
10/16 
 
TITLE: College and Career Advising Secretary 
QUALIFICATIONS: 1. Public relation skills important with excellent phone skills. 
 2. Word processing, typing, and computer skills preferred. 
 3. Experience working in a school environment preferred. 
REPORTS TO: Building Principal 
JOB GOAL: To assist the Building Principal and College and Career Advisor in promoting student success 

and responding to identified student needs through a comprehensive college and career advising 
program that addresses academic, career, and post-secondary path development for all students. 

 
RESPONSIBILITIES: 
 Assist the College and Career Advisor in providing assistance about career choices, career planning, 

internships and career interest inventories. 
 Assist the College and Career Advisor in completing required reporting on the effectiveness of the 

program. 
 Assisting the College and Career Advisors, students, parents, and staff with the forming and 

implementation of academic, college and career plans based on student needs. 
 Assisting with student registration (e.g. student schedules) and enrollment in the Advanced Opportunities 

program, CTE Program, KTEC program, Dual Enrollment, AP Programs, etc. 
 Help plan special events/projects held through the school Career Center to include: FASFA completion 

events, scholarship applications, school day, and evening presentations on Financial Aid, College Campus 
visits, college and career presentations, college application week, etc. 

 Answering telephone calls, transferring phone calls, receiving parents and other visitors - scheduling 
appointments for the Career and College Advisor. 

 Assisting as needed during crisis situations with students, counselors, administration or other office staff. 
 Creating documents (e.g. letters, agendas, mailings, forms) and special function brochures and programs 

related to the College and Career Advising. 
 Performs tasks with flexibility and responsiveness. 
 Performs tasks with an understanding, patience, and receptive attitude toward students of varied age groups 

and needs. 
 Performs such other tasks and assumes such other responsibilities that are legal, moral and ethical as the 

Building Principal may assign. 
 
PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 
 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee to 

understand verbal instructions and to communicate effectively on the telephone and in person;  
 Sufficient visual acuity which permits the employee to comprehend written work instructions, prepare and 

review documents and process them in a prescribed order, and organize documents and materials;  
 Sufficient manual dexterity which permits the employee to operate a personal computer and standard office 

equipment;  
 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an office 

environment, occasional lifting or moving objects that weigh up to 20-30 lbs.  
 Jobs in this class require talking and hearing to relate and monitor activities of students and performing 

repetitive motions in typing, filing and paperwork;  
 Job tasks may require stooping, kneeling, reaching, pushing, pulling, lifting, fingering, and grasping.  
 
EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the  
  Board's policy on Evaluation of Classified Personnel. 
TERMS OF 
EMPLOYMENT: Position is hourly and non-exempt.  Salary and work year to be established by the Board. 
   


