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Job Description 
 

JOB TITLE: Director of Guidance 
FLSA STATUS:   Exempt 
UPDATED:  

 

POSITION OBJECTIVES:  The Guidance Director is the administrator responsible for the high school 
guidance and counseling program including: student academic advising, consultation, and coordination; 
personal counseling and referral; college and career advising; management of student academic 
records; the guidance curriculum; and counselor professional development. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The Guidance Director is a member of the SCHOOL DISTRICT 
Administrative Team; supervises school counselors and administrative assistants; serves all SCHOOL 
DISTRICT department heads, teachers and aides; and manages a program that serves students (and 
their parents). 

 
Guidance and Counseling Program Management 
• Prepares and administers the Guidance and Counseling Department budget. 
• Conducts in-service workshops and training and development programs for members of the 

department and for selected teachers. 
• Assumes responsibility for own professional development; for keeping current with the literature, 

new research findings, and improved techniques. 
• Explains and interprets district, school and department policies and procedures to students, staff, 

and the community. 
• Collaborates with administrators, department heads, teachers, and other school personnel to share 

information about, and understanding of students. 
• Establishes effective liaison with the various offices and agencies within the school and community 

that may provide specialized or professional help to students and their parents, serves on 
appropriate advisory committees, and acts as the referral agent to these offices and agencies. 

• Defines, interprets, and promotes the professional functions of school guidance counseling to 
administrators, teachers, students, parents and the public. 

• Develops and coordinates guidance program (curriculum) activities such as 4-year planning 
meetings with freshmen, career planning classes with sophomores, college planning classes with 
juniors and seniors 

• Prepares daily announcements, local newspaper notices and reminders to students and teachers 
concerning standardized testing, scheduling, and other guidance and counseling related events and 
deadlines. 

• Oversees the maintenance of the departmental college and career information center. 
• Acts as the liaison between the high school and technical centers  for students. 
• Coordinates with area middle schools for the smooth transition of students to the High School. 
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• Assures that seniors who receive diplomas have, in fact, met SCHOOL DISTRICT graduation 
requirements, and coordinates the preparation of student diplomas. 

• Prepares and administers the annual SCHOOL DISTRICT Senior Survey and administers the 
annual VSAC "Student Plans for Education and Careers" (SPEC) 

• Reviews and edits informational newsletters prepared for juniors and seniors. 
• Prepares and publishes the SCHOOL DISTRICT School Profile (annually). 
• Oversees the determination of nominations and recipients for awards and scholarships given by 

outside organizations but chosen by the school. 
• Maintains a library of professional reference materials and resources for counselors. 
• Continually monitors, evaluates and revises the Guidance and Counseling Program to best meet the 

needs of the High School and its students. 
 

Additional Administrative Team Responsibilities 
• Supervises school activities and athletic events, as assigned by the principal. 
• Prepares annual PSAT/NMSQT, SAT, class size, and other reports for the high school and district 

administration and School Report Night. 
• Assists the Principals in the development of the Parent/Student Handbook and Calendar. 
• Assumes general responsibilities for decisions and operation of the school in coordination with, and 

in the absence of, other members of the administrative team. 
• Regularly Scheduled (and Regularly ad hoc) Meetings 
• Attends administrative, department head, and other appropriate in-school meetings as Guidance 

Director and representative of the Guidance and Counseling Department. 
• Plans, organizes, and presides over weekly departmental meetings, monthly departmental case- 

supervision meetings, and monthly departmental after-school meetings. 
• Serves as a permanent member of the Child Protection Team (CPT) which responds to 

reports/concerns of suicidal ideation/child abuse. 
 

Direct Services to Students 
• Counsels students. 
• Enrolls and counsels all foreign exchange students and coordinates the annual flag exchange 

program. 
 

Testing 
• Supervises the administration of (does not administer) the PLAN, PSAT/ NMSQT, ACT, and SAT 

assessments. 
• Supervises the administration of (does not administer), and prepares annual reports on, the 

Advanced Placement Examinations. 
• Prepares and annual report on ACT, SAT and PSAT results. 

 
Curriculum 
• Serves as a consultant to curriculum development and other school committees. 
• Directs the collection of student statistical data required for planning the educational program. 
• Prepares and edits the annual SCHOOL DISTRICT Course of Studies and Freshman Course of Studies 

booklets of course descriptions and related academic information. 
• Oversees the preparation and submission of "Course Expectations" for each teacher/course, semi- 

annually. 
 

Course Selection and Scheduling 
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• Administers registration and scheduling procedures for all new students. 
• Organizes and administers annual course orientation, selection, and scheduling for current 

students. 
• Coordinates the curriculum orientation, course selection, and visitations of 8th graders to the high 

school. 
• Organizes and implements schedule change procedures for students, including schedule change 

arenas. 
• Assists the Principal in the development of the master course schedule. 
• Coordinates the opening of school procedures relating to student schedules. Student Grading 
• Coordinates the scheduling, processing, and mailing of academic grading - report cards, mid-term 

progress reports, and annual transcripts. 
• Oversees the evaluation and interpretation of the educational progress of students. Prepares the 

quarterly honor roll. 
 

Student Information Management 
• Oversees the collection, maintenance, release, and destruction of student education records in 

accordance with the Family Educational Rights to Privacy Act (FERPA), the Individuals with 
Disabilities Education Act (IDEA), state law, and district policy. 

 
 

SCHOOL COUNSELOR JOB COMPONENTS: A functional outline of the Guidance and Counseling 
Department "Program Components" follows: 

 
• Consultation - school counselors serve as consultants in order to share professional expertise with 

faculty, staff, administrators, parents, and other community members - within the confines of 
ethical and legal boundaries - for the benefit of students. 

• Coordination and Referral - school counselors serve as coordinators to bring together people and 
resources in the school and the community for the fullest academic and personal development of 
students. 

• Counseling - school counselors provide individual and group counseling services for the purpose of 
assisting in the development of students’ academic, career, and social/emotional lives. 

• The Guidance Curriculum - school counselors teach students important information and skills 
needed for healthy educational and personal development and resiliency. 

• Student Information Management - school counselors and staff gather, evaluate, interpret, and 
disseminate information - within the confines of the laws of rights and privacy - to meet the needs 
of students, the school, and the community. 

• Academic Advising - by providing appropriate information and counseling, school counselors assist 
students to plan appropriate high school courses and extracurricular activities. 

• College/Career Counseling - school counselors assist students to develop and implement 
postsecondary plans. 

• Professional Development - school counselors are responsible for the establishment, maintenance, 
and expansion of the knowledge, skills, and competencies which lead to their personal and 
professional growth and development. 

• Program Management - school counselors and the guidance director develop the processes and 
procedures for planning, implementing and evaluating a comprehensive program of guidance and 
counseling services. 
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SUPERVISION RECEIVED: Works under very general administrative direction, planning and implementing 
the activities of a department, program or other unit of major size or scope, in accordance with general 
organizational objectives.  Usually receives no technical assistance from supervisor. Has regular 
meetings with supervisor on a monthly or quarterly basis regarding overall progress, direction,  
objectives of the program, with more frequent consultations regarding special problems or specific 
activities as necessary. Evaluation is by the building principal. 

 
SUPERVISORY RESPONSIBILITIES: Carries out supervisory responsibilities in accordance with the 
organization's policies and applicable laws. Supervises and evaluates school counselors, if any, and the 
Guidance and Counseling Department support staff. Responsibilities include interviewing, hiring, and 
training employees; planning, assigning, and directing work; appraising performance; rewarding and 
disciplining employees; addressing complaints and resolving problems. 

 
QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily, in addition to the following: 
• Education and Experience. Masters Degree in education or other appropriate discipline plus 7 years 

of counselor experience and 4 – 5 years leadership experience or 4 – 5 years of other relevant 
experience, or a combination of education and experience from which comparable knowledge and 
skills are acquired. 

• Certifications and Licenses. Valid Vermont Professional Educator’s License with a 3-64 or 2-64 
Endorsement (Level II preferred), plus a Supervisor (2-75 or 3-75) or Principal (2-91 or 3-91) 
endorsement. 

• Language Skills. Ability to read, analyze, and interpret common scientific and technical journals, 
financial reports, and legal documents. Ability to respond to common inquiries or complaints from 
customers, regulatory agencies, or members of the business community. Ability to write speeches 
and articles for publication that conform to prescribed style and format. Ability to effectively 
present information to top management, public groups, and/or boards of directors. 

• Mathematical Skills. Ability to work with mathematical concepts such as probability and statistical 
inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply 
concepts such as fractions, percentages, ratios, and proportions to practical situations. 

• Computer Skills and Experience. Proficient with Microsoft Word and Excel. Ability to efficiently 
and effectively utilize the Sasi student database and GroupWise mail server. 

• Reasoning Ability/Mental Requirements. Ability to apply principles of logical or scientific thinking to 
a wide range of intellectual and practical problems. Ability to deal with nonverbal symbolism 
(formulas, scientific equations, graphs, musical notes, etc.,) in its most difficult phases.  Ability to 
deal with a variety of abstract and concrete variables. 

• Communication & Interpersonal Skills. Ability to communicate courteously, efficiently and 
effectively with a variety of individuals, including students, faculty, administrators, parents, and 
representatives of outside organizations. Ability to work cooperatively and effectively with peers, 
subordinates, supervisors, parents, and outside agencies. 

 
PHYSICAL EFFORT AND STRESS: While performing the duties of this job, the employee is frequently 
required to walk; sit; stand; talk or hear. Regular use of computers and equipment and handling of 
stressful situations and conflict resolution. Occasionally required to lift or move more than 50 lbs. 
Requires close, distance, color, peripheral vision and depth perception and adjusted focus. 

 
WORKING CONDITIONS: While performing the duties of this job, the employee is occasionally exposed 
to outdoor weather conditions; moving mechanical parts; high, precarious places; fumes or airborne 
particles; outside weather conditions. The noise level in the work environment is usually moderate. 
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EVALAUTION 
The Principal or their designee will evaluate the position according to the District evaluation process.  
 

Note:  This job description will serve as the conceptual basis for the position’s performance 
expectations. Specific items may be deleted and priorities set for the position through 
conferencing with the supervisor as part of the evaluation process. 

……………………………………………………………………………….…………….. 
This general outline illustrates the type of work, which characterizes the Job Classification. It is not an 
all-encompassing statement of the specific duties, responsibilities and qualifications of individual 
positions assigned to the classification. Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
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