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Guidance Counselor 
Bishop Neumann 

 

 
Reports to: Chief Administrative Officer      Date: March 2023 

 
JOB SUMMARY: 
· The School Counselor fulfills the mission of the Catholic school by providing counseling and consultation for 

students, staff, and parents including: individual, groups, crisis, grief, career, college, and testing in line with 
the teachings of the Catholic Church.  

 
DUTIES AND RESPONSIBILITIES: 
ADMINISTRATION 

 
· Member of the School Administrative Team -recommends policy changes and development to ensure clear 

communication with students and parents 
o Participates in the process for hiring, evaluation, and reduction of staff in keeping with national and local 

laws as well as diocesan guidelines 
o Determines curriculum changes that focus on high school graduation and college readiness 

· Ensures required reports to the diocese and state educational entities relating to counseling responsibilities are 
completed in an accurate, professional, and timely manner 

· Responsible for the development of student permanent records and their updating 
o Ensures the integrity of official student records  
o Provides oversight of the process for the preparation, request, and/or submission of student transcripts 
o Work with colleges, the NCAA, and other high schools regarding the dissemination and interpretation of 

student transcripts 
 

COUNSELOR 
 

· Administers and supervises the school’s guidance program 
o Communicates with parents of students, ensuring a professional exchange is maintained at all times  
o Work with disagreeing students to help them listen to each other, forgive, and move forward positively 
o Encourage teachers to identify students needing assistance as well as those having special talents 

· Responsible for individual counseling 
o Builds positive relationships with students throughout the year 
o Assists students in the selection of courses in order to fulfill graduation requirements 
o Registers all students for classes 
o Informs students and parents of options for credit recovery 

· Determines appropriate ways to assist students/families who are struggling personally, academically, socially, 
or spiritually 

o Meet with parents who need help with their students and determine a plan of action 
· Coordinates:  

o Formalized testing programs and assist with sharing the results 
o College admissions counselor’s visits and communicates dates of visits to the students 
o Summer activities that assist students in making a smooth transition into Bishop Neumann 
o Resources with other professional and community services to support students both at home & at school 

· Advertises scholarships and disseminate applications to appropriate students 
 

PLANNING 
 

· Plans and conducts feeder school visits to register students who will be entering Bishop Neumann  
· Works with prospective students to determine their eligibility for admission to Bishop Neumann. These may 

include: transfer, home-school, part-time, I-20, or foreign exchange 
· With the Principal, creates the master schedule of class sections as well as procedures for student scheduling. 
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o Is directly in charge of any changes in students’ schedules; drops and adds, in conjunction with the 
principal  

· Creates a Counseling calendar for events during the school year 
 

KNOWLEDGE, SKILLS AND ABILITIES: 

MANAGEMENT 
 

· Project management skills 
· Ability to interact effectively with a variety of professionals and work successfully in teams  
· Must be able to work independently, prioritize tasks, and meet schedule deadlines 
· Oversee the management of personal files and transcripts for each student 
 
INTERVENTION 

 
· The Guidance Counselor must be knowledgeable of the teachings of the Catholic Church in order to 

integrate spiritual solutions into the vast array of challenges faced by teens. 
· They must provide leadership, advocacy, and collaboration in support of the needs of students. This 

includes, but is not limited to, identification and provision of preventative services in partnership with 
parents and teachers; responding to identified student needs by implementing a comprehensive school 
counseling program that focuses on academic success, personal and social development, and career and 
college guidance for all students. 

 
COMMUNICATION 

 
· Familiarity with Email, Calendar, Database, and Spreadsheet software. Must be computer proficient, with a 

knowledge of Word, Excel, and PowerPoint. Experience with student management software, such as Naviance, is 
preferred.  

· Interpersonal, written/verbal communication and presentation skills 
· Ability to handle multiple projects and be able to maintain confidentiality 
· Work with marketing, advertisement, and social media to assist with dissemination of information to students, 

parents, and local media. 
 

LEADERSHIP 
 

· Strong belief in Catholic education and support of the mission of Bishop Neumann Catholic School 
· Represents Bishop Neumann in meetings, seminars, and conferences relating to guidance counseling  
· Maintains a personal and professional demeanor in all that pertains to a positive Catholic learning 

environment 
  
CREDENTIALS AND EXPERIENCE 

 

· The Guidance Counselor must possess the appropriate licensure credentials required by the Nebraska 
Department of Education for this area of expertise, as well as possess a working knowledge of local, State, and 
Federal laws and mandated reporting. 

· Previous experience in counseling and a working knowledge of educational/counseling technology preferred 
 

TYPICAL PHYSICAL REQUIREMENTS/WORKING CONDITIONS 
 

· Must be able to stoop, sit, stand, push, pull, and stretch consistent with an office environment 
· Must be able to drive to various locations as required (valid driver’s license required) 
· Must be able to use standard office equipment such as computer, telephone, fax machine etc. in conjunction with 

administrative duties 
 

NOTE: This job description is not intended to be all-inclusive. Employee may perform other related duties as required to meet the ongoing 
needs of the organization. 

 
 


