
Revised 03/31/2017-MM 

 

Job Title: Coordinator of Guidance Services  Status: Exempt 

 

Reports to: Assist Superintendent for Inter Education Terms: 230 Days/Contract 

 

Department: ESC                    Pay Grade: AE106 

 

 

Primary Purpose: 

Work with K-12 counselors to develop (1) professional learning plans for counselors, (2) a 

comprehensive district-wide guidance plan that addresses various social issues (ex. bullying, 

sexting, drugs, alcohol, gang, child abuse, etc.) (3) course selection guides, (4) transition plans 

addressing changing graduation plans, endorsements and career clusters (5)  Personal Graduation 

Plans, and (6) a plan to strengthen community and post-secondary partnerships.  

 

Qualifications: 

Education/Certification: 

Master's degree in guidance and counseling 

Valid Texas Teaching and Counselor Certificate, preferred 

 

Special Knowledge and Skills: 
Knowledge of counseling procedures, student evaluation, career development, and high school 

graduation requirements 

Excellent organizational, communication and interpersonal skills 

Ability to lead and work collaboratively with others 

 

Experience: 
Three years of teaching experience 

Three years of counseling experience 

 

Major Responsibilities and Duties: 

 

1. Plan, implement, evaluate, and promote a district-wide balanced comprehensive developmental 

guidance and counseling program that includes Guidance Curriculum, Responsive Services, 

Individual Planning, and System Support components.  

 

2. Develop a district-wide guidance plan including pro-active/prevention plans for addressing various 

social issues including but not limited to, bullying, cyber bullying, drugs, alcohol, sexting, gang 

violence, dating violence, child abuse, absenteeism, abstinence. 

 

3. Ensure the development and implementation of campus guidance plans.  

 

4. Coordinate with the Assistant Superintendent for Intermediate Education, and the C&I 

Department to develop and provide a comprehensive staff development program for K-12 

counselors. 

 

5. Coordinate with the Assistant Superintendent for Intermediate Education, the C&I Department to 

develop a post-secondary plan with various post-secondary institutions and businesses to ensure 

graduates are career, college, and work ready.   

 

6. Coordinate with the C&I Department and the CTE Department to develop Personal Graduation 

Plans, beginning with 8
th

 graders through high school, that includes endorsements and career 

clusters. 

 

7. Develop transition plans based on legislative changes and new graduation requirements and ensure 

new graduation requirements are implemented. 

 

8. Coordinate with secondary counselors to provide accurate information regarding post-secondary 

opportunities including scholarship availability, college application, and promoting college night.   

 

9. Coordinate community resources with various local entities. 
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10. Assist the secondary counselors with the development/review of junior high and high school 

course guides.  

 

11. Demonstrate awareness of school-community needs and initiate activities to meet those needs.  

 

12. Use accepted theories and effective techniques to provide individual developmental, preventive, 

remedial, and/or crisis counseling.  Serve as the district’s main contact for crisis intervention.  

 

13. Serve as the primary liaison with district counselors for support and consultation.  

 

14. Adhere to legal, ethical, and professional standards related to assessment and counseling, as well 

as, legal standards including school board policies. 

 

15. Demonstrate professionalism, including a commitment of professional development and 

maintaining high standards of productivity. 

 

16. Advocate for a school environment that acknowledges and respects diversity. 

 

17. Establish and maintain professional relationships and consistent communication with 

administrators, teachers, other school personnel, parents, community members. 

 

18. Perform other duties as may be assigned. 

 

WORKING CONDITIONS: 

Mental Demands: 

Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; 

maintain emotional control under stress  

 

Physical Demands/Environment Factors: 

Frequent district and occasional statewide travel; frequent prolonged and irregular hours; moderate 

standing, walking, and bending; occasional lifting up to 35 lbs. 

 

 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 

an exhaustive list of all responsibilities, duties, and skills that may be required.   

 

I have read and understand the responsibilities of this position as outlined above. 

 

 

______________________________________ 

Printed Name 

 

______________________________________ 

Signature 

 

 

______________________________________ 

Date 

 

 

 

 


