Fairview Public Schools

Fairview, New Jersey

TITLE: Guidance Counselor
REPORTS TO: Superintendent of Schools, Building Principals
 QUALIFICATIONS: Valid NJ School Counselor Certificate
                                     Strong communication skills 
                                     Ability to design and implement student development programs   

                                     Knowledge of Computerized Student Information System
                                     Ability to work collaboratively with students, parents, staff, and 

                                     community groups and organizations

                                     Knowledge of testing and evaluation, theories of individual and 

                                     group guidance techniques, elementary/middle school guidance 

                                     program design and career/educational information and 

                                     counseling
JOB GOAL: To help students achieve personal fulfillment by providing them with guidance and counseling services to make successful personal, educational and occupational life plans.
 CERTIFICATION: Valid New Jersey School Counselor Certification
PERFORMANCE RESPONSIBILITIES: 
1.Assists students in evaluating their aptitudes and abilities through the use of teacher comments, interpretation of individual standardized test scores and other pertinent data.
2. Maintains student records and ensures their confidentiality.
3. Provides information and prepares recommendations to high schools and special academies for admissions and possible scholarships.
4. Knowledge of IEP, 504 and student classifications. 
5. Assists in the organization and administration of standardized test programs.
6. Works closely with and involves parents in planning students’ future career readiness 

    and assists in the resolution of school related problems.
7. Works closely with teachers, administrators, and other professional staff members, providing information and assistance where needed for the ultimate benefit of students.
8. Maintains a close relationship with the child study team following directives and recommendations as needed. 
9. Implements the guidance program through small and large group presentations.
10. Maintains a professional office environment for counseling sessions.
11. Upholds and enforces school rules, administrative regulations and board policy.
12. Participates in school level planning, faculty meetings/committees and other school 

      district groups.
13. When appropriate, arranges for student summer academic work and/or enrollment in 

      summer school programs. 
14. Provides for a smooth transition from the early childhood center to elementary school and from elementary school to middle school, which may include orientation programs for students and parents.
15. Makes effective use of community resources in developing and expanding guidance services and activities.
16. Assists in the evaluation of current curriculum offerings and in the planning, selection and implementation of new course offerings.  
17. Manage the social and emotional needs of students in a developmentally appropriate manner.

18. Works to encourage students’ academic success, and assists those in need of alternative educational programs. 
19. Reviews data on former students for the purpose of improving services and evaluating the effectiveness of the educational programs being offered by the district.
20. Maintains professional competence and continuous improvement through in-service education and other professional growth activities, including mandatory competencies in technology.
21. Assists in the registration of students new to the school, provides orientation and information relative to school procedures, curriculum and extra- curricular activities.
22. Performs such other tasks and assumes such other responsibilities as may be assigned by the Superintendent of Schools.
Terms of Employment: 10 months as determined by the Board of Education; salary and other employment terms in accordance with the negotiated agreement between the FEA and the Board of Education.

Evaluation: Performance of this job will be evaluated in accordance with the Board’s Policy on evaluation of certified staff members and the Achieve NJ evaluation standards for Other Certified Staff.
Adopted by the Fairview Board of Education: June 16, 2016
