
Colcord Public Schools
JOB DESCRIPTION

Certified, Full-time, 10-month Counselor Corp Grant Contract - Teacher Payscale.

TITLE:    Elementary/Middle School Counselor – COUNSELING CERTIFICATION

Hours:
Monday through Friday, and 7:30 am - 3:30 pm Supervisor retains the right to adjust the work schedule and job
description/duties based on the needs of the district.

Essential Duties and Responsibilities:

1. Comply with all state federal laws and, policies and procedures of the school district.
2. Attend meetings and provide information to the Superintendent and/or Principal as requested.
3. Work with all district staff in a professional manner to promote and improve instruction.
4. Monitor student progress and recognize academic achievements.
5. Work to provide advice to students and the community in all facets of the educational realm, including career

development.
6. Initiate self-understanding and awareness of students’ potential in academic and technical areas.
7. Present students with a logical and realistic approach to gaining his/her ultimate place in society. Provide

activities to address the needs of the students.
8. Consult with teachers, staff, and parents to enhance their effectiveness in helping students.
9. Provide guidance to students to acquire knowledge in several areas: career exploration, self-awareness,

secondary and postsecondary educational and training information, job search skills, and employability
skills.

10. Analyze information about individuals through interviews, test results, and records in order to evaluate
students’ interests, aptitudes, abilities, and personality characteristics for individual career planning for each
student.

11. Assist in the development and enhancement of Individual Career Plans of Study as completed by the
Academic Resource Centers for all students.

12. Provide information for students regarding opportunities for post-secondary education, financial aid, military,
and higher education.

13. Maintain and improve professional competence through participation in professional activities.
14. Participate in an annual evaluation of performance with the High School Principal.
15. Attend regularly, following a designated work schedule. Must be able to work scheduled and extended hours

and additional days/evenings as required by position responsibilities.
16. Perform all duties as assigned by the High School Principal and/or Superintendent to carry out the

objectives, policies, and procedures of the school district. Any other responsibilities or duties assigned by
the Supervisor or Superintendent.

Education, Experience, and Qualifications:

1. Earned Master’s degree in School Counseling required.
2. Valid Oklahoma School Secondary Counseling Certificate required.
3. Cannot be related to any of the currently seated school board members within the second degree of affinity

or consanguinity.
4. Must pass a required criminal history background check and proof of U.S. citizenship or legal resident alien

status.

Job Knowledge, Skills, and Abilities Requirements:

1. Must have knowledge of current school laws related to instruction in the classroom.



2. Ability to handle multiple assignments simultaneously with associated deadlines and be proficient in record
keeping, prioritizing, and scheduling.

3. Must have the ability to exercise initiative, independent judgment, discretion in the performance of duties,
and know the importance of confidentiality.

4. Must have the capacity to work with all students equally, as needed, showing impartiality and fairness.
5. Must have excellent communication skills and human relations skills, especially with secondary students.
6. Knowledge of the structure and content of the English language, including the meaning and spelling of

words, rules of composition, and grammar.
7. Must be able to handle multiple, simultaneous, and changing priorities effectively.
8. Must be capable of being calm and professional with numerous different personalities at various levels

within and outside of Colcord Public Schools.
9. Must be proficient in Google Suites and/or Microsoft Office computer programs: Excel, PowerPoint, Outlook,

and Word.

Training and Meeting Requirements:

1. View or attend required State required Training either by video or in person.
2. Attend professional development training opportunities as required by district policy.
3. Attend meetings and provide information to the Administration or Board of Education as requested.

Work Environment:

1. Operate in a professional office environment.
2. Routinely use standard office equipment such as computers, phones, photocopiers, filing cabinets, and fax

machines.

Physical, Mental Demands, and Dependability:

1. Light physical effort is required; for example, load paper in the copier and answer and return phone calls.
2. Must be able to: care for oneself, see, hear, walk, stand, lift, bend, reach, climb, stoop, squat, speak,

breathe, learn, read, concentrate, think, and perform work by doing manual tasks, with or without reasonable
accommodation.

Reports to: MS Principal

Terms of Employment:
Employment is considered annually in accordance with Oklahoma law. Compensation is to be determined by the
school board.

Annual Evaluation:
The performance of this job will be evaluated annually in accordance with Oklahoma law and the provisions of the
board’s policy on evaluations.


