
 

 

College Counselor Full 

Time: 10 Month 

 

Scranton Preparatory School is currently seeking a talented, collaborative, and dynamic full-time 

College Counselor to join a cohesive department of four (4) committed professionals. The college 

counselor reports to the Director of College Counseling and works closely with students and families 

throughout the college search and the application and selection process. 

The ideal candidate will meet the following minimum requirements: 

• Bachelor’s Degree required (Master’s degree preferred). 

• Experience counseling high school students in the college admission process. 

• 3-5 years in an independent school or selective, recommendation-reliant university 

admissions office preferred. 

• Strong knowledge of colleges, their academic programs, admission policies and 

procedures, and extensive knowledge of the college financial aid process. 

• Strong understanding of the college athletic recruitment process.  

• Excellent interpersonal, writing, and public speaking skills. 

• Strong computer and technological competence including proficiency with student learning 

management systems, Microsoft Office applications, and college application/research 

programs (i.e., Naviance, Scoir, College Kickstart). 

• Self-directed individual with proven skills to assume responsibility, complete projects with 

minimal supervision, and work collaboratively. 

• Effective problem-solving and analytical ability; Ability to manage multiple tasks and 

priorities to meet deadlines. 

• Ability to establish positive relationships with colleagues, students, and families. 

• A genuine enthusiasm for and interest in the co-curricular aspects of the school 

community. 

• Has a willingness to animate the Catholic and Jesuit mission of the school and its 

philosophy and values. 

Responsibilities include, but are not limited to: 

• Provide comprehensive, timely and student-centered college counseling to approximately 

one third of the senior and junior classes. 

• Guide students in building balanced, well-researched college lists that reflect academic, 

social, and financial fit while helping students achieve their personal goals. 

• Thoughtfully develop personalized letters of support for students’ college, summer 

program, and scholarship applications. 

• Review and provide feedback on student applications and essays. 

• Advise students and families on financial aid processes, including FAFSA, CSS Profile, merit 
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aid strategy, and interpreting financial aid award letters. 

• Lead Junior Seminar and Senior Seminar classes with a focus on the college 

discernment and application process.  

• Work collaboratively as a member of a college counseling team to plan events, host 

college representatives, and chaperone group college visits. 

• Communicate and collaborate with students, parents/guardians, administration, faculty, 

and both admissions and financial aid representatives. 

• Stay current with admissions trends and best practices. 

• Attend meaningful professional development opportunities both in-person and virtually, 

such as national, state, and local conferences, workshops, and receptions.  

• Visit several colleges/ universities each year to enhance personal and the college counseling 

team’s awareness of opportunities for students, while building strong relationships with 

college admission professionals and promoting the academic program, student experience, 

and signature programs at Scranton Preparatory School. 

• Perform other duties as assigned by the Principal or Director of College Counseling. 

 

Please send letter of interest, resume, and three professional 

references as soon as possible to: 

employment@scrantonprep.org 

 

Scranton Preparatory School’s Diversity Statement: 

St. Ignatius Loyola, founder of the Jesuits, teaches us to seek God in all things. Jesuit schools believe 

that God can be powerfully encountered through an educational experience that includes and 

explores the great diversity that marks Creation in general and humanity in 

particular. Accordingly, Scranton Prep strives to form a school community in which differences in 

race, ethnicity, culture, religion, socioeconomic status, gender, sexual orientation, physical ability, 

and learning style are experienced, accepted, and understood. 
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