
GREENLAND SCHOOL DISTRICT 
 

JOB DESCRIPTION 
 
 

Job Title: School Counselor 
Reports to: Principal/Superintendent  
Dept./School: Building Level 
Wage/Hour Status: Exempt 
  
 
Primary Purpose: 
 
Utilize leadership, advocacy and collaboration to promote student success, provide preventive services 
and respond to identified student needs by implementing a comprehensive school counseling program 
that addresses academic, career, personal and social emotional development for all students. 
 
 
Qualifications: 
 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  
 
Education/Certification: 
 
Master’s degree in Counseling 
 
Special Knowledge/Skills: 
 
Ability to apply knowledge of current research and theory to the instructional/counseling program.  Ability 
to plan and implement guidance lessons based on district and school objectives and the needs and 
abilities to whom assigned.  Ability to establish and maintain effective relationships with students, peers 
and parents; skill in oral and written communication.  Ability to perform duties with awareness of all district 
requirements and Board of Education policies.  Ability to analyze test data for use in making curricular 
decisions.  General computer skills, including Internet research skills, and data entry. 
 
Experience: 
Three years experience as a classroom teacher 
Experience in special student need situational roles/capacity  
 
 
Major Responsibilities and Duties: 
 
Instructional and Program Management 
 
1. Provides services to students through individual guidance and small groups to assist them with 

academic, personal, social emotional and career needs. 
 

2. Consults with teachers, staff and parents regarding meeting the needs of students. 
 

3. Develops a total program of counseling through continued planning and cooperative work with 
stakeholders, develops goals and continues to evaluate and revise the counseling program based 
upon data of needs. 



 
4. Disseminates school and community resource information to students and families and networks 

with the district social work team and outside agencies to provide for the needs of students. 
 

5. Consults with teachers to facilitate the infusion of counseling activities into the regular education 
curriculum. 

 
6. Counsels/guides students and parents by using and interpreting assessment results. 

 
7. Attends or facilitates informational, parental involvement and/or course registration meetings 

during the school day or in evening as necessary. 
 

8. Assists in the administration and facilitation of student assessments and evaluations. 
Completes required documentation per the Arkansas Department of Education.  

 
9. Attends 504, Special Education, Response to Intervention (RTI) and other meetings as 

appropriate. 
 
10. Is available to students and parents for education-related purposes during the instructional day 

and extended hours when necessary.  
 
11. Plans and coordinates work for volunteers and parents as guided by the building administrator.  
 
12. Assists in the orientation of new students and families to the school. 
 
13. Maintains student records as applicable and protects their confidentiality. 

 
14. Attends and participates in faculty meetings and professional development activities. 
 
15. Supports and participates in extracurricular activities, such as PTO, sporting and cultural events, 

etc. 
 
16. Takes all necessary and reasonable precautions to maintain a safe and orderly environment to 

protect students, equipment, materials and facilities.  
 
17. Communicates regularly with various internal and external stakeholders to develop and maintain 

a positive school/community relationship. 
 

18. Perform school assigned duties and other duties as assigned by Principal or Superintendent. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


