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Avondale College Position Description
Temporary Career Counselor 2023, Term 3
	Title
	Careers Counsellor – Part Time

	Department
	Careers

	Reporting To
	Director of Careers, Deputy Principal in charge of Careers

	Functional Relationships
	Students
Parents 
Staff of Avondale College
Careers Dept

	Purpose of Position
	· To facilitate students’ transition through school life and beyond by individual counselling or group programmes.

· To make students aware of all Career options available to them – accessed through the Careers Department.

· To make students aware of Career resources and agencies available to them and to facilitate proper use of agencies and resources.

· To ensure that students choose appropriate subject options to meet their career and tertiary education needs with the National Qualifications Framework.
· To ensure the students make informed, realistic and positive decisions concerning their career and tertiary education choices.


	Key Result Areas


	Expected Outcomes


	Final Year Students 
	All final year students interviewed/counselled.

	
	Positive evaluations of interview process.

	
	All applications processed on time.

	
	Positive evaluation from students regarding process.

	Career Development Initiatives 
	Participation in school career event – Pathways Planning. 

	
	Participation in delivery of Careers information to all year groups that target key career management competencies.

	Unit Standard Moderation
	Completion of required moderation for Transition classes if a registered teacher.


Specific Tasks and Duties

· Ensure all final year students are interviewed about their intentions beyond school.
· Accept all referrals for career counselling, self-referrals and those from parents / caregivers and staff.
· Act as a resource person for students to access information and/or resources to support their career and tertiary education decisions.
· Organise group counselling where appropriate.
· Provide support for Deans during option choices.
· Maintain appropriate filing systems and records.

· Develop and maintain up to date resources.

· Moderate Unit Standards as required for Employment Skills Classes if a registered teacher.
Person Specification

Skills and Attributes
· Registered and experienced Secondary teacher preferred.
· Experience with Microsoft Office and data base systems.
· A tertiary qualification in Career Development essential.
· Careers Department experience desirable.
· Ability to work and contribute to a team environment and goals.
· Flexibility, being able to vary tasks and adapt to a range of situations.
· Effective time management, being able to plan and prioritise tasks to complete within agreed timeframes.

· High professional and personal standards with quality output of work.
· Self motivated with ability to demonstrate own initiative.
· Accuracy and attention to detail.
· Excellent communication skills both verbal and written.
· Ability to coordinate multiple activities under pressure and tight time constraints.
· Approachable and friendly manner.
Employee

Name: __________________________________
Signed: __________________________________
   Date: __________________ 

Manager
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