
EMPLOYMENT OPPORTUNITIES

(in-District, Permanent Employees Only)

GUIDANCE ASSISTANT

Application Deadline:

Test Information:
Candidates will be notified of testing date Salary Range 17.

Workdays:

Academic Year + 18 days/8 hours per day

Fringe Benefits:

Family medical, family dental, employee life insurance, and fully paid retirement

DEFINITION

Under the direction of the Department Chairperson/Head Counselor assists the High School/ Middle School Counselors with the routine and system support needs related to the performance of their duties and provides a means of developing greater effectiveness with in the counseling and guidance program.

EXAMPLES OF DUTIES

Assists with scholarships, grants, post-secondary educational opportunities, military service, and other forms of career guidance as appropriate. Assists students, parents, and teachers in locating and understanding guidance materials and resources.  Assists the school counselor with preparation and process of registering new students. Assist school counseling team with the preparation and implementation of new and continuing student orientation. Assists in preparing a wide range of guidance materials. Maintains Guidance Center information boards and disseminates factual materials and information to appropriate public entities. Assists counselors in preparation of SST, 504, and AEC meetings. Inputs data and maintains master calendar for guidance office. Assists with SASI XP data entry. Assists counselor in the preparation of award assemblies. Assists the school counselor in the preparation, organization and collection of testing materials, administering and monitoring group tests, preparing and organizing answer sheets. Assists in the preparation of counselor assessments and accountability data, performs routine collecting and analytical statistical operations. Performs related and required duties as assigned.

EDUCATION AND EXPERIENCE

Education: High school graduation or equivalent Two years of college with course work in behavioral sciences desirable.

Experience: Positive work history involving human relations activities, clerical and technical abilities, preferably in a school setting.

KNOWLEDGE AND ABILITIES

Knowledge of: The responsibilities of the role of the school counselor and the total guidance program. Knowledge of SASI and SARI XP or equivalent student data system; staff development techniques and implementation strategies, program audit, assessment and evaluation processes. Operation and use of multimedia materials and office equipment; general office procedures and effective public relations skills.

Ability of: Effectively use word processing software and/or equipment Handle and protect confidential material. Communicate effectively in oral and written form. Establish and maintain effective organizational, community and public relationships.

WORKING CONDITIONS

Environment: Effectively work in an environment with constant interruptions.

Physical Abilities: Dexterity of hands and fingers to operate standard office equipment and standard office machines; standing for extended periods of time; and hearing and speaking to exchange information.

LICENSE REQUIREMENT

Must possess a valid California Driver's license and quality for insurability by the District's insurance carrier.
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