
2012.128
JOB DESCRIPTION

Position Title:

K-8 School Counselor



Funding:

Federal Grant

Department:

Tribal School





Supervisor:

Principal






Salary:

D.O.E.

Summary of Duties and Responsibilities
Is a member of the Tribal School’s certified staff, and assists in making educational, occupational and life plans.  Works with other educators and parents in serving students.  The Counselor assists students in understanding themselves, achieving to their capacity, and make appropriate decisions through personal, educational, and career counseling and guidance services.
· Will be knowledgeable of subject matter and current instructional techniques and approaches to subject/grade area, and instruct students in assigned subject areas, develop methods and techniques which motivate students to perform at their optimum ability, evaluate students’ progress, and maintain an effective learning environment.

· Shall assist the administration in implementing all policies and/or rules governing student life and conduct, and will adhere to all policies and procedures delineated in the district’s board policy manual, staff handbook, and administrative requests.  Maintain discipline and enforce rules of conduct and behavior in accordance with said school policies, rules and regulations.

· Utilize available equipment and materials, student records, school resource personnel, community resources, and other relevant factors in an effort to develop a variety of appropriate and effective methods and techniques to facilitate the students’ learning process.  Coordinate referrals to school and community resources.

· Teach subject matter as prescribed in the board approved curriculum, and cooperate with staff and administration to promote and maintain a sound-learning environment.  Communicate with parents and appropriate professional staff to discuss student needs and progress.

· Be available to help the student with personal problems and furnish information to the student to help the student understand himself/herself.

· Prepare for and orientate assigned classes, altering class and individual presentations as necessary to adjust for individual and class level differences.

· Cooperate with administration and other counseling department members to develop and promote a guidance curriculum and professional growth of the department on a continual basis.

· Attend faculty, curriculum committee, CST, IEP, and Tribal School meetings.  Provide thorough and punctual reports, data, forms, etc., as requested by the curriculum.

· Prepare, maintain, and send out student and school records, reports, transcripts, and inventories.

· Evaluate student progress in accordance with established objectives by administering or evaluating a current testing program on a continuing basis.

· Contribute supervision, knowledge and skill in a variety of school activities, including extra-curricular.

· Work to improve his/her knowledge of the subject area.  Participate in professional organizations, professional growth activities such as appropriate seminars courses, workshops, and staff development activities.

· Help in a cooperative effort to determine equipment and supplies needed for the guidance program.

· Utilize a variety of counseling methods, techniques, strategies and aides in the best interest of the students, and which encourage the development of critical and analytical thought processes by students.

· Demonstrate appropriate use of classroom management techniques to teachers.

· Schedule students in the appropriate building into their classes and update individual schedules as needed.

· Perform all particular duties that are unique to the counseling area as assigned.

· Be a professional role model for all students and staff.

· Assist the students with planning an educational program and with post secondary vocational and educational planning.

· Other duties as assigned.

Minimum Requirements 
· The individual selected must be willing to learn about the Coeur d’Alene Culture.

· Idaho State teaching certificate with an endorsement in the position assigned.

· Previous experience working with Native American students in a Tribal School setting.

· Is able to work and relate with students and adults.

· Be in good physical health.

· Be able to perform the duties required as outlined in a consistent and proficient manner.

· Be able to make sound decisions on a consistent basis.

· Knowledge of and experience with special education laws.
· Must pass an in-depth background investigation prior to employment; No misdemeanor or felony offenses related to abuse, neglect, or endangerment. 
Educational Requirements
· Masters Degree in school counseling. 
· Idaho State teaching certificate with an endorsement in the position assigned.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.

Applicants are subject to a pre-employment drug test and at-random testing following employment.

Positions with the Coeur d’Alene Tribe are subject to a 6-month orientation period.

To apply, submit a Tribal School application and resume no later than 4:00 pm on the closing date to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at http://www.cdatribe-nsn.gov/HR/HumanResources.aspx or call 208/686-4068.

I have read the above job description and fully understand the qualifications, duties and responsibilities required of this position.
_______________________________



______________________________

Applicant Signature





Date
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