
Maple Run Unified School District 
Job Description 

 

Job Title: School Counselor/Substance Abuse Counselor 

Location: SATEC 

Job Group: Educators 

Reports to: Principal 

 

Summary:  Counsels students and parents regarding educational issues such as school 

adjustments, truancy, study habits, and related issues.  Supports a learning environment 

that motivates learners and provides personal growth according to the individual’s ability.  

Maintains effective relationships with students, parents, and other staff members. 

Provides counseling services to improve the social and psychological well-being of 

students and provides Substance Abuse Prevention education, and substance abuse 

screening and referrals for maximizing the academic functioning and to support 

appropriate behaviors within the school community. 

 

Essential Duties and Responsibilities: 

 

1. Counsels students to help realize their potential and/or overcome personal, social, 

and/or behavioral problems affecting their educational career. 

a. Prepares students for later educational experiences by encouraging them to 

explore learning opportunities and to persevere with challenging tasks. 

b. Provides crisis intervention to students when difficult situations occur at 

school. 

c. Observes and evaluates student performance, behavior, social 

development, and physical health.  Provides training on related topics as 

requested. 

d. Identifies cases involving domestic abuse or other family problems 

affecting student development. 

2. Serves as a resource to students to help them realize their potential and/or 

overcome personal, social and/or behavioral problems affecting their academic 

functioning by: 

a.  Coordinating and/or conducting student groups at SATEC for such topics 

as: substance use and abuse, divorce, diversity, grieving, mediation, anger 

management, and eating disorders. 

b. Participating and processing all drug and alcohol education/prevention 

plans for violators of the school’s Substance Use/Abuse Policy. 

c. Providing and/or available for the student’s individual counseling. 

d. Serving as a liaison between the school and human services agencies.  

Facilitates individual referrals to appropriate treatment/assistance 

programs. 

e. Encouraging students and/or parents to seek additional assistance from 

community-based support groups and professionals when necessary. 

f. Providing crisis intervention to students and families when difficult 

situations occur. 



g. Conducting post-treatment follow-up with students returning to SATEC 

from treatment rehabilitation programs. 

 

3. Maintains effective professional interactions with students, parents, and 

appropriate contacts by: 

a. Being available to students and parents for education-related purposes 

outside the instructional day. 

b. Conferring with parents or guardians, teachers, other counselors and 

administrators to resolve student behavioral, academic, and other 

problems. 

c. Encouraging students and/or parents to seek additional assistance from 

mental health professionals when necessary. 

d. Participating in school-based educational support teams and in individual 

educational plan (IEP) meetings and EST teams. 

e. Working with the Act 51 coordinators in the implementation of the 

SATEC Drug Free Schools Program. 

f. Coordinating with the SATEC Student Support Team to generate and 

implement ideas, programs and student continuity purposes. 

g. Conferring with guidance counselors, staff, teachers and administrators on 

student referrals and/or student substance use and abuse issues. 

h. Presenting and/or participating in training to faculty, students, parents and 

the community on prevention education or relative areas of concern. 

i. Consulting with staff regarding student plans, referrals and evaluations. 

j. Being visible and available to the SATEC community in relating the role 

and services of the Student Assistance Counselor Programs. 

 

 

4. Plans and facilitates student learning through: 

a. Developing and translating meaningful lesson plans, units of study, and 

instructional materials into developmentally appropriate learning 

experiences that engage students in increasing their knowledge and skills 

(consistent with GEs/Common Core and expected learning outcomes). 

b. Providing individualized and small group instruction and adapting the 

curriculum to the needs of each pupil.   

 

5. Collaborates effectively with school staff by: 

a. Being respectful and considerate of others; exhibits positive attitude and 

actions. 

b. Reporting to work as assigned and is ready to begin work on time. 

c. Maintaining confidentiality. 

d. Following school policies and practices, instructions, and guidelines. 

e. Demonstrating flexibility and ability to adapt to change. 

f. Operating and caring for district equipment, property, and facilities in an 

appropriate manner. 



g. Providing content expertise for learning community. 

h. Meeting regularly, at least weekly, with learning community to focus on 

student learning needs. 

i. Serving as a mentor, teacher leader, or providing training to others. 

j. Actively participate in learning opportunities (i.e. scheduled faculty 

meetings, vertical team meetings, student learning meetings, CFG 

protocols, academic coursework and in-service meetings). 

 

6. Maintains appropriate, accurate, and complete student records as required by law, 

district policy and administrative regulations. Completes necessary grant 

paperwork and reporting based on timelines indicated in the SAP grant. 

 

7. May perform other responsibilities as assigned. 

 

Supervisory Responsibilities: Assists administration in establishing and maintaining 

school-based discipline and a positive learning environment.   

 

Qualification Requirements: To perform this job successfully, an individual must be 

able to demonstrate a high degree of interpersonal and communication skills, attention to 

detail, and adaptability.  Each essential duty must be performed in a satisfactory manner.   

 

Education and/or Experience: Bachelor of Arts degree in content area, Master’s degree 

preferred. 

 

Certificates, Licenses, Registrations: Valid Vermont Teaching License (School 

Guidance Counselor or School Psychologist License preferred) with appropriate 

endorsement for assignment and/or level of assignment.  

 

General Language Skills: Ability to read, analyze, and interpret general periodicals, 

professional journals, or regulations.  Ability to write reports and correspondence and 

demonstrate the ability to effectively present information and respond to questions from 

students, parents, staff, and the greater school community is essential. 

 

General Mathematical Skills: Ability to work with mathematical concepts such as 

probability and statistical inference, fundamentals of algebra, and geometry and to apply 

concepts such as fractions, percentages, ratios, and proportions to practical situations.   

 

General Reasoning Ability: Ability to solve practical problems and deal with a variety 

of situations where limited standardization exists.  Ability to interpret a variety of 

instructions furnished in written, oral, diagram, or schedule form. 

 

Other Skills and Abilities: Ability to apply knowledge of current research and theory 

specific to assigned program.  Is knowledgeable of special education regulations in order 

to participate in Instructional Educational Plans (IEP) teams and to assist in carrying out 

student IEP accommodations and goals.  Demonstrated skills in decision making, 



negotiations, organization, and planning are required.  Ability to perform duties with 

awareness of all district requirements and Board policies. 

 

Physical Demands The physical demands described here represent those that must be 

met by an employee to successfully perform the essential functions of this job.  

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, talk, 

and hear and sometimes walk and stand.  While performing the duties of this job, the 

employee may occasionally push or lift up to 50 lbs. such as books and materials.  The 

employee is directly responsible for safety, well-being, or work output of other people.  

Specific vision abilities required by the job include close vision such as to read 

handwritten or typed material, and the ability to adjust focus.  The position requires the 

individual to meet multiple demands from several people and interact with the public and 

other staff. The incumbent must demonstrate manual dexterity to perform technology 

related assignments. 

 

 

Emotional Demands: The individual must be able to work with others in a collegial and 

cooperative manner, must show acceptable interpersonal skills and follow directions of 

school leadership. 

 

Work Environment: The work environment characteristics described here represent 

those an employee encounters while performing the essential functions of this job.  

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

 

The noise level in the work environment is moderate to loud.  Duties are primarily 

performed indoors and occasionally outdoors. 

 

Terms of Employment: Per Master Agreement 

 

Evaluation: Annually 

 

Date: 7/26/18 

  

 

 
The information contained in this job description is for compliance with the American with Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are 

performed by the individual currently holding this position.  The Board reserves the right to waive the 

essential requirements contained in this job description. 


