School District of Santa Rosa County

Job Description

Certified School Counselor, Career & Technical
	Reports to:  School Principal 
	FLSA Status:  Exempt

	Department:  School Based
	Prepared by:  Human Resources

	Date:  March 13, 2014
	Job Code:  20010 (6-12), 20011 (7-12), 20012 (9-12), 20015 (Drop Out Prev/Adult)


Job Goal:

The goal for the counseling program is to assist students in their learning, providing academic, personal and social, career development, and community involvement counseling.  In addition, the counselors will assist students in acquiring the skills, knowledge, and attitudes needed to become effective students, responsible citizens, productive workers, and lifelong learners. 

Minimum Eligibility Requirements: 

1. Master’s degree or higher from an accredited institution

2. Currently hold or eligible for Florida certification in guidance and counseling

Preferred:

Subject area certification

Skills, Knowledge, & Abilities Required**:

SKILLS are required to perform multiple, technical tasks with a need to periodically upgrade skills in order to meet changing job conditions.  Specific skill-based competencies required to satisfactorily perform the functions of the job may include: applying assessment instruments and interpreting test results, providing training for professional development as needed, preparing and maintaining accurate records, planning and managing projects, and using software applications.  Communication skills will be demonstrated by articulate speech; using vocabulary appropriate to tasks and student abilities; writing with appropriate grammar, spelling, and structure; and by communicating effectively with students, parents, and all school personnel.
KNOWLEDGE is required to review, and interpret technical information and analyze situations to define issues, and draw conclusions.  Knowledge and understanding of child development and the unique needs and characteristics of the career and technical school student is required as well as understanding of counseling principles, programs, and services available.  Knowledge is required for the administration of computer and paper based assessments and to provide appropriate feedback to students, parents, and school staff.

ABILITY is required to read, interpret, and follow Federal and Florida State Statutes, State Board Rules, Code of Ethics, School Board policies, and policies unique to the school.  Ability is needed to schedule a significant number of activities, meetings, and/or events; to gather, collate, analyze, and classify data; to create and complete action plans; and use basic, job-related equipment, and software.  Problem solving ability is required to counsel and assist students, parents, and school personnel in the resolution of problems in student learning, behavior, and mental health.  Flexibility is required to independently work with others in a wide variety of circumstances, communicating with diverse groups, maintaining sensitivity and confidentiality, meeting deadlines and schedules, setting priorities, working as part of a team, and working with frequent interruptions. 

Principal Performance Responsibilities (Essential Functions**):

Planning/Preparation

· Develop counseling services and establish priorities through short and long range plans based on developmental needs of students, needs assessments, and school, district, and state priorities.
· Communicate goals and services of the counseling programs to school administration, staff, students, parents, and community.

Administrative/Management

· Review, evaluate, and select a variety of materials to support a well-balanced counseling program.
· Establish, implement, coordinate, and monitor effective school-wide counseling services and activities.
· Establish and follow procedures for appropriate intervention in accordance with school, district, state, and district guidelines.
· Coordinate the proper maintenance, transfer, and acquisition of students’ records as required by applicable regulations and policies.
· Use technology resources effectively and assist in the maintenance of the automated student data systems.
· Provide input in the development of curriculum and the master schedule.
· Coordinate dual enrollment, advanced placement, and early admissions programs.
· Assist in the orientation of new faculty/staff members as needed.
· Coordinate all award presentations, graduation activities, verifying that graduation requirements have been met.
· Assist in the management and dissemination of the Emergency Health Care Plans to all appropriate school personnel.
· Maintain Council on Occupational Education accreditation, DOE Matrix, Pell Grant, Veterans’ Benefits, and FTE documentation data for audits and other reports. 
· Determine annual cost of attendance for all programs and coordinate billing procedures for tuition and student expenses to various funding agencies.
· Coordinate the completion of required annual surveys and reports.
· Maintain and advertize the publications of program offerings available at Locklin Vo-Tech.

· Process return of the Title IV funds when a student withdraws.

Assessment/Evaluation

· Provide assistance in the screening, referral, identification, and placement of students with special needs.
· Assess students using the Multi Tier Support System (MTSS—formerly known as RTI) and provide assistance.

· Monitor the 504 Plan process, including involving parents and school personnel, creating Plans, and maintaining compliance.
· Explain the nature and purpose of assessments in an understandable manner, providing feedback when making recommendations to appropriate individuals.
· Coordinate, train, and administer a variety of standardized tests, maintain security, and interpret test results to parents, students, and school staff.

· Evaluate the overall guidance program including the completion of annual calendar of counseling activities and submission of an action plan with actions completed.
· Assess the availability of federal and state funds and process/authorize the student disbursements, e.g. Pell Grants. 

Intervention/Direct Services

· Provide personal/social, behavioral, and academic counseling activities including individual and/or group as needed to promote student success.
· Recognize the special needs of individuals and families and make appropriate recommendations including appropriate referrals (i.e. homeless, CDAC, TAPP, Lakeview, etc.).
· Recognize the overt indicators of student distress or abuse and take stipulated intervention, referral, or reporting action.
· Provide crisis intervention including follow-up services as appropriate.
· Provide intervention for at-risk students and those with special learning and behavioral needs including making appropriate referrals, e.g. attendance.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
· Recruit students for career and technical education (CTE) programs.
· Assist students with appropriate CTE programs, the selection of classes (including management of online courses), credit recovery, and graduation options.
· Promote student involvement in college information programs and events, e.g. College Fair.
· Provide information, counseling, and assistance in the areas of career exploration, employment opportunities, further education and college selection, college entrance exams, financial aid, and scholarships including Bright Futures and other funding sources. 
· Assist students in their transition to and from feeder schools and out of district schools.
· Assist students and parents in scheduling teacher conferences and serve as a mediator and/or advisor.
Collaboration

· Consult effectively with students, parents, teachers, and other school staff to assist students toward success, providing a supportive and confidential atmosphere.
· Serve as advocate for students.
· Establish an effective working relationship with district and outside services and make appropriate referrals for psychological, social work, health, and community services.
· Participate in multidisciplinary conferences concerning individual cases of special need related to the mental health, physical, and/or academic needs.
· Organize and/or support community service projects.
· Collaborate with other professionals regarding student records and information.
Staff Development

· Provide information and in-service for CTE teachers, administrators, and other school staff regarding post-secondary and community education issues.
· Initiate and engage in continuing professional growth through in-service, classes, meetings, conferences, and individual study.
· Complete the Professional Development Plan and keep abreast of recent developments in school counseling, career, postsecondary, and community education issues.
Professional Responsibilities

· Model professional and ethical standards consistent with Code of Ethics and Principles of Professional Conduct of Education Professionals in Florida when dealing with students, peers, parents, and community.
· Prepare and maintain all required reports and records meeting established deadlines.
· Identify student/school issues; facilitate and follow established procedures.
· Attend and participate in faculty meetings.
· Accept responsibility for extracurricular activities.
· Perform other tasks and responsibilities as assigned by the principal. 
Student Growth/Achievement

· Review student records and other indicators as deemed appropriate by the district guidelines to evaluate student needs, e.g. student attendance.

· Monitor the students’ growth through the MTSS process and provide assistance when needed.

· Monitor student progress in achieving Occupational Completion Points, Industry Certifications and academic success.
Supervision Received:

Supervisor/s – School Administration
Supervision Exercised:

Educational Support as assigned
Physical Demands:

The employee may occasionally push or lift up to 25 pounds.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.
Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Approved compensation plan

Teacher position paid from the instructional salary scale

**Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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