HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

PARAPROFESSIONAL JOB DESCRIPTION - 7120

September 1999

POSITION TITLE:
Counseling Support Paraprofessional

REPORTS TO:
Site Administrators

Objective: To support counseling staff in performing student scheduling and to assist students in planning School to Career Goals/post-secondary education.  Assists in the general operation of the counseling office in delivering services to students.

Essential Functions:

1. Supports counseling staff by scheduling students or making necessary schedule changes after the student has met with a counselor for approval of schedule or changes.

2. Provides SASI support to counselors by inputting course requests and other data.

3. Assists students with filling out ACT & SAT applications, college applications, and/or financial aid forms.

4. Assists counselors by processing college applications and obtaining official transcripts for counselors.

5. Recruits students for special programs and arranges for meeting space.

6. Assists parent volunteers who are working in office with students.

7. Interacts with parent or visitors to the counseling office explaining school schedule, procedures for meeting with counselors, availability of applications and forms, and any other general questions or concerns.

8. Assists with scholarship applications.

9. Stocks shelves with college applications, catalogs, etc.

10. Orders various school reports as needed.

11. Tutors students in computer hardware and software for college search, financial aid/scholarship searches, etc.

12. Maintains the confidentiality of student information.

13. Supervises and authorizes student access to computer programs, as directed.

14. Completes training programs and attends meetings, as required.

15. Demonstrates effective and consistent direction of students.
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16. Operates office equipment, as required or requested

17. Follows established district policies and procedures.

18. Performs other duties as required.

19. Additional duties as assigned.

Education/Experience: Graduation from High School, or equivalent.  Successful completion of the Basic Skills Test and two years of related experience is required.  College degree preferred.  Must have demonstrated experience initiating and completing multiple activities.
Licensure/Qualifying Standards: None.

Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures and practices.  Effective communication skills.

Physical/Environmental Characteristics: Essential duties are routinely performed primarily in an internal classroom or office environment, and/or within the external perimeter of a school campus which includes playgrounds.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.

