JOB DESCRIPTIONC
Coordinator of Student Services- High School
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Coordinator of Student Services- High School

Employee Name (Print): _______________________________________


Reports To:		Campus Principal

Dept/Campus:		High School						Paygrade: Pro-1	

[bookmark: _GoBack]Wage/Hour Status: 	Exempt							Date Revised: January 2015


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Plan, implement, maintain and evaluate a comprehensive program to ensure the academic success of students in the high school and to provide a proactive academic plan for every student to encourage their success as a student and for future collegiate and career development.  Implement and maintain a focused organized system for student admission, withdrawal and the successful maintenance of student folders, transcripts, and records.  Implement and maintain a focused organized system to assist all students obtain a post-secondary education as well as assist students obtain scholarships to assist with their post-secondary education.

QUALIFICATIONS:

Education/Certification:
Bachelor’s Degree Preferred

Special Knowledge/Skills:
Excellent organizational, communication, and interpersonal skills
Ability to organize, implement, and maintain effective systematic processes
Ability to instruct students and parents of academic requirements
Proficient skills in typing, word processing and file maintenance
Ability to maintain accuracy in great detail

Experience:
Preferred experience working with students or working in a fast paced public environment
	
MAJOR RESPONSIBILITIES AND DUTIES:

1. Monitor and ensure strict and accurate attendance procedures for assigned campus; organize Attendance Committee/meetings for student attendance issues.

2. Participate in the development and evaluation of campus educational programs.

3. Assist in the development and maintenance of a master schedule of classes.

4. Assist in the maintenance of the accuracy of all student demographics, grades, transcripts, schedules, and other student records.

5. Assist in developing, implementing, and promoting parental involvement. 

6. Verify attendance for workforce day care and Social Security benefits. 

7. Coordinate Student Intervention Team Meetings and work with academic advisors on scheduling and documentation.  Monitor student grades to ensure the successful completion of the academic plan.  

8. Coordinate the campus REACH program including updating curriculum, YAG, and resources.

9. Coordinate all mentors and volunteers with the REACH Program.

10. Collaborate with TAMUT and area high schools on the PEP Grant.
 
11. Effectively coordinates and communicates with parents, school personnel, and the community to bring together resources to ensure the success of students

12. Responsible for coordinating an effective referral process to assist students to use special programs and services

13. Assist in reviewing and researching academic histories to check for accuracy, correcting student data, maintaining accurate PEIMS records, at-risk coding, computation of student Grade Point Averages, and student schedule changes.

14. Coordinate and supervise PSAT, Plan, ACT, SAT, and AP exams. 

15. Responsible for writing student college recommendations in a timely manner.

16. Counsel, advise, and direct students in all areas of college and career readiness.

17. Plan, organize and host College Night.

18. Collaborate with Academic Advisors/Counselor to counsel students on individualized education plans that will best prepare them for life after high school.

19. Direct and instruct students of various requirements for courses, college requirements, and scholarship information.

20. Maintain accurate student transcript information and provide transcripts to requested colleges in a timely manner.

21. Maintain a communication system that effectively collects and disseminates information about requirements and activities to students, parents, and others as needed.

22. Manage, and provide students with, effective resources for college and career planning.

23. Assist in the preparation and maintenance of student transcripts, folders, and records.

24. Respond to inquiries regarding current and past students to include other school districts, athletic recruiters, Armed Forces recruiters, parents, etc.

25. Effectively communicate (written and verbally) with parents, students, community, colleges, universities, and military representatives regarding recruiting, admissions, financial aid, and community reinvestments matters.  

26. Research, review, and publish scholarship opportunities. 

27. Plan and facilitate monthly parent informational meetings.

28. Coordinate and supervise PSAT Boot Camps, ACT strategy sessions, and individualized test prep for students (PSAT Camp is yearly with 3 follow-up sessions)

29. Develop individualized education plans with incoming 9th grade students via KUDER and Kids at Hope Wisdom for Life.

30. Participate in Admission, Review and Dismissal (ARD) meetings to help special needs students with transition, post-graduate and career options for seniors. 

31. Collaborate with Academic Advisors, STEM Assistant Principal, and District CTE Director on Career Pathways and Certification opportunities for students.

32. Collaborate with Assistant Principal for Special Populations and Diagnosticians to provide timely and accurate information to students and parents about college admissions and college admissions testing. 

33. Assist coaching staff with NCAA Clearinghouse requirements as needed. 

34. Manage departmental budgets.

35. Plan, organize, coordinate, and supervise student visits to colleges and universities.

36. Coordinate special projects/programs/issues relative to college readiness through external partnerships or as assigned by the campus principal.

37. Serve as point of contact and campus coordinator for Boys State, Girls State, Texarkana Chamber of Commerce College and Career Fair, Texarkana Youth Leaders Tomorrow program, Talent Search from TC liaison, and other programs associated with college and career readiness.

38. Read and edit essays for scholarships and admissions. 
39. Compile, maintain, and file all required physical and computerized reports, records, and other documents.

40. Comply with policies established by federal and state law, and board policy.

41. Comply with all district and campus routines and regulations.

42. Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions including state and local attendance and PEIMS policies when applicable.

43. Maintain a positive and effective relationship with supervisors, co-workers, students, parents and community.

44. Communicate effectively with colleagues, students, and parents.

45. Model behavior that is professional, ethical, and responsible.

46. Participate in professional development to improve skills related to job assignment.

47. Coordinate and provide adequate supervision of students during non-instructional periods.

48. Conduct conferences with parents, students, and teachers concerning school and student issues.


49. Demonstrate behavior that is professional, ethical, and responsible.

50. Exercise strict professional confidentiality.


EQUIPMENT USED:
Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; manage others in a non-coercive manner; maintain a clear focus on customer service; 

Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.


The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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