offence for people who are barred from working in regulated activity to apply for roles that require them to work unsupervised with that particular group. Our vacancies are exempt from the Rehabilitation of Offenders Act 1974.    





How can you apply?    
  
To apply please submit your CV and a personal statement, identifying how you will meet the essential criteria in the person specification.  
  
Please send this to info@harington.org.uk  
  
All offers are conditional and subject to satisfactory pre-employment checks and references including an enhanced DBS check.  



JOB DESCRIPTION

JOB TITLE: Recruitment & Progression Officer
REPORTING TO: Recruitment & Progression Manager
SALARY: £30,580 - £36,670
HOURS: 37.5 hours

ANNUAL LEAVE: 25 days annual leave plus bank holidays (rising to 30 on completion of five years’ continuous service)
LOCATION: Based across Harington sites and community locations across North London, with regular travel to schools, employers and partner organisations.
CLOSING DATE: The closing date for all applications will be 5th July 2026
INTERVIEWS: Interviews will take place on  14th July 2026

Job Purpose
The Recruitment & Progression Officer plays a key role in supporting young people and adults with Special Educational Needs and Disabilities (SEND) to access meaningful education, training, work experience, employment and progression opportunities.
Working as part of the Recruitment & Progression Team, the postholder will lead on developing relationships with schools, local authorities, referral partners, employers and external agencies to support student recruitment, progression planning and positive destinations.
The postholder will promote The Harington Scheme across North London, coordinate recruitment and transition activities, support students and families through the admissions and progression process, and help develop pathways into employment, volunteering, further education and social care provision.
The role includes attending transition reviews, careers fairs, recruitment events and employer meetings, as well as maintaining strong partnerships to ensure students can achieve ambitious and sustainable outcomes.

Main Duties and Responsibilities
Student Recruitment & Partnership Working
1. Promote The Harington Scheme to schools, colleges, local authorities, careers services, parents/carers and external agencies across North London. 
2. Develop and maintain effective working relationships with referral partners, transition teams, SEND professionals and other stakeholders to support student recruitment and progression pathways. 
3. Attend annual reviews, transition meetings, careers fairs, open events and other recruitment or networking events to represent and promote The Harington Scheme. 
4. Coordinate recruitment activity including enquiries, visits, taster sessions, assessments, interviews and enrolment/sign-up processes. 
5. Deliver presentations and provide information to prospective students, families and professionals regarding programmes and progression opportunities. 
6. Support marketing and promotional activities including the development of recruitment materials, case studies, displays and social media content where appropriate. 
7. Maintain accurate recruitment, referral and destination records in line with organisational procedures. 
8. Contribute to achieving recruitment targets and maintaining sustainable student numbers across programmes. 

Student Progression & Transition
1. Support students to identify and work towards ambitious progression outcomes linked to employment, further education, volunteering, independent living and community participation. 
2. Work collaboratively with curriculum staff, job coaches, careers advisers, families/carers and external agencies to plan and support successful transitions for students leaving Harington. 
3. Participate in student reviews and transition planning meetings to ensure timely and effective progression planning. 
4. Develop, implement and monitor individual progression action plans, ensuring that progress is reviewed regularly and shared appropriately with relevant stakeholders. 
5. Support students to explore and access suitable progression pathways and destination opportunities that reflect their interests, aspirations and support needs. 
6. Provide information, advice and guidance to students and families regarding available post-Harington support, services and opportunities. 
7. Support referrals to Adult Social Care, Learning Disability Services and other agencies where appropriate. 
8. Coordinate aftercare support for leavers to help sustain positive destinations and identify additional support where required. 
9. Track and record student destinations and outcomes in line with organisational and funding requirements. 

Employer Engagement & Work Experience
1. Develop and maintain a network of supportive employers across North London to provide work experience placements, supported internships and employment opportunities. 
2. Promote the benefits of inclusive employment and support employers to provide meaningful opportunities for young people and adults with SEND. 
3. Carry out employer visits to monitor placements, review student progress and provide support to both students and employers. 
4. Complete workplace health and safety and risk assessments prior to and during placements in accordance with organisational procedures. 
5. Liaise with employers and external agencies to develop sustainable pathways into employment and community opportunities. 
6. Support the Recruitment & Progression Team with placement sign-up processes, monitoring visits and employer relationship management. 

Administration & General Responsibilities
1. Maintain accurate, up-to-date and confidential records in line with organisational procedures and data protection requirements. 
2. Produce reports, destination tracking information and other documentation as required. 
3. Contribute to the implementation and promotion of equality, diversity and inclusion across all aspects of the role. 
4. Work in accordance with safeguarding, health and safety and all other organisational policies and procedures. 
5. Participate in training, supervision and professional development activities as required. 
6. Work flexibly as part of the Recruitment & Progression Team and provide cover for colleagues where necessary. 
7. Act professionally at all times as a representative of The Harington Scheme. 
8. Undertake any other duties commensurate with the grade and responsibilities of the post. 

PERSON SPECIFICATION

Method of Assessment – A = Application Form, I = Interview, T = Task 
	Criteria
	Essential
	Desirable
	Method of Assessment

	Experience of working in recruitment, education, supported employment, careers guidance or progression support
	✓
	
	A, I

	Experience of working with young people or adults with SEND
	✓
	
	A, I

	Experience of partnership working with schools, local authorities, employers or external agencies
	✓
	
	A, I

	Experience of delivering presentations, information sessions or small group activities
	✓
	
	A, I, T

	Experience of organising or attending recruitment, careers or transition events
	✓
	
	A, I

	Understanding of transition planning and progression pathways for young people with SEND
	✓
	
	A, I

	Understanding of inclusive employment and supported internship pathways
	✓
	
	A, I

	Knowledge of the SEND Code of Practice and Preparing for Adulthood agenda
	
	✓
	A, I

	Ability to build positive relationships with students, families, employers and professionals
	✓
	
	I

	Excellent communication and interpersonal skills
	✓
	
	I, T

	Strong organisational and administrative skills
	✓
	
	A, I

	Ability to manage a varied workload and prioritise effectively
	✓
	
	I

	Good IT skills including Microsoft Office and database systems
	✓
	
	A, I

	Ability to maintain accurate records and produce reports
	✓
	
	A, I

	Understanding of equality, diversity and safeguarding responsibilities
	✓
	
	A, I

	Ability to work flexibly, including occasional evenings and weekends
	✓
	
	A, I

	Full current driving licence and access to transport
	
	✓
	A

	Relevant qualification in information advice and guidance, careers guidance, education, employment support or related field
	
	✓
	A

	Health & Safety qualification or willingness to undertake training
	
	✓
	A, I
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