The Qualifications Required of the Counselor, Including Formal Education, Training, and Work Experience in Fields Related to the Objectives of the Program

The SSS program Counselor shall have a minimum of a master’s degree in counseling, student personnel services, psychology, or a related area. The Counselor must have a demonstrated ability to work with and relate to the type of students served by this program, a commitment to promote the total growth of the student, and proficiency in guiding students to levels of skill development consistent with SGC’s standards of satisfactory performance.

Position Description

The SSS program Counselor will report directly to the program Director and will be responsible for the day-to-day operations, administration, and supervision of the counseling component. The Counselor will maintain close liaison with the offices of financial aid, records, and admissions, as well as other college administrators. He/she will recommend fiscal and administrative directions to the Director within the framework of the Georgia statutes, State Board of Education regulations, and the Board of Regents rules and policies.

The Counselor assists the staff of SSS in organizing and operating a program for disadvantaged students. The Counselor provides basic counseling, guidance and referral services to program participants. The Counselor also assists in other program areas, including instruction in a special course entitled Strategies for Success in College (SSCL 0099). Care is taken to insure that the following types of counseling are readily available to program participants: academic/educational; personal/social; financial, including aid application; psychological, often through referral to a specialized professional; and career/vocational counseling.

The Counselor supervises the Peer Tutors and provides counseling, teaching, and training for Peer Tutors and Male Peer Mentor. The Counselor serves as liaison to the campus ADA officer and committees.

Duties and Responsibilities

1. Develop systems and report progress in student academic, career, vocational, personal, and financial aid counseling sessions with relationship to needs assessments and long-range goal setting. This responsibility includes monitoring student grades throughout the academic year.

2. Write lesson plans, organize classroom materials, and teach SSCL 099.

3. Coordinate with participating academic areas the provision of remedial academic course work and services.

4. Insure provision of in-depth individual, group counseling, and guidance services designed specifically for a target group of 160 disadvantaged and/or students with disabilities.

5. Coordinate peer tutorial component program participants by recruiting, hiring, and training Tutors, scheduling flexible and individual tutoring sessions, and providing academic assistance in absence of Tutor.

6. Closely monitor Tutors' progress in order to identify specific concerns and/or problems that need to be corrected.

7. Serve as liaison between program participants and college including instructors, instructors of learning support courses (remedial math, English, and reading) for the purpose of ascertaining students' progress and improving students' performance. 

8. Maintain effective liaison with other college and/or community agencies whose resources and services are significant to program students.

9. Instill faculty and staff acceptance of the overall SSS program through assertive communication and initiation of positive relationships.

10. Administer the MBTI, SII, and other assessments to students. 

11. Review assessment results with students and develop need analyses and individual educational plans.

12. Assist students in making career/vocational choices. 

13. Contact all students with grades of "D", "F", "SR", and "U" requesting an evaluation of progress at mid-semester.

14. Prepare contact sheets for all student counseling sessions. 

15. Conduct small group or individual counseling sessions as needed, and workshops on character development, resumes/interview skills, career awareness, etc.
16. Maintain proper care and use of career/college materials.

17. Establish and maintain an office and record keeping operation appropriate to meeting the program's needs.

18. Assist in compiling and submitting timely and accurate reports to federal and other agencies.

19. Assist students in preparing financial aid forms.

20. Assist in planning and implementation of all program sponsored educational/cultural activities.

21. Attend conferences and workshops to learn procedures regarding grant preparation and developing personal/professional skills.

22. Monitor SSS computer lab operation, updating computer lab software, and maintaining computer hardware.

23. Establish, evaluate, and revise innovative program components for persons with disabilities.

24. Conduct small group study sessions in English, math, reading, writing, and study skills in learning laboratory.

25. Perform duties of Director in the absence (long-term) of Director.

