
BURBANK UNIFIED SCHOOL DISTRICT 
  
 
CLASS TITLE:  GUIDANCE/PROGRAM TECHNICIAN II 
 
 
BASIC FUNCTION:   
 
Under the direction of an assigned supervisor, perform a variety of specialized guidance, 
technical, and programming duties in support of administrators and counselors, in a variety of 
areas to sustain a quality counseling/guidance program; advise and confer with students, 
teachers, counselors, administrators, parents and others; provide technical support to all 
administrative, guidance and classified staff in the use of the computerized student information 
system. 
 
 
REPRESENTATIVE DUTIES: 
 
 In consultation with administrators, develop and maintain the school 

master schedule. 
 
 Work independently to perform advanced functions utilizing the 

District's computerized student information system, including but not 
limited to, schedule building, generating special reports and 
implementing program/schedule changes. 

 
 Balance class loads in accordance with District policies and 

procedures. 
 
 Review and evaluate incoming transcripts to assist in determining 

appropriate grade placement and planning. 
 

Prepare transcripts as requested by other schools; forward academic, health and other records 
as appropriate; prepare and mail transcripts for students and alumni in accordance with State 
law and District policies. 

 
 Input into and maintain student information system data for 

CALPADS and other State and federal compliance mandates.  Run 
queries and reports to ensure accuracy of data. 

 
 Assist students and parents in the selection of appropriate courses. 
 
 Prepare and maintain permanent records for students; request records 

for new students. 
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 Prepare transcripts as requested by other schools; forward academic, 

health and other records as appropriate.  Respond to inquiries 
regarding student grades from other schools, state officials and 
outside agencies, employers, parents, authorities and child advocate 
agencies; verify and provide information contained in permanent 
student records as appropriate and in accordance with State laws and 
regulations and District policies and procedures. 

 
 Resolve scheduling conflicts as appropriate. 
 
 Work with students, parents and staff to facilitate program changes. 
 
 Assist in crisis intervention by referring to appropriate school/District 

personnel. 
 
 Compile and maintain failure lists, special placement/retention lists. 
 
 Organize the grade reporting process intervals including generating 

computer reports and updating history files as required. 
 
 Prepare and maintain a variety of detailed records, files and reports 

regarding student registration and eligibility for 
promotion/matriculation; maintain confidentiality of records and 
information. 

 
 Review student records to ensure that coursework completed meets 

requirements for promotion. 
 
 Facilitate communication among students, parents, faculty and staff. 
 
 Research and collect data for counselors in preparation for Individual 

Educational Plans and Student Study Teams. 
 
 Communicate with counselors, support staff and teachers to maintain 

and update special program records. 
 
 Assist and/or troubleshoot the student information system for all staff, 

students, and parents. 
 
 May record updates to Individual Education Plans (IEP’s) in the 

student information system.  
 
 May assist in the organization and administration of standardized 

testing, including, but not limited to, testing of English Language 
Learners as directed.  May proctor state mandated exams or other 
tests as assigned. 
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 Monitor student behavior in the counseling office and assist in 

supervision as directed. 
 
 Provide work direction and guidance to student assistants as assigned. 
 
 Confer with counselors, administrators, teachers, parents and 

students; provide information regarding registration, schedule 
changes, testing, promotion and graduation requirements and other 
related activities; organize new student registration in the Fall as 
directed. 

 
 Assist with preparations for promotion ceremonies and other related 

activities. 
 
 Maintain current knowledge of District and State requirements and 

applicable codes and laws and ensure compliance with established 
regulations and timelines. 

 
Operate a variety of office equipment. 

 
 Perform follow-up activities in person and on the telephone with 

students, teachers, parents, counselors and representatives of 
community agencies. 

 
 Attend a variety of meetings, workshops and community resource 

seminars. 
 
 Perform other duties related to job description. 
 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
  
 State and District requirements for graduation and promotion. 
 District policies and procedures related to position. 
 State and District regulations regarding student placement and 

curriculum. 
 School curriculum and subject matter. 
 Student Information System. 
 Program definitions and requirements. 
 Record-keeping techniques. 
 District organization, operations, policies and objectives related to 

job. 
 Oral and written communication skills.
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 Applicable sections of the State Education Code and other applicable 

laws. 
 Interpersonal skills using tact, patience and courtesy. 
 Telephone techniques and etiquette. 
 Proper use of English: grammar, spelling, punctuation and 

vocabulary. 
Modern office practices, procedures and equipment, and various computer software such 
as, but not limited to, Microsoft Word, Excel, and PowerPoint. 

 
ABILITY TO: 
  
 Perform a variety of technical duties concerning student coursework,  
 grades and enrollment. 
 Organize, compile and evaluate data pertaining to student 

coursework, grades and enrollment. 
 Operate a variety of office equipment. 
 Work independently with little direction. 
 Analyze situations accurately and adopt an effective course of action. 
 Meet schedules and timelines. 
 Read, apply and explain rules, regulations, laws and policies 

pertaining to position. 
 Make arithmetic calculations with speed and accuracy. 
 Understand and follow oral and written directions. 
 Work cooperatively and effectively with others. 
 Type at 30 words net per minute from clear copy. 
 Maintain complex records and prepare reports. 
 Communicate effectively orally and in writing. 
 Complete work with many interruptions. 
 Work confidentially with discretion. 
 
 
EDUCATION AND EXPERIENCE: 
 
Graduation from high school or high school equivalency and four years of 
increasingly responsible clerical experience, including at least two years in 
a counseling office.  
 
WORKING CONDITIONS: 
 
School office environment, subject to frequent interruptions. Subject to 
exposure to communicable diseases.  
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