
 

 

POSITION DESCRIPTION: School Counselor 

 

 

PRIMARY FUNCTION: 

It is the primary responsibility of the School Counselor to assist the Director of School Counseling in the 

overall functioning of the School Counseling Department and perform school counseling services for all 

freshmen and sophomores students. The School Counselor is responsible for the comprehensive 

counseling plan of all students in their caseload, spanning freshmen and sophomores, and includes 

college planning and support for seniors when requested by the Director of School Counseling. 

 

 

MAJOR RESPONSIBILITIES AND KEY DUTIES: 

 

THE SCHOOL COUNSELOR WILL 

● Academic Counseling 

○ Support AP Coordinator and Director of School Counseling in administering 

standardized testing such as AP, SAT, PSAT, ACT, NWEA, and WIDA 

○ Coordinate events under supervision of Director of School Counseling, ensuring student 

academic needs are met 

○ Track caseload students' attainment of credit toward graduation requirements and 

academic progress, ensuring any requirements or failed credit courses are made up within 

2 semesters 

○ Meet with all freshmen & sophomore students annually to create (transfers) or review 4 

year plans and ensure students are on track for graduation requirements and 

college/career goals. 

○ Attend IEP/504 Meetings for caseload students to advocate for student needs and provide 

date and information as requested 

○ Facilitate student course registration and course request changes for all students alongside 

the Director of School Counseling 

○ Monitor and assesses student learning progress in overall academic development, 

elevating concerns to teachers and parents as appropriate 

 

● College Counseling 

○ Assist students with the college research process if starting early and put college and 

career pathways on student radar as interests are shared 

○ Start students on college going culture and class choices that pertain to college goals 

 

● Social Emotional Counseling 

○ Use appropriate counseling strategies and intervention techniques, referring to outside 

clinical and therapeutic resources as appropriate 

○ Maintain appropriate confidentiality 

○ Monitor and assesses student personal growth 

○ Advise and assist Director of School Counseling, Assistant Head of School, and Associate 

Head of School of student mental, social, or emotional health need trends that are apparent 

in the caseload and may need whole school addressing or assemblies 

○ Use ASCA model of intervention and referral as appropriate for mental health needs 



● General Responsibilities 

○ Work with Director of School Counseling and Admissions Office to present at 8th grade 

class visit days, set up for events, and participate in recruitment responsibilities 

○ Assist the Admissions Office with Freshmen Orientation, Freshmen Transition Day, 

Freshmen Parent Open House, and Step Up Day 

○ Assist Director of School Counseling to coordinate, plan, and implement Academic 

Banquet, Community Service Day, Career Fair, College Fair, Parents and Pastries, and 

any events the department is asked to coordinate 

○ Contact parent/guardian(s) regarding student needs or concerns and participate in 

conversations with Assistant Head of School and Associate Head of School and students 

as necessary to provide information and advocacy for the student 

○ Meet regularly with the Director of School Counseling and/or Assistant Head of School 

as needed to ensure program efficiency and effectiveness 

○ Follow policies and procedures as outlined in the Faculty and Staff Handbook. 

○ Perform additional duties as reasonably requested by the Director of School Counseling, 

Assistant Head of School, and Associate Head of School 

○ Facilitate attendance meetings with caseload students and attendance team 

○ Carry out McKinney Vento liaison responsibilities 

 

BOARD OF TRUSTEES 

The School Counselor supports the Director of School Counseling in preparing the annual board report for 

the department, sharing data or experience that is relevant. 
 

SCHOOL COMMITTEES 

● Member of School Wellness Committee 

● Member of Attendance Committee (as needed) 

● Member of Dropout Prevention Committee (annual meeting) 

 

QUALIFICATIONS: 

A Bachelor’s degree with Master’s in School Counseling, Social Work, LCSW, LCPC, in process is 

required but a Master’s degree is preferred. Experience at the high school level is a plus. Maine DOE 

Certification 075 or working towards certification preferred. 

 

ORGANIZATIONAL RELATIONSHIP: 

The School Counselor reports directly to the Director of School Counseling 

 

WORK YEAR: 

The School Counselor will work 196 days, ensuring that days worked are appropriate and commensurate 

with student needs and work flow duties. Typical Report date is 1 week prior to Teacher Report Date and 

end of school year 1 week after Finals. Counselors receive 12 sick days and 2 personal days 


