
AHC Human Resources 

Position Descriptions 

 

POSITION SUMMARY: 

The School Counselor works with students, teachers, colleagues and parents individually and in groups 

to support academic growth, personal and social skills, college readiness and career exploration. 

 
MISSION AND CORE VALUES: 

The Academy of the Holy Cross, a Catholic college preparatory school sponsored by the Sisters of the Holy Cross since 1868, is 

dedicated to educating young women in a Christ-centered community that values diversity.  The Academy is committed to developing 

women of courage, compassion and scholarship who responsibly embrace the social, spiritual and intellectual challenges of the world. 

All faculty and staff must demonstrate a commitment to the Core Values of the Academy: community, Catholic identity, academic 

excellence, educating the whole person, tradition, diversity, leadership, single-sex education, environment and communication. 

PRINCIPAL RESPONSIBILITIES: The School Counselor is a member of a two person counseling department, and reports to the 

Director of Counseling.  Counselors work primarily with students to provide individual support for their social, emotional and 

psychological needs. 

 

 General Responsibilities 

 

• Develop and foster effective relationships with students and provide short term and crisis counseling for students 

• Refer students with significant or long-term concerns for therapy/counseling. 

• Maintain communication with outside professionals with informed consent 

• Assist in the development of advisory programs that address academic, personal, and social/emotional components 

• Track academic performance of all students and intervene when concerns are noted 

• Utilize data from PowerSchool to maintain up-to-date computer documentation of grades 

• Provide basic study skills, time management assistance, etc. 

• Consult with the learning specialists in the St. Mary’s  Resource Program and make referrals to providers of psycho-

educational assessments  

• Meet with students, teachers and parents regarding issues of concern 

• Encourage and support students in exploration of strengths, limitations and new activities 

• Refer students to school-based academic resources 

• Ease transition for transfer students and students with social difficulties 

• Meet with students for course selection and development/review of four-year plan 

• Attend local professional counselor meetings offered through various professional organizations 

 

 

Administrative Duties 

• Maintain student files and ensure confidentiality  

• Maintain records of phone contacts, written correspondence, and student office visits 

• Communicate changes of status and student concerns with faculty and administration 

Job Title: School Counselor Date: February 

2024 

 

Department: Counseling  Last Updated:   February 

2024 

 

Reports To: Director of School Counseling    

Status: X  Exempt Non-Exempt Classification: 10 mon. 11 mon. 

 X  FT PT   12 mon. 



• Serve on school committees as needed 

 

 Other 

• Perform other related duties as needed 

 

JOB REQUIREMENTS: 

 EDUCATION: 

• Master's degree in School Counseling, Counseling, Social Work or a related field 

 EXPERIENCE: 

• Must have professional experience working as a school counselor at the high school level 

• Experience in teaching health, wellness, and life skills topics to high school students 

• Strong knowledge of adolescent development, mental health disorders, and learning issues 

• Strong cross-cultural competencies and a commitment to inclusive and equitable practices 

 SKILLS: 

• Must be able to work effectively with students, staff and parents from diverse backgrounds 

• Must have excellent written and oral communication skills 

• Must have strong counseling and mentoring skills  

• Must demonstrate a high level of integrity and professionalism and contribute to a positive work environment  

• Must be proficient in Microsoft Word and Excel 

  

  WORKING CONDITIONS: 

• Works in typical school and office setting 

• Must be available before and after school, 7:30 a.m. -3:30 P.M., and some evenings and weekends 

 


