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Kathleen Jeremiassen, EdD, Principal 

JOB DESCRIPTION 

Notre Dame Elementary and Pre-School Counselor 

Purpose: The Notre Dame Elementary and Pre-School Counselor believes in supporting 

students in their attainment of developmentally appropriate social-emotional skills and 

wellbeing. We are seeking a school counselor to coordinate a comprehensive school counseling 

program. The Counselor must work closely with the faculty and administration. 

Responsible to: Principal 

Job Hours: Part Time 

Payment Rate: Commiserate to experience, aligning with archdiocese of San Francisco 

Benefits: Commiserate to experience, aligning with archdiocese of San Francisco 

Qualifications: 

 High School diploma or equivalent 

 Master’s degree in mental health services/counseling from an accredited  college/university 

 Two years of counseling experience in a school setting is desired, but not required 

 Background check by state of CA 

 Complete any required trainings per the Archdiocese of San Francisco 

Essential Functions: 

1. Consult with parents, teachers, administrators, and supporting agencies concerning the 

needs and abilities of students. 

2. Communicate effectively with all members of the school community. 

3. Support the philosophy, mission, and vision of NDE. 

4. Ensure that all activities conform to school guidelines and support the school mission. 

 Teach guidance lessons through planned activities in the classroom or small group 

setting. 

 Provide individual counseling and group guidance to help students cope effectively 

with personal, social, academic, and family concerns. 
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 Support teachers with social-emotional classroom strategies or interventions. 

 Support faculty in the identification of students with special needs and make appropriate 

recommendations and referrals. 

 Support an appraisal implementation process by: 

a. selecting and administering appropriate ability, achievement, and interests 

Inventories or tests, 

b. visiting with students and interview interested adults, and 

c. interpreting results to students, teachers, administrators, and parents. 

 Update and maintain confidential student records, including cumulative transcripts and 

student files. 

 Maintain a current list of community resources for families, and assist families in using 

the information effectively. 

 React to change productively and handle other tasks as assigned. 

 Physical Requirements/Environmental Conditions: 

1. Requires prolonged sitting or standing. 

2. Occasional stooping, bending, reaching, and lifting. 

3. Must be able to work in a school environment. 


