
NORTHERN SUMMIT ACADEMY - SHASTA 
JOB DESCRIPTION - COLLEGE AND CAREER COUNSELOR 

Supervisor: Executive Director 
 
QUALIFICATIONS 
 
Required:  
1. A valid clear California credential or equivalent qualifications. 
2. A valid negative TB test or a completed Adult TB Risk Assessment Certificate of Completion 
3. Department of Justice clearance 
4.  A valid California driver's license.  
5.  A demonstrated ability to communicate effectively orally and in writing.  
6.  Experience and/or training in the guidance of at-risk youth.  
7. Ability to work as a team member, with the entire staff, students, and families, in promoting 

the academic growth of all students.  Willingness and ability to take direction and corrective 
actions if needed. 

8. Ongoing compliance with all applicable state and federal laws, board policies, and school 
procedures. 

9. Complete honesty and transparency with the administration in all matters that relate to the 
school, students, parents, staff, and all compliance issues. 

10. Ability to work with various forms of technology and software, including, computers, 
copiers, interactive boards, phone systems, Microsoft Office, School Pathways, Online 
Assessment, Intervention Programs and Courses.   

  
Required within 30 days of Offer of Employment: 

1. Completion of Mandatory Reporter Training 
2. Completion of First Aid/CPR Training, if due. 

 
Desirable:  
1. Experience teaching primary, intermediate and/or high school. 
2. Knowledge of career and vocational skills. 
3. Knowledge of basic academic development.  
4. Established pattern of professional growth.  
5.Knowledge and experience in implementation of independent study policies and laws. 
6. Knowledge and experience with Ca common Core Standards, NGSS, and/or STEM. 

 7. Knowledge of and/or ability to gain a working knowledge of the CA Dashboard. 
 

BASIC FUNCTION: 

Provide support to the Executive Director and credentialed staff in the areas of all High School 
programs, including, but not limited to:   

 High School Course Coordinator/Academic Advisor 
 Personalized Learning Plan Coordinator 
 Community College Coordinator 



 PSAT and ACT Test Coordinator 
 High School Coordinator will attend all appropriate professional development 

opportunities.   

ESSENTIAL FUNCTIONS:  
Essential functions of the position include but are not limited to; 
 
 Support teachers serving high school students 
 Work with High School teachers, parents, and students to develop and implement 

personalized learning plans and courses of study, community college courses, and CTE 
Pathway choices. 

 Meet with high school students a minimum of two times per year to discuss high school 
course selection to meet post high school goals  

 Coordinate and oversee the NSA California Scholarship Federation Chapter. 
 Work with staff and community to develop bank of community partners for each program 
 Monitor students enrolled in each college courses. 
 Work with staff on a team to develop and hold an annual Career Fair. 
  Plan and coordinate College tours and College Days 
 Attend related workshops and professional development opportunities. 
 Develop and update a “College Career Readiness” Map for each high school student 
 Research CTE and academic courses and the community college program options.  
 Update teachers, parents, and students on the policies and procedures of concurrent   

enrollment, college registration and programs, and scholarship opportunities 
 Attend Junior College workshops and webinars for College programs 

 

KNOWLEDGE AND ABILITY 
Knowledge of: 

1. CA State College and Career Readiness Standards and the CA Dashboard. 
2. Curriculum and instruction, the requirements for standardized assessment, and an   
  understanding of non-classroom-based education 
3. Operation of office machines including computer equipment and office equipment such as   

copier, fax machine, and scanner 
4. Knowledge of modern teaching methods and techniques.  
5.Ability to manage and prioritize multiple activities.  
6.Ability to communicate orally and in writing sufficient to express ideas, thoughts, lesson 
material and instructions clearly to students, community and staff.  
7.Ability to collaborate effectively on inter- and intra-agency levels.  
8.Ability to assess individual needs, establish realistic and appropriate goals and objectives, and 
design and implement a personalized program for each student.  
9.Ability to plan and conduct a system of continuous evaluation of each student's progress.  
10.Ability to establish and maintain communication between the school program and 
student/family.  
11.Ability to keep accurate records and submit reports in a timely manner.  
12.Ability to direct and evaluate aides and volunteers per administration.  



13.Ability to drive a car.  
14.Willingness and ability to participate in on-going professional development. 

 
Ability to: 
 
1.  Multi-task in order to meet deadlines and be flexible; accept change, advice and constructive 
 criticism gracefully and professionally. 
2.  Maintain a desire for professional growth and development 
3.   Be detail oriented, manage time efficiently, have excellent organizational skills and work       

independently. 
4.   Communicate effectively in both oral and written forms. 
5.   Ability to use computers, computer programs, the internet, and e-mail. 

 6.   Establish and maintain effective work relationships with those contacted in the      
performance of required duties. 

 

Education and Experience Requirements: 

 Hold a current, clear CA Credential or Long Term Emergency Teaching Credential  
 High School Counseling experience preferred 
 Three (3) years + teaching in a classroom or independent study preferred 
 Prior job related experience in an education field 

 

Other Requirements: 

 Have a telephone with voice mail or answering machine, fax availability, and an e-
mail program 

 Reliable transportation, a valid CA driver’s license and evidence of insurability 
 TB test or survey clearance 
 Criminal Justice fingerprint processing and clearance. 
 A completed job application with resume, original current sealed college transcripts, 

and/or CBEST test results as required on file 
 

I understand that this job description is merely intended to describe the primary elements of the 
position within which I work or for which I have applied.   Northern Summit Academy-Shasta 
reserves the right to change the job description and to assign additional responsibilities as 
necessary.  I also understand that the job description does not constitute an employment contract 
of any kind. 

 

 

 


