
 

 

  “Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Building Principal and/or assigned Supervisor 

General Responsibility:  To guide children, youth and adults in gaining knowledge and skills to be 

productive citizens. 

Status: Per annual contract, work days and hours to be determined by Superintendent. 

Payment Rate:  Certified Professional Salary Schedule 

Qualifications: 

 Hold a valid license from the Wyoming Professional Teaching Standards Board (PTSB) 

 Institutional recommendation indicating completion of a Masters Degree in School Counseling 

Duties Shall Include But Are Not Limited To: 

1. Assume the role of liaison, which includes working with students, parents, teachers, 

administrators, and community agencies. 

2. Help provide intervention strategies through developmental counseling, group counseling 

(including class instruction), individual counseling, and crisis counseling/interventions. 

3. Serve as a consultant to classroom teachers and administrators. 

4. Assist students in overcoming problems that impede learning 

5. Help ensure the successful completion of the 6th-12th scheduling and registration process. 

6. Perform credit checks and meet with 9th-12th students on credit status, courses, and entrance 

exams for colleges, military, vocational and technical schools. 

7. Coordination and administration of federal and state testing for grades 6-12. 

8. Contact previous school for records of students transferring in, foreign exchange students, and 

returning home schooled students. 

9. Consult with parents regarding their student’s academic and personal progress, including 

students who are at-risk or deficient with graduation requirements. 

10. Coordinate testing programs, disseminate and interpret results to teachers, students and 

parents. 

11. Conduct orientation meetings with all 5th/8th grade parents and students (spring). 
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12. Work with students in grades 8-12 setting up a written six year educational career plan (8th 

grade-post high school) to include an interest inventory (Career Portfolio). 

13. Keep plans for each student on file in guidance office. 

14.  Set up attendance at or facilitate a career/college fair. 

15. Coordinate visits from college and military representatives. 

16. Maintain library of career and educational opportunities. 

17. Promotion of student application for special service awards and recognition. 

18. Provide information to parents and students pertaining to date, deadlines, and other 

requirements for scholarships, college entrance letters, etc. 

19. Compliance and reporting per state and federal requirements. 

20. Compliance and support of Wyoming Hathaway Scholarship Program. 

21. Prepare and process scholarship materials, making available all necessary forms, and assisting 

students in completing the process. 

22. Assist student in applying for academic and summer youth activities. 

23. Promote student involvement in community service activities and academic contests. 

24. Coordinate training for students and parents regarding financial aid and the free application for 

FAFSA. 

25. Facilitate under the guidance of building principal, the BIT/504 process. 

26. Other duties as assigned. 

27. To support the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

28. Uphold district policies and procedures 

29. Engage in continuous professional growth 

 

Work Days: Work days and hours will be determined by the Board of Trustees. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 


