School District of Santa Rosa County

Job Description

Job Title:  GUIDANCE CERTIFIED SCHOOL COUNSELOR ON SPECIAL ASSIGNMENT FOR STUDENT SERVICES  AND ASSESSMENT
	Reports to:  Director of Student Services/Exceptional Student Education Coordinator of Assessment
	FLSA Status: Exempt

	Department: Student Services & Assessment
	Prepared by:  Human Resources

	Date:  May 22, 2014
	Job Code:  20132


Principal Duties and Responsibilities (Essential Functions) Related to School Counseling:

Facilitates professional growth through in-service training for guidance certified school    

counselors


Coordinates dissemination of career and related program information


Facilitates dissemination of information relating to college entrance exams, financial aid, 


scholarships and other post-secondary related activities and programs


Coordinates the administration of standardized tests

Serves as a liaison for school counselors and advocates in their behalf 

Coordinates planning for College Night Fair, dissemination of information and related   

activities


Supervises and maintains the District Comprehensive Student Development Plan, sending



yearly reports to the School Board and Florida Department of Education 

Assists in planning and evaluation of overall guidance program through maintenance of 


yearly guidance calendars and action plans from each school


Assists in organization and utilization of Child Study/Intervention Assistance Teams

Maintains the Student Records Handbook, providing training, assistance, and 

communication with student records personnel to keep schools abreast of recent policies 

Assists in development of policies, guidelines, and procedures relating to student services


Assist in the implementation of the Multi-Tiered System of Support process.

Serves as representative/liaison to appropriate community agencies and organizations

Maintains accurate and complete, and correct records as required by applicable laws, 
policies, procedures, and regulations

Assists in upholding and enforcing administrative procedures, regulations, and applicable 


policies

Responds to student, faculty, parental, and community inquiries


Assumes the responsibility to maintain a valid Florida teacher’s certificate

Participates in activities for continued professional growth

Performs other tasks and/or responsibilities as assigned by the Director of Student Services 

Provides own method of transportation to various locations when required

Principal Duties and Responsibilities (Essential Functions) Related to Assessment:
Assists with providing test coordinator training for each assessment

Attends the yearly state assessment training and views training assessment webinars when 

provided

Interprets all assessment manuals to various personnel

Disseminates state communications and reports in a timely manner
Answers all forms of communication as quickly as possible

Provides updated accommodations information related to each assessment to ESE liaisons 

and school counseling offices

Assists in the ordering of test materials as needed

Prepares and keeps accurate records related to test security

Assists in the investigation of breaches of security and test irregularities
Organizes the delivery and pick-up of test materials 

Disseminates shipping deadlines and follows through with due dates

Assists in the organization of the district’s assessment schedule and delivery to all 

stakeholders

Provides for the assessment of home education students

Performs other tasks and/or responsibilities as assigned by the Coordinator of Assessment
Supervision Received:  Annual evaluation by the Director of Student Services Exceptional Student Education and Coordinator of Assessment in accordance with the Master Contract, local policies, and state law
Supervision Exercised:  Is personally responsible for satisfying all of the above-reference essential functions with minimal supervision.
Minimum Qualifications & Skills Required: 


Master’s degree or higher from an accredited institution


Currently hold or eligible for Florida teaching certificate in School Guidance and Counseling


Eight (8) years of successful experience in public school education with at least five years 

as a certified school guidance counselor

Professional communication skills are required to be used for articulate speech including 

vocabulary appropriate to tasks as well as writing that includes appropriate grammar, spelling, and sentence structure
Skills are needed to perform multiple, technical tasks with a need to periodically upgrade 

skills in order to meet changing job conditions

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 student services and administration of state assessments

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.
Skills are required in applying assessment instruments and interpreting test results
Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  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:  Ten months
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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