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FLSA STATUS: 
Exempt 
POSITION RATING:   
871 
CLASS SUMMARY:   
The Guidance Counselor is responsible for providing students with educational, career, personal, emotional, 
and social area support services utilizing applicable resources, including guidance curriculum, individual 
planning and counseling, and support system services. 

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Collaborates with parents, staff, and administration to assist with student support, 

which includes:  initiating and participating in the student assistance team to identify 
at-risk students; providing counseling and support to students experiencing social, 
emotional, and mental health problems; supporting students with 504 Accommodation 
Plans; assisting with placement of students in alternative educational programs and 
monitoring their progress; assisting with credit recovery; and assisting with 
graduation plans. 
 

Daily 
40% 

2. Coordinates, organizes, and implements student scheduling and registration 
processes. 
 

Daily 
40% 

3. Provides individual and group academic and career guidance to students in grades 9-
12, which includes:  coordinating visits by post-secondary representatives and 
scheduling and promoting career awareness activities. 
 

Daily 
10% 

4. Provides academic support for alumni and non-traditional student populations, which 
includes: assisting with enrollment applications, providing test scores, responding to 
transcript requests, identifying potential internship opportunities, and/or performing 
other related activities. 
 

Daily 
5% 

5. Administers standardized testing (such as PSAT, PLAN, and ACT), which includes: 
coordinating proctors, overseeing testing sites and materials, informing students of 
results, and/or performing other related activities. 
 

Annually 
5% 

6. Assists in the selection of National Honor Society candidates and scholarship 
recipients. 
 

As Required 

7. Performs other duties of a similar nature or level. As Required 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 Masters Degree in School Counseling or related field; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above. 
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 Valid State of Minnesota Educational School Counseling License. 
 
KNOWLEDGE (position requirements at entry): 
 Guidance counseling principles, practices, and methodologies; 
 Standardized testing practices and procedures; 
 Social, emotional, and mental health issues associated with children; 
 Career planning principles; 
 Mathematical principles; 
 Academic planning principles; 
 Public relations principles. 
 
SKILLS(position requirements at entry): 
 Operating a computer and using applicable software applications; 
 Administering standardized testing; 
 Providing counseling and guidance services to students; 
 Providing customer service; 
 Performing mathematical and statistical calculations; 
 Assisting students with academic and career planning activities; 
 Collaborating with external agencies and organizations; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  reaching, fingering, talking, hearing, seeing and repetitive 

motions. 
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 
 
 
 
 


