Ponderosa High School
Transition/Prevention/Academic Advisor
Job Description

1. Perform individual and group counseling guidance functions and activates including career, vocational and social adjustment counseling.
2. Collect, organize and analyze student information through the use of educational historical data, test results and interview techniques.
3. Appraise student interests, aptitudes, and attitudes, utilizing a variety of assessment strategies and techniques.
4. Meet, confer and counsel with parents, school personnel and members of various youth concerns.
5. Maintain liaison with social and youth services agencies in pursuing referral follow-up activities.
6. Assist in the planning, development and conduct of program that enhance student educational opportunities, including speaker program, student visitation programs, and other similarly related activities.
7. Establish, maintain and monitor the maintenance of a variety of files and records pertaining student counseling, guidance and related matters.
8. Assist in vocational placement and work skills adjustment and work related learning experiences to meet the needs of enrolled students including students with identified disabilities:
a. Pre-vocational services (counseling, instruction, training)
b. In school work experience (paid, unpaid)
c. Community work experiences (paid, unpaid)
9. Provide resources for teachers in facilitating pre-vocational instruction, career awareness and independent living skills appropriate for the student.
10. Locate and screen potential workstations within community and support the on-the-job supervisor.
11. Maintain contact with employers and obtain work-study performance evaluations for all students in community-based employment.
12. Assist students in development of positive work attitudes, behaviors, daily living skills and vocational goals.
13. Participate in the development of IEP’s for students receiving transition services.
14. Function as a liaison between students receiving transition services and community agencies.
15. Maintain contact with follow-up students to obtain and report post-secondary activities and provide continuing services.


Current Duties:  

	Testing Coordinator
· Work with ADE and teachers on state mandated testing  
· Review data from state mandated testing
· Organize data from state mandated testing

	Plato (on-line program) Management
· Create classes
· Monitor student progress
· Generate reports weekly
· Answer student’s academic questions regarding curriculum
· Motivate students to participate in online classes
· Add and remove students from classes
· Print finished grades and update files

	Scheduling
· Create and manage lists of credits needed for school
· Create and manage lists of classes
· Respond to teacher requests regarding scheduling
· Respond to student’s regarding scheduling
· Update and maintain student credit cards
· 
	Records Management
· Meet with students individually and explain graduation progress
· Update charts each time grades are printed
· Update charts as records are received

	Graduation
· Generate and maintain a list of students who are expected to graduate
· Create and print graduation announcements
· Create and print graduation programs
· Assist with graduation ceremony and practice
· Collect money for and order cap and gowns
· Facilitate student speeches
· Create the “I am” presentation
	
	Student Transition
· Meet with each graduating student during his or her final term
· Provide students with career aptitude testing if appropriate
· Assist students and parents with FAFSA application
· Assist students with college and trade school applications
· Track individual student progress regarding school application progress
· Provide guest speakers in most popular professions
· [bookmark: _GoBack]Field trip to CCC
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