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JOB DESCRIPTION

POSITION NAME: SECONDARY SCHOOL COUNSELOR
CLASSIFICATION: EXEMPT, CERTIFIED
REPORTS TO:
BUILDING ADMINISTRATOR(S)
CHIEF ADMINISTRATOR
BOARD OF EDUCATION
EFFECTIVE DATE:  3/23/2023
 
QUALIFICATIONS/PERSONAL CHARACTERISTICS:
1. Demonstrates aptitude for successful fulfillment of assigned responsibilities
2. Supports and fosters Christian uniqueness of system
3. Uses gospel values as the basis for decision-making
4. 	State of Iowa Teaching License with Endorsement in Professional School Counselor 5-12 or Professional Service License with Endorsement in Professional School Counselor 5-12
 
DUTIES/RESPONSIBILITIES:
1. Create and maintain a comprehensive counseling program that is grounded in ASCA and ISCA professional standards and ethical guidelines and addresses the following:
a. Academic planning, including helping students sign up for their class and complete graduation requirements; checking graduation progress regularly; and connecting with students, families, and staff to address academic barriers and find solutions.
b. Social and emotional development, including brief and short-term individual and group counseling, classroom instruction, and active participation in school activities inside and outside the school building 
c. College and career readiness, including collaborating with the College and Career Program Director.
d. Collaborating with the Mental Health Support Coach to refer students and families to community resources as needed.
2. Support and promote the philosophy of Catholic education and contribute to building a spirit of unity within the school and the Cedar Valley Catholic Schools System.
3. Comply with rules and objectives of the school, Cedar Valley Catholic Schools, and the Archdiocese of Dubuque.
4. Utilize data to inform decision making, advocacy, and planning.
5. Create a collaborative environment with students, school staff, families, and stakeholders in order to meet the needs of individual students and the school system.
6. Collaborate with other Student Services staff to identify barriers to individual student success and help the student respond to those barriers.
7. Aid in the enrollment process for new students and work with the student, family, and other stakeholders to ensure the student is set up for success.
8. Work with the administrative and building leadership team to prevent student dropout.
9. Actively engage with students throughout the school day and in a variety of school environments.
10. Work with teachers and other staff members to familiarize them with the general range of services offered by the Student Services Department and to improve the educational prospects of all students.
11. Interpreting the school and counseling program’s objectives to students, families, and the community at large.
12. Attend professional development and participate in professional learning opportunities throughout the year to continuously incorporate best practices in the counseling program.
 
SUPERVISES:
NA
 
 
The physical demands and work environment characteristics described above are representative of the physical capabilities that must be met by an employee and the working conditions that an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
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