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Position Title:   PCN:   

Department/School:   Location/
Address: 

 
 

Reports to:  Work 
Hours 

                 a.m.   to              p.m. 

Salary Category:  Administrative 
 Classified 
 Teacher 

Position 
category: 

 Administrative 
 Classified 
 Teacher 

Position type: 
(To be completed by 
HR) 
 

 Work 
Schedule: 

 185 days 
 190 days 
 195 days 
 200 days 

 210 days 
 218 days 
 222 days 
 245 days 

 Travel Required:   FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

Job Purpose/Reason: 

 

 

 

(Primary Functions) 

Position Responsibilities: 
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(Secondary Functions) 

      

 
 
 
 
 
 
 
 
 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree 
Required Qualifications: 

                               Bachelor’s Degree                                     Master’s Degree 

                                Other       

 
EXPERIENCE & TRAINING: 
      

 
 
 
 
 
 
 
 
 
 
 

SPECIFIC SKILLS: 
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LICENSING/CERTIFICATION: 
      
 
 
 
OTHER: 

      

 
 
 
 
 

      

Preferred Qualifications: 

 

 

 

 

 

      

Physical/Mental Requirements: 

 
 
 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It 
is not to be construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job 
description must not be misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/ 
Executive Director 

 Date  

Superintendent 
(if applicable) 

 Date  

Human Resources  Date  

 


	Position Title: Guidance - Secondary
	PCN: n/a
	DepartmentSchool: varies
	Location Address: varies
	Reports to: Principal
	Administrative: Off
	Classified: Off
	Teacher: On
	Administrative_2: Off
	Classified_2: Off
	Teacher_2: On
	Administrative Classified TeacherPosition type To be completed by HR: Salary Range:   See teacher salary schedule
	185 days: Off
	190 days: On
	195 days: Off
	200 days: Off
	210 days: Off
	218 days: Off
	222 days: Off
	245 days: Off
	Administrative Classified TeacherTravel Required: 
	undefined: Off
	undefined_2: Off
	Job PurposeReason Primary Functions Position Responsibilities: 1. Plans a program of study that, as much as possible, meets the individual needs, interests and abilities of students;
2. Creates a classroom environment that is conducive to learning and appropriate to the maturity and interest of students;
3. Guides the learning process toward the achievement of curriculum goals and - in harmony with the goals- establishes clear objectives for all lessons, units, projects and the like to communicate those objectives to students;
4. Employs instructional methods and materials that are most appropriate for meeting stated objectives;
5. Assesses the accomplishments of students on a regular basis and provides progress reports as required;
6. Diagnoses the learning disabilities of students on a regular basis and provides progress reports as required;
7. Counsels with colleagues, students and/or parents on a regular basis;
8. Assists the administration in implementing all policies and/or rules governing student life and conduct, and, for the classroom, develops reasonable rules of classroom behavior and procedure and maintains order in the classroom in a fair and just manner;
9. Plans and supervises purposeful assignments for teacher assistant(s) and/or volunteer(s) and cooperatively, with department head or principal, evaluates their job performance;
10. Strives to maintain and improve professional competence; and
11. Attends staff meetings and serves on staff committees as required.

	High School Diploma or Equivalent: Off
	Bachelors Degree: Off
	Other: Off
	Associates Degree: Off
	Masters Degree: On
	Department Head: 
	Date: 
	AssociateChief Executive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Text1: To help students learn subject matter and/or skills that will contribute to their development as mature, able and responsible men and women.
	Text2: Performs all other duties as assigned by the supervisor.


	Text3: 
	Text4: Basic computer skills
	Text5: Must meet  standards for SC State Board of Education teacher certification 
	Text6: Master's Degree and Certification in Guidance (Secondary) required for this position
	Text7: 
	Text8: Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components; Ability to stand and/or sit for extended periods of time; Must have patience, compassion, and a keen desire to work with children.

Work is performed in a normal heated or air-conditioned School environment. Exerting up to 10 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects.  

	pm: 
	am: 


