
DAKAR ACADEMY JOB DESCRIPTION
Guidance Counselor

1. Work with the administrative staff in implementing the philosophy, goals and policies of the school.

2. Interview parents, teachers and/or students to determine guidance/counseling needs.

3. Conduct parent, staff and/or student counseling sessions as appropriate, including guidance in understanding and learning about themselves, in exploring and analyzing interactions with others, and in growing in their relationship with Jesus Christ.

4. Counsel personally with students who are not making satisfactory academic or social progress as referred by other staff. Analyze reasons for students' academic, social, and/or psychological dysfunction and recommend procedures for improvement.

5. Coordinate the testing program:

· Stanford (Gr. 2-10): Alternate years

· SAT (college entrance): Annual

· ACT (college entrance): Annual

· PSAT (prep for SAT, possible scholarships attached): Annual

· AP (Advanced Placement for college credit): Annual

· SSAT (private high school entrance): by appointment

· CLEP (test out of college course): by appointment

6. Become thoroughly acquainted with the various types of testing, counseling, and guidance materials available.

7. Provide individual and group career counseling for high school students. Conduct a College and Career seminar for students and/or parents.

8. Build and maintain a library of resources to include the following:

· College and university catalogs, entrance requirements, etc.

· Information on vocational training institutions and their requirements

· Information on non-college vocational opportunities e.g. military, short-term missions

· Financial aid information and applications,

· Testing information and preparatory materials

· Academic counseling materials

· General/psychological counseling materials

9. Assist students as needed in planning their high school educational program so that it is consistent with post-high school plans.

10. Write student evaluations for college entrance requirements.
