
JOB DESCRIPTION

JOB TITLE:  Guidance Counselor

JOB CODE: GUID-E

Exempt:  Yes Supervisor:  Director of Counseling

Employee Name: 

SUMMARY:   Responsible for providing counseling and advisement services to students, teachers, and 
families to develop personal, religious, social, emotional, educational and/or vocational skills and values.

ESSENTIAL DUTIES AND RESPONSIBILITIES:  includes the following.  Other duties may be 
assigned. 

 Identify and develop creative intervention methods and procedures to adapt effectively to unusual 
situations; participate in coordination, monitoring and reporting student interventions.

 Serve as a resource specialist for teachers and parents regarding counseling needs.
 Work with students, parents, and staff in a compassionate and productive manner as an advocate.
 Work with students on a variety of social/emotional issues; as well as college and career research. 
 Classroom guidance activities
 Serve as a liaison to school staff and outside resources; maintain consistency and continuity in the 

school’s response procedures.
 Provide guidance to teachers in working with student issues and implement an effective referral and 

follow-up process.
 Demonstrate exceptional counseling techniques including documentation and student tracking.
 Provide appropriate information to staff related to the comprehensive school counseling program.
 Assist teachers, parents/guardians and other responsible parties in interpreting and understanding 

student data.
 Monitor and supervise student activities as appropriate.
 Maintain confidentiality of school records and other student information.

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily.  

Strong interpersonal and communication skills; well-developed organizational and collaborative skills. We 
are looking for a true team player.

The requirements listed above are representative of the knowledge, skill, and/or ability required.  
Reasonable accommodations may be made to enable individuals with qualified disabilities under the 
Americans with Disabilities Act to perform the essential functions of this position.

EDUCATION AND/OR EXPERIENCE:  Requires Master’s Degree (School Counseling preferred) or the 
equivalent in education and experience. 

OTHER SKILLS AND ABILITIES:  Knowledge of Naviance, career/college search programs, master 
scheduling helpful, but not required.
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