HARLEM CONSOLIDATED SCHOOL DISTRICT #122
Job Description
Secondary Counselor
Supervisor:

Guidance Department Chair

FLSA Status:

Exempt

Employee Group:

Certified

Qualifications:
1. Valid Illinois Professional Educator License currently registered with appropriate endorsement
applicable to teaching level assigned and teaching field(s), or Provisional Educator endorsement in
appropriate area.
2. Master’s Degree in Counseling
3. Minimum of two-to-five years of teaching experience preferred
Terms of Employment:


Nine (9) month teacher contract, plus days defined in the CBA

Responsibilities:
1. Actively support the mission of the school and district.
2. Utilize conscious engagement regarding equity, diversity and inclusion.
3. Represent the Harlem Consolidated School District in a professional manner.
Duties:
1. Promote the growth of all students by providing opportunities to acquire and apply knowledge, skills,
and attitudes through academic, career, and social-emotional development while promoting diversity,
equity, and inclusion for all.
2. Work with students, parents, school personnel, and outside agencies to provide service regarding
school, family, health, personal, and emotional issues.
3. Coordinate transcript requests, write recommendation letters, and make available college, career,
military, tech school, and apprenticeship information for students including financial aid and college
information as well as deadlines.
4. Guide students in the selection of appropriate courses through the scheduling process including
classroom presentations, entering requests, ensuring graduation requirements are being met, and
orienting students through school procedures and the various opportunities available inside and outside
of the traditional school environment.
5. Hold an individual career conference with each student regarding credits, graduation requirements, and
career plans at least once per year which will include a folder or handouts with important dates,
deadlines, and necessary information relative to that particular grade level.
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6. Administer a yearly needs assessment within the first 6 weeks of school to determine counseling groups.
7. Coordinate and run at least one social/emotional group throughout the school year, with a minimum of
14 sessions, as well as provide at least one SAIG with a minimum of 6 sessions per group.
8. Assist in the administration of standardized testing as well as help students in evaluating their aptitudes
and abilities by interpreting individual standardized test scores and other data.
9. Interpret attendance, cumulative, activity, and transcript records for assigned students.
10. Communicate information relating to students with teachers, administration, other staff, and families to
collaborate services effectively while protecting student confidentiality.
11. Continually assess current goals and objectives for the counseling department and revise as needed.
12. Compile information as requested concerning students.
13. Follow best practices and requirements as they relate to the job description.
14. Perform other job related duties and assume such other professional responsibilities as the principal or
department chair may assign or delegate.
The mission of the Harlem Consolidated School District, as a vital part of the community, is to help diverse learners realize
their unlimited potential by providing an educational program dedicated to academic excellence and the development of
strong character in a safe and respectful learning environment.
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