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 North Point Educational Service Center
Job Expectations

TITLE
Guidance Counselor
REPORTS TO
Assigned Administrator/Supervisor
EMPLOYMENT STATUS
Full Time (9 month) and Extended Time when applicable
GENERAL DESCRIPTION
Provide crisis intervention, individual, group counseling, and consultative services to students and their families. 
FLSA STATUS
Exempt

QUALIFICATIONS
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


Education and/or 
•
MA Degree in Guidance and Counseling or higher

Experience
•
Minimum 2 years experience in education

Certificates, Licenses, 
•
Appropriate state of Ohio school counselor certificate/license 


Registrations
•
Valid driver's license

Additional
•
Successfully pass a B.C.I. and F.B.I. background check


•
Good health, high moral character, and good attendance record



•
Language Skills.  Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations; ability to write reports, business correspondence, and procedure manuals; ability to effectively present information and respond to questions from groups of administrators, clients, customers, and the general public



•
Mathematical Skills.  Ability to work with mathematical concepts such as probability and statistical inference; ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations



•
Reasoning Ability.  Ability to define problems, collect data, establish facts, and draw valid conclusions  ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables



•
Other Skills and Abilities.  Ability to apply knowledge of current research and theory to instructional program; ability to establish and maintain effective working relationships with students, peers, parents, and community; ability to speak clearly and concisely in written or oral communication



•
Demonstrate a sincere desire to aid all students

ESSENTIAL
1.
Assist students to develop a positive self-image through efforts to improve their 
FUNCTIONS

self-understanding, self-direction, and skills in problem solving and decision making.


2.
Involve teachers and other school staff members in developing a clearer understanding of the growth and development of students and a learning climate which facilitates that development.


3.
Involve parents in ways which help them understand the educational, career, personal, and social development of their children.


4.
Cooperate and work with administrators, teachers, counselors, pupil personnel specialists, and parents in order to bring into focus a school's total effort for every student.


5.
Coordinate and utilize the resources of school, home, and community to increase the students' opportunities for successful achievement in school.



6.
Contribute to ongoing educational planning by examining the learning conditions and seeking improvement in the learning climate.


7.
Obtain and disseminate occupational information to students and classes studying occupations.


8.
Maintain student records and protect their confidentiality.


9.
Interpret the school’s and guidance program’s objectives to students, parents, and the community at large.


10.
Act as liaison with students, staff, and group facilitators for various counseling groups.


11.
Interview, schedule, and provide orientation for all new students to the building.

12.
Provide counseling through individual and small group situations.


13.
Provide necessary data to make appropriate educational decisions for at-risk and special needs students.


14.
Orient new students to school procedures and schools’ varied opportunities for learning.


15.
Provide students with application, financial aid data, scholarship information, and mailing deadlines.


16.
Network with appropriate city, county, state social services, both public and private.


17.
Review IPC’s  (Individual Career Plans).


18.
Present information about registration/scheduling to students/parents.


19.
Organize and supervise student testing, i.e., ACT/SAT/PSAT, Midwest Talent Search, etc.


20.
Handle schedule changes.


21.
Explain Post Secondary Options program.

22.
Serve as a liaison between home school and vocational school.


23.
Attend to additional duties and responsibilities as assigned.
PROFESSIONALLY
1.
Take part in professional growth activities. (e.g., inservice meetings, course 
RELATED

work, seminars, conferences, etc.)


2.
Demonstrate ability to work with colleagues and strive to maintain good relations among peers.


3.
Perform necessary clerical responsibilities in a timely manner.


4.
Maintain a good attendance record; be prompt and punctual to the work site.


5.
Demonstrate ability to work well independently with little or no guidance.


6.
Adhere to the Center's policies and procedures.  Proper channels are followed in seeking answers to problems.


7.
Open to new ideas and new ways of doing things.


8.
Serve as a role model for students in how to conduct themselves as citizens and as responsible, intelligent human beings.


9.
Help instill in students the belief in and practice of ethical principles and democratic values.

ADDITIONAL

Physical Demands:  The physical demands described here are representative of 
WORKING

those that must be met by an employee to successfully perform the essential 
CONDITIONS

functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


•
While performing the duties of this job, the employee regularly will sit, walk and stand.   Specific vision abilities required by this job include close vision.



Work Environment:  The work environment characteristics described here are representative of those 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.


•
The noise level in the work environment is occasionally quiet to moderate.  The employee is frequently required to interact with the public and other staff.  The employee is directly responsible for the safety, well-being of students.  There may be:



1.
Occasional exposure to blood, bodily fluids, and tissue.



2.
Occasional exposure to unruly students/adults.



3.
Occasional operation of a vehicle in inclement weather.



NOTE:  The above lists are not ranked in order of importance.

These job expectations are subject to change and in no manner state simply that these are the only duties and responsibilities to be performed by the incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the incumbent’s supervisor/appointing authority.
EVALUATION

Performance of this job will be evaluated in accordance with the provisions of the Board's policy.

My signature below signifies that I have reviewed the contents of my job expectations and that I am aware of the requirements of my position. 

Reviewed and agreed to by:  




  Date:  








                  (Employee)
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