
 

 

 
Job Title: Counseling Administrative Assistant/Testing Coordinator 
 
Reports To: Vice Principal, Academics 
 
Classification: Non-exempt / Part Time – 30 hours a week (9am-3pm) / August – 
June  
 
 
Job Summary 
The Counseling Administrative Assistant / Testing Coordinator provides administrative, 
organizational, and logistical support to the Counseling Department. This position serves 
as the first point of contact for students, families, faculty, and visitors to the counseling 
center and helps ensure the efficient operation of counseling services. Responsibilities 
include managing the counseling center space, coordinating student appointments, 
supporting counselor schedules, maintaining confidential student records, and serving as 
the school testing coordinator for the PSAT, SAT, and Advanced Placement (AP) 
examinations. The Counseling Administrative Assistant / Testing Coordinator works 
collaboratively with counselors, administrators, faculty, students, and families to support 
student success and promote a welcoming, organized, and student-centered environment. 
 
Our Mission 
Inspired by St. John Baptist de La Salle, La Salle Catholic College Preparatory develops 
students of faith, service, and scholarship by providing a transformative education 
allowing students to realize their maximum potential and use their gifts to serve Christ 
and humankind. 
La Salle optimizes financial and academic accessibility for students, especially the 
underserved, who desire a rigorous and relevant education preparing them for college and 
life. 
The La Salle Prep community inspires students to find their voice as global citizens, to 
put their faith into action, and to lead exceptional lives of integrity, honoring the God-
given dignity of all. 
 
Equity Statement 
Guided by our Lasallian Catholic mission and core belief in God’s presence in all things, 
La Salle Catholic College Preparatory commits to equity, inclusion, diversity, and justice.   
 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to the 
following: 
 

• Serve as the primary point of contact for students, families, faculty, and visitors to 
the Counseling Center. 

http://www.lasalle.org/en/who-are-we/st-john-baptist-de-la-salle/
https://www.lsprep.org/apps/pages/index.jsp?uREC_ID=2036897&type=d&pREC_ID=2282529


 

 

• Maintain a welcoming, organized, and professional counseling office 
environment. 

• Assist counselors with managing calendars, schedules, and daily appointments. 
• Maintain accurate appointment records and support student sign-in and sign-out 

procedures. 
• Maintain confidential student records and ensure compliance with school policies 

and privacy requirements. 
• Serve as point person for front office staff in terms of student attendance and 

whereabouts. 
• Perform data entry and maintain records within student information systems, 

counseling platforms, and testing databases. 
• Coordinate and support counseling events, parent information nights, college and 

career programming, and other student support initiatives. 
• Serve as the school's Testing Coordinator for the PSAT, SAT, and Advanced 

Placement (AP) examinations. 
• Coordinate all aspects of testing, including registration, ordering materials, room 

assignments, testing schedules, proctor assignments, and testing-day logistics. 
• Communicate testing information, deadlines, and procedures to students, families, 

faculty, and staff. 
• Coordinate testing accommodations in collaboration with counselors, learning 

support staff, and administrators. 
• Ensure compliance with testing security protocols and requirements established 

by testing organizations. 
• Maintain testing records and complete required documentation and reporting. 
• Collaborate effectively with counselors, administrators, faculty, learning support 

staff, and other members of the student support team. 
• Perform other duties as assigned in support of the Counseling Department and 

school mission. 
 
Skills and Experience 

• Associate's degree or equivalent combination of education and relevant work 
experience. 

• Minimum of two years of administrative, office management, customer service, 
or school-based support experience. 

• Demonstrated ability to handle highly confidential and sensitive information with 
professionalism and discretion. 

• Strong organizational skills with the ability to manage multiple projects, 
competing priorities, and deadlines simultaneously. 

• Excellent verbal and written communication skills and the ability to interact 
effectively with students, families, faculty, administrators, and community 
members. 

• Comfortable working with teens and triaging students in various states of distress. 
• Proficiency with Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) and 

Google Workspace applications. 



 

 

• Strong attention to detail and accuracy in data entry, recordkeeping, scheduling, 
and communications. 

• Ability to work independently while also contributing positively as a collaborative 
member of a team. 

• Demonstrated customer service skills and a commitment to creating a welcoming 
and supportive environment for students and families. 

 
Benefits 
 

● Medical, Dental and Vision for employee and family at shared cost 
● Flexible and Dependent Care spending accounts 
● Short-Term Disability 
● Group and Voluntary Life Insurance 
● Retirement 403(b) plan 
● Tuition Discount starting at 60% after one year of employment 

 
 
Application Process 
Please send your cover letter and resume to Melanie McCaffrey, HR Coordinator at 
mmccaffrey@lsprep.org. Position open until filled. 

mailto:mmccaffrey@lsprep.org

