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WCS Online 9-12 School Counselor 
 

Job Overview 
 
The job of a WCS Online 9-12 School Counselor was established for the purpose/s of providing support to the 
instructional process with specific responsibility for managing the schedules and placement of assigned students; 
providing course curriculum, information, and recommendations to students and parents; and assisting in the 
development of goals and plans for achievement. 
 
This job reports to the WCS Online 9-12 Principal. 

 
 
Essential Functions 
 

• Coordinates with teachers, college and university personnel, resource specialists and/or community (e.g. service 
clubs, courts, child protective services, etc.) for the purpose of providing/receiving requested information 
and/or making recommendations. 
 

• Counsel students, parents, and guardians for the purpose of enhancing student success in school. 
 

• Develops a variety of special programs (e.g. career fairs and days, academic and financial aid workshops, health 
and safety events) for the purpose of providing information to assist students in the successful transition from 
high school to career, training and/or continuing education. 
 

• Monitors students' progress (e.g. grades, formative and summative assessments, EOCs, ACT, CCEs, etc.) for the 
purpose of identifying issues and taking appropriate action for increasing student success, including serving as 
part of the data team, and assisting teachers with necessary interventions. 
 

• Prepares a wide variety of materials (e.g. reports, student activities, correspondence, audits, etc.) for the 
purpose of documenting activities, providing written reference, and/or conveying information. 
 

• Prepares applications for students (e.g. scholarships, college, financial aid, etc.) for the purpose of ensuring 
completion of application processes within designated time frames. 
 

• Presents information (e.g. budget overviews, accounting processes, distribution formulas, etc.) for the purpose 
of communicating information, gaining feedback, and ensuring adherence to established internal controls. 
 

• Research program eligibility requirements (e.g. financial aid, college eligibility, etc.) for the purpose of providing 
up-to-date, accurate counsel to students. 
 

• Schedules student classes for the purpose of securing appropriate placement and meeting their matriculation, 
graduation, and college eligibility requirements. 
 

• Supervises assigned programs (e.g. scholarships, peer counseling, special education, ESL, etc.) for the purpose of 
monitoring performance, providing for professional growth, and achieving overall curriculum objectives. 
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Working Environment 
 
 
This role is located in a WCS building, the WCS Online counselor’s home or from another district-approved site. There is 
occasional travel to other district school buildings, district meetings, and Professional Development activities. This job is 
performed in a generally clean and healthy environment. 

Generally, the job requires 95% sitting, and 5% standing and walking. 

Physical Requirements: occasional lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or 
crawling; and significant fine finger dexterity. 

 
 
Qualifications 
 
Minimum experience: Job-related experience within a specialized field is required. 
 
Minimum education: Master’s degree in job related area. 
 
The ideal candidate will have the following education, experience, skills, knowledge, abilities and/or competencies:  
 

• Ability to apply assessment instruments; prepare and maintain accurate records; plan and manage projects; and 
use pertinent software applications. 
 

• Ability to communicate with diverse groups; maintain confidentiality; meet deadlines and schedules; set 
priorities; work as part of a team; and work with frequent interruptions. 

 
 

Required Testing:  Required Certificates and/or Licenses:  FLSA Status: 
None Specified  Teachers Certification and/or License 

 
 Exempt 

Continuing Education/Training:  Clearances:  Employee Type: 
Maintain Licensure  Criminal Justice Fingerprint/Background 

Clearance/Proof of Tennessee Residency 
 Certified 

 
Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate 
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other 

characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its 
programs, services, or activities. 


