
 

 

 
 

Job Announcement  
College Counselor and Program Coordinator 

 
Saint Joseph Notre Dame High School is a co-educational, Catholic parish high school located in 
the heart of residential Alameda, just minutes from downtown Oakland. SJND offers academic 
excellence and moral development to its diverse and talented 440 students. The 65 staff members 
are dedicated to the development of confident, open-minded, generous leaders who are ready to 
live joyful lives of faith, scholarship and service. The school educates future leaders in a 
supportive and challenging environment. 
 
We are currently seeking a full-time (11-month) College Counselor and Program Coordinator. 
This person is responsible for providing all students and parents the resources and support 
necessary to promote high quality college admissions for our students. A job description is 
attached to this job announcement. The position begins August 1, 2021.   
 
Minimum qualifications for this position include a Bachelor’s Degree in a related field and at 
least 3 years of previous college counseling experience. A Master’s degree and P.P.S. Credential 
are preferred.  
 
The candidate will be responsible for working with other members of the Counseling Department 
to provide college support for students and parents. Candidates must be willing to work in 
accordance with Roman Catholic Church doctrine and values.  
 
Salary is commensurate with experience, graduate education and credentials, according to the 
school's established salary schedule for teachers. This position offers full benefits including 
medical, dental, and visual health benefits as well as pension and retirement plans.  
 
Please submit a resume, cover letter, statement of counseling philosophy and three professional 
references by email to Mrs. Jessica Park, Assistant Principal of Academics, at hiring@sjnd.org. 
Find out more about our school at www.sjnd.org. We are an equal opportunity employer and we 
welcome and encourage diverse candidates to join our community.  
  



 

 

JOB TITLE:  College Counselor and Program Coordinator DATE: May 24th, 2021 
 

DEPARTMENT: Counseling FLSA STATUS: Exempt 
 

REPORTS TO: Director of Counseling 
 

PURPOSE OF JOB: 
 
The College Counselor and Program Coordinator is a full-time (11-month) position that reports to 
the Director of Counseling.  The College Counselor and Program Coordinator is responsible for 
providing all students and parents the resources and support necessary to promote high quality 
college admissions outcomes for students.  Responsibilities and requirements include, but are not 
limited to, the following: 
 
MAJOR DUTIES AND RESPONSIBILITIES: 
 

1. Coordinate the college admissions process for students and parents 
2. Provide information and assistance regarding applications for scholarships and financial 

aid 
3. Coordinate, present and/or supervise college information nights for students and parents 
4. Plan and deliver college preparation and career awareness workshops for students 
5. With the help of the counseling department assistant, coordinate on-campus college 

representative visits 
6. Update and publish the SJND College Guidance Handbook 
7. Coordinate and manage use of SCOIR online services 
8. Assist in the preparation of Juniors for the PSAT and SAT/ACT tests 
9. Coordinate off-campus student trips to visit/tour colleges and universities 
10. Attend regional and national conferences and workshops related to college admissions, 

including, NACAC conference. 
11. Visit college campuses and maintain relationships with college admissions offices 
12. Serve as the SJND representative for the Alameda City-Wide College Night 
13. Report regularly to the Principal and Vice Principal on admissions status of students and 

help design a communication plan about admissions results to stakeholders  
14. Provide professional development to faculty and other stakeholders on college 

admissions as needed 
15. Coordinate reports of college admissions metrics to SJND Administration and 

Institutional Advancement 
16. Present at admissions outreach events 
17. Confer with the Director of Admissions about SJND graduation requirements and college 

eligibility for transfer students 
18. Serve on various committees of the school, including AP Committee and Santone 

Scholarship Committee 
19. Assist with the expansion of the college counseling program to include career and 

internship services in order to increase college admissions competitiveness, career 
awareness and readiness, and connection with community resources 

20. Work collaboratively with the Director of Alumni Relations and Director of Counseling 
to plan Career Day for 11th and 12th grade students 

21. Other responsibilities as needed or assigned by school Administration 
 
 
REQUIRED KNOWLEDGE AND ABILITY: 



 

 

 
1. Bachelor’s degree and at least 3 years of previous experience with college counseling and 

the college admissions process required 
2. Master’s degree and P.P.S. Credential preferred 
3. Knowledge of High School curriculum standards and college-admission requirements 
4. Excellent written/oral communication, public speaking, and group facilitation skills 
5. Exceptional problem-solving, analytic, and administrative skills 
6. Ability to use technology and data-based computer applications to process student data 

and produce professional-grade documents  
7. Ability and willingness to work occasional evening and weekend events 
8. Ability and willingness to travel for short periods of time 
9. Ability and willingness to engage in professional development and continuing education 
10. Candidates should possess qualities consistent with the SJND Core Values and Mission 

Statement 
11. Ability to lift 30 lbs. unassisted 

 


