
ELEMENTARY 
SCHOOL COUNSELOR 

 
 

 
 
REPORTS TO:   Head of Lower School 
 
SCOPE: To assist students with their behavior, academic, physical, and emotional needs in 

an elementary educational setting. 
. 

PRIMARY RESPONSIBILITIES: 
1. Maintain a program of developmental guidance/counseling for all students. 

a. Assist with monitoring and adjusting student behavior issues that impede learning in the school 
environment. 

b. Present classroom guidance units in accordance with the goals of the guidance program. 
c. Conduct small group counseling activities to enhance student development 
d. Provide individual counseling for students as necessary. 
e. Provide crisis intervention as needed. 
f. Assist the classroom teacher in determining the proper placement for children who are/can be 

mainstreamed into the regular classroom. 
g. Aid the teacher in developing behavior modification programs for students having discipline 

problems. 
h. Work with individuals within the classroom who need special attention and tend to dominate the 

regular and special teacher’s time. 
2. Assist classroom teachers and other professionals in regard to guidance and counseling related matters. 

a. Serve as a resource person who provides information and ideas and recommends techniques 
and/or materials to meet individual student or classroom needs. 

b. Provide in-service opportunities for staff members. 
c. Be available to participate with teachers in parent conferences as necessary. 
d. Assist in referral of special needs students. 
e. Assist in the evaluation of student needs through the SAP program 

3. Serve as a consultant to parents. 
a. Provide information and support as appropriate. 
b. Review with parents the results of observation and screening. 
c. Respond to parental requests for intervention with their children. 

4. Aid in evaluation of students with possible special needs and serve as a consultant to school personnel. 
a. Observe and screen referred students. 
b. Conduct standardized testing and participate in the evaluation of results. 
c. Participate in multi-disciplinary meetings, team meetings and work with special education 

teacher, psychologist, and support staff on special education matters. 
d. Monitor student progress. 
e. Complete forms for gifted placement. 
f. Maintain confidential folders and insert a note indicating that such folder exists in the permanent 

record folder.  
g. Participate in the end of year IPE conferences, as needed. 
h. Refer students to other district and intermediate unit personnel as appropriate. 
i. Perform such other duties as assigned by the Chief Academic Officer or designee. 

5. Serve as the Homeless Student Coordinator 
 

 



 
 
 
EDUCATION, CERTIFICATION, WORK RELATED EXPERIENCES: 
1. A master’s degree from an accredited college or university with a major in guidance and counseling.  
2. Pennsylvania Teaching Certification Required, appropriate for level and/or subject area of assignment and at 

least three years of successful teaching experience. 
3. All Pennsylvania Clearances are required (Act 24, Act 34, Act 114, Act 151, Act 168 and Physical Exam 

and TB Test.)  
4. A valid state certificate as a guidance counselor. 
5. Demonstrated experiences teaching children from diverse backgrounds using culturally responsive 

pedagogy. 
6. Knowledge of instructional strategies recommended for International Baccalaureate schools. 
7. Operational knowledge of the Internet and web-related technologies. 
 
TECHNICAL COMPETENCIES AND SKILLS: 
1. Possesses strong oral and written communication skills in the language of instruction. 
2. Must possess computer skills. 
3. Ability to operate office equipment. 
4. Maintains effective and efficient record keeping procedures. 

PHYSICAL DEMANDS: 
1. Ability to reach above and below the waist. 
2. Ability to use fingers to pick, feel, and grasp objects. 
3. Ability to life and/or carry supplies and/or papers weighing no more than 50 pounds. 
4. Ability to stand, with some walking, sitting, or moving throughout the school and occasional travel to 

homes and outside agencies. 
  

SENSORY ABILITIES: 
1. Visual and auditory acuity. 
 
WORK ENVIRONMENT: 
1. Subject to inside and outside environment conditions. 
 
TEMPERAMENT: 
1. Must possess excellent interpersonal skills. 
2. Must be able to work in an environment with frequent interruptions. 
3. Possess the ability to work cooperatively with others. Maturity and the ability to deal effectively with 

students, parents/guardians, and staff.  
4. Self-motivated with the ability to work independently within the limits of assigned responsibilities.  
5. Understands the importance of and can practice confidentiality.  
6. Adheres to specific rules and regulations as they apply to the discipline procedures of the building.  
7. Friendly, helpful, and caring personality. 
 
COGNITIVE ABILITY: 
1. Ability to communicate effectively. 
2. Ability to organize tasks. 
3. Ability to handle multiple tasks. 
4. Ability to exercise sound judgment. 
 
SPECIFIC SKILLS: 
1. Must be able to make judgments and work under high levels of stress. 



 
 
2. Must be able to work independently with little direct supervision. 
3. Must be able to work as part of a team. 
4. Must be able to display effective multi-tasking and possess time management skills. 
5. Must be able to demonstrate strong work ethic to achieve York Academy goals. 
6. Accepts responsibility and is self-motivated and reflective. 
7. Meets professional obligations through efficient work habits such as: meeting deadlines, honoring 

schedules, and coordinating. 
 

York Academy Regional Charter School is an Equal Opportunity Employer. ADA requires the York Academy 
Regional Charter School to provide reasonable accommodations to qualified individuals with disabilities. 

Prospective and current employees are invited to discuss accommodations.  Interested candidates should submit 
a resume to York Academy Regional Charter School, 32 West North Street, York, PA  17401,  

Attn:  Human Resources or email resumes to hr@yorkarcs.com. 
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