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Union Public Schools Job Description 
 

Position Title:  Counselor – Noncertified 
Department:  Teaching and Learning 
Reports To:  Site Administrator 
 
FLSA Designation: Exempt 

 
SUMMARY:  To provide, as a member of the Guidance department, a comprehensive guidance program 
for students.  Provide activities to meet the needs of their assigned case-load; consult with teachers, staff 
and parents to enhance their effectiveness in helping students; and provide support to other school 
educational programs. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

• Counsels groups or individual students through the development of educational and career plans. 
• Counsels small groups and individual students with problems; refer severe problems to 

appropriate community resources. 
• Consults with teachers, staff and parents regarding meeting the developmental needs of students. 
• Evaluates and revises the building counseling program. 
• Conducts counseling activities in the classroom in conjunction with administration and teachers. 
• Consults with teachers to facilitate the infusion of counseling learning activities into the regular 

education curricula. 
• Group facilitator for Student Assistance Program (SAP). 
• Responds to crisis situations when appropriate. 
• Proctors PLAN, MEAP, and PSAT exams. 
• Works with various software applications, entering and retrieving data as needed. 
• Works well with both supervisors and other members of the team. 
• Supervises the equivalent of two or more full-time employees. 
• Maintains consistent and punctual attendance. 
• Performs other duties assigned by supervisor or administrator. 
 

SUPERVISORY RESPONSIBILITIES:  Supervises the equivalent of two or more full-time 
employees. 
 
QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are representative of the 
knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE:  Master's Degree in Counseling with two years of experience 
preferred. 
 
CERTIFICATES, LICENSES, REGISTRATIONS:  Licensed in Counseling. 
 
LANGUAGE SKILLS:  Ability to apply common sense understanding to carry out written and oral 
instructions.  Ability to read and comprehend simple instructions, short correspondence and memos.  
Ability to write simple correspondence.  Ability to effectively present information in one-on-one and 
small group situations to staff, students, and the school community. 
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MATHEMATICAL SKILLS:  Ability to add and subtract two digit numbers and to multiply and divide 
with 10’s and 100’s.  Ability to perform mathematical operations using units of American money and 
weight measurement, volume, and distance. 
 
REASONING ABILITY:  Ability to apply common sense understanding to carry out detailed but 
uninvolved written or oral instructions.  Ability to interpret a variety of instructions furnished in written, 
oral, diagram, or schedule form. 
 
OTHER SKILLS and ABILITIES:  Ability to apply knowledge of current research and theory in 
specific field.  Ability to establish and maintain effective working relationships with students, staff and 
the community.  Ability to establish and maintain effective relationships with students, peers, and parents, 
as well as communicate clearly and concisely both in oral and written form.  Ability to perform duties 
with awareness of all District requirements and Board of Education policies. 
 
PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand, walk, sit, and talk or 
hear.  Occasionally the employee will repeat the same hand, arm or finger motion many times.  The 
employee must be able to attend meetings in the evening and at other locations.  Specific vision abilities 
required by this job include close vision such as to read handwritten or typed material, and the ability to 
adjust focus.  The position requires the individual to meet multiple demands from several people and 
interact with the public and other staff. 
 
WORK ENVIRONMENT:  The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
The noise level in this environment is usually quiet. 


