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Excellence in Christian Co-education




Position Description 

	POSITION TITLE:
	Careers Counsellor


	REPORTS TO:

	Head of Teaching and Learning Innovation


	MAIN OBJECTIVE:
	Provide systems, programs, strategies and services related to Career Development in accordance with the Professional Standards for Australian Career Development Practitioners and the College’s Mission and Goals. This includes:

1. Development and implementation of effective career education programs.
2. Provision of career counselling services.
3. Maintenance of relevant, current and accessible career resources and information.


	DUTIES AND RESPONSIBILITIES:
	The duties and responsibilities of this role are as follows:
1. Development and implementation of effective career education programs.

1.1. Develop and implement learning opportunities that facilitate the development of career competencies that enhance students’ awareness of self and knowledge of employability skills required to meet the future world of work labour market needs. 
1.2. Plan, implement, develop/redesign and evaluate Career Development Programs based on the Australian Blueprint for Career Development.
1.3. Support students to proactively design and manage their preferred learning and vocational futures.

1.4. Oversee, develop and administer the Year 10 group testing programs which identify individual student abilities, attributes and learning styles. 
1.5. Liaise with key Academic staff regarding the integration of the student’s data into core College Academic processes such as Subject Selection. 

1.6. Liaise with the Curriculum Leader – Exceptional Learners and Heads of Sub-Schools in relation to testing programs to determine individual student needs for support. 

1.7. Assist Curriculum Coordinators, Heads of Sub-School and Year Level Coordinators in academic tracking of students and SET Planning.
2. Provision of career counselling services.

2.1. Conduct Career Counselling services, with a focus on senior school students, in accordance with the Code of Ethics contained in the Professional Standards for Australian Career Development Practitioners. 
2.2. Preserve confidentiality of the counsellor-client relationship within the framework of legal, ethical and child safety considerations.

2.3. Explain content, purposes, potential benefits and results of tests and interventions in language that is easily understood by the student and parent/guardian.

2.4. Assist students, families and school personnel to resolve issues which adversely affect academic functioning and career decision making, including the interpretation of assessment outcomes and subsequent change of subjects or learning pathway.
2.5. Develop and implement procedures for efficient and professional referral to appropriate College personnel, community members and/or external agencies.

2.6. Maintain appropriate records and documentation.
2.7. Counsel and support students regarding tertiary courses and application procedures within Australia and Internationally, including scholarship applications.

3. Maintenance of relevant, current and accessible career resources and information.
3.1. Plan, implement, develop/redesign and evaluate career resources based on the Australian Blueprint for Career Development.

3.2. Develop networks and relationships between employers, tertiary institutions and the St Peters community to ensure students are fully informed about their future choices and career goals.
3.3. Explore and develop links with industry and other external stakeholders.
3.4. Maintain the ‘Careers Centre’ with up to date and accurate information on careers, pathways, tertiary and training options.

3.5. Promote career related activities and information via the Portals, career displays or other mechanisms.

3.6. Provide information regarding Australian Tertiary Admission Procedures including advice regarding extra requirements e.g. alternative entry pathways to University, Early Entry options, folio preparation, UCAT testing, interview preparation.

3.7. Consider options for disseminating pertinent information to the College community at events such as Parent Information Nights, Industry and University guest speaker talks at the College and Assemblies.
3.8. Assist the Curriculum Leader – VET in relation to information regarding work experience, work placements and external vocational learning programs for students.

4. Other

4.1. Keep abreast of the future world of work labour market developments and inform the College community about the impacts of these on students’ post school options.  

4.2. Manage the annual budget in liaison with the Director Teaching & Learning. 
4.3. Attend and contribute to staff meetings.
4.4. Monitor, maintain and enhance professional competencies by participating in continuing professional development in order to remain current with innovations and trends in the contexts, processes and content of Career Development.

4.5. Provide professional development for teachers.
4.6. Promote and facilitate student local and global experience programs to enhance their self and industry awareness e.g. The Oxbridge Academic Program 
4.7. Represent the College when requested.

4.8. Teach classes as requested by the Director of Teaching & Learning Innovation.

4.9. Other duties as requested by the Director of Teaching & Learning Innovation.

	COMMITTEE MEMBERSHIP:
	As directed/agreed by the Director of Teaching & Learning Innovation.



	WORKPLACE HEALTH & SAFETY:
	The College is bound by the provisions of the Work Health and Safety Act 2011 (the Act) which provides the legislative framework for workplace safety in Queensland. The Act protects employees, other persons at work, and members of the public who enter a workplace. It also creates significant responsibilities for individuals, notably Heads, managers and employees. Achievement of the College’s WH&S objectives depends on the cooperative efforts of everyone concerned.

The employees of the College (including Contractors) are required to:

· Take care to protect their own health and safety, and that of their fellow workers. 

· Comply with statutory requirements, College policies and procedures and all lawful instructions of managerial and supervisory staff.

· Wear and/or use all necessary protective clothing and equipment issued in order to protect the health and safety of themselves and fellow workers.

· Under no circumstances operate vehicles, plant or equipment while under the influence of alcohol, drugs or any other dangerous substance

· Set a personal example.

Where a staff member obtains evidence of a non-conformance with the WHS system, he or she must bring that non-conformance to attention of his or her direct supervisor. Where such non-conformances involve significant risk to anyone’s health or safety, staff must bring them to the immediate attention of their supervisor; failing that, they will immediately inform their manager, up through the chain of command to the Head of College if necessary.

Non-conformance with policies, procedures and lawful instructions will be dealt with in accordance with the College’s Performance & Disciplinary procedures.



	KNOWLEDGE, SKILLS AND ABILITIES:
	1. Current and wide-ranging knowledge of information, processes and systems, programs, strategies and services related to Career Development in accord with the Professional Standards for Australian Career Development Practitioners.
2. Working knowledge of the QCAA/IB/VET and QCE eligibility requirements and nuances. 
3. Understanding of and willingness to support the Lutheran ethos of the College.
4. Passion for supporting students to develop plans and take actions that enhance school engagement, whilst transitioning to life after school.
5. Skills in establishing working relationships with staff, students, parents and external organisations.
6. Appropriate and professional communication skills; verbal, listening and written.
7. Ability to manage resources efficiently and effectively.


	SELECTION CRITERIA:
	The following criteria will be used by the selection panel when short-listing candidates.  Applicants should address the main points in their written applications.
1. Evidence of current teacher registration, qualifications in Career Counselling and professional membership of a Career Industry Council of Australia affiliated organisation.

2. Capable of developing and delivering career programs catering for diversity.

3. Working knowledge of the QCAA/IB/VET and QCE eligibility requirements and nuances. 
4. Working knowledge of Australian Tertiary Admission Processes and capable of delivering instructional information sessions to the students and their parents.

5. Possess a reasonable knowledge of international applications processes for the UK, USA and Canada. 

6. Capable of providing effective career counselling for students and families.

7. Demonstrated skills in establishing working relationships with staff, students, parents and external organisations.
8. Appropriate and professional communication skills; verbal, listening and written.

9. Willingness to support the Lutheran ethos of the College.


	CLASSIFICATION: 
	Term 3  contract
Monday-Friday; 7.30-3.30pm

Salary as per the LEQ Teacher Schedule  

Enterprise Agreement – Lutheran Schools



	LOCATION:
	St Peters Lutheran College

66 Harts Road

Indooroopilly   QLD   4068



Applicants are expected to support the Christian ethos of this Lutheran College and to demonstrate courtesy, co-operation and teamwork with fellow members of staff.
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