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JOB DESCRIPTION – Elementary COUNSELOR          
	Immediate Supervisor:
	Principal 

	Contract Days:
	210 days

	Hayah Mission:
	Hayah is committed to creating and maintaining an environment that fosters and enriches the personal and academic growth of each student. Hayah empowers students to live with purpose, honor their cultural identity, respect diversity, and serve humanity by impacting local and global communities.


	MAIN DUTIES AND RESPONSIBILITES

	Goals:

Utilizing leadership, advocacy, and collaboration, a school counselor promotes student success and responds to identified student needs by implementing necessary intervention strategies that addresses personal, social and emotional development for all students.

Major Duties and Responsibilities:

Development and Management

· Effectively distributes time between individual student planning, preventive and responsive services, and management system support and accountability.

· Establishes counseling intervention plans with the school administration in key areas addressing identified students’ needs.

· Develops and maintains a documentation system of the addressed issues.

Child advocate:

· Implements an effective referral and follow-up process through Campus Intervention Team (CIT). 

· Consults and collaborates effectively with parents/guardians, teachers and administrators serving as a resource regarding students with identified concerns and needs.

· Develops accurate records/soft copies to document interactions, interventions, and decisions consistent with school ethical guidelines and stored confidentially.

· Participates in CIT meetings.
· Monitors student performance and behavior and assists with appropriate interventions. 

· Assists SEN and ESL Department if an academic need is causing social-emotional or behavior concern for a child. 

· Helps students explore their talents and interests.  

· Monitors student behaviors in academic and nonacademic settings (e.g. in class, during, before or after school snack and break times.)

Transition: 

· Conducts orientation activities for students new to the building.

· Provides activities to transitional grades (K to Grade 1 and Grade 5 to Grade 6).

Vision:

· Provides appropriate information to staff related to the comprehensive school counseling services.

· Assesses counselors’ role in supporting the school improvement plan and school identified objectives.

· Conducts parent social-emotional awareness sessions and orient them with counseling services when necessary. 

Assessment:

· Assists teachers and parents/guardians in interpreting and understanding student data.

· Accurately and appropriately uses Behavior Analysis Procedures for determining and structuring behavior intervention plans and individual/group counseling services.

· Collects and analyzes data to guide counseling interventions direction and emphasis, and evaluate necessary referral to external services

· Communicate with external services provider after permission from the school administration and parents when necessary to help with needs assessment. 

Ethics:

· Models appropriate behavior with student, parent, and colleague interactions.

· Adheres to laws, policies, procedures, values and ethical standards of the school counseling profession. 

· Maintains confidentiality.

· Performs responsibilities in an organized, accurate timely and dependable manner.

· 

	KNOWLEDGE, ABILITIES & SKILLS 

	· Demonstrates aptitude for program development, identification and implementations of intervention plans.

· Has completed the above duties at a high level of proficiency or shows aptitude and interest for performing these duties effectively with colleagues.  

· Displays leadership, positive problem solving, and organizational ability.

	QUALIFICATIONS AND EXPERIENCE

	· Professional or graduate level coursework in program preferred.

· Demonstrated leadership skills. 

· Good interpersonal skills. 

·  A team member who contributes positively to the overall climate of the building. 

· Models Hayah values.




* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  
( I have read and understand the job requirements, responsibilities and expectations set forth in the job description provided for my position. I attest that I am able to perform the essential job functions as outlined. 
Employee Name:

_________________________

Employee Signature:

_________________________

Date:



_________________________  
Human Resources Department 

           Updated November 2023
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