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Job Title:     College Counselor (1 FTE) 
 
Reports to:      Principal    
 
Position location:  St. Ursula Academy, Toledo, Ohio 
 

 
Position Purpose: 

St. Ursula Academy’s College Counselor provides personalized college admissions and financial aid 
counseling to all students and their families. The College Counselor is responsible for delivering 
dynamic group presentations for students and parents and meeting established deadlines. 
Candidates must be able to connect with a diverse group of students and parents and have an 
interest in working in a vibrant school community. 

Core Responsibilities: 

1. Educates students and parents about colleges, the college admissions process, trends, 
procedures, and testing; 

2. Meets with high school students, individually and in groups, to discuss their college readiness 
and course selections, including their individual college application procedures 

3. Participates and attends Open Houses, College Fairs, and other events 
4. Coordinates college admissions representatives visiting campus and facilitates meetings 

between college representatives and the students 
5. Composes letters of recommendation for students 
6. Works with Registrar to maintain student records, including GPA’s and transcripts 
7. Keeps parents informed through monthly communications such as newsletters, test date and 

other “informational letters”, upcoming local and regional college events, and financial aid 
information 

8. Establishes and maintains open communication through parent conferences, including 
student, administration and teacher meetings as needed, in order to specifically discuss 
student progress 

9. Models the school’s values in all interactions with students, families, community members, 
and other faculty 

10. Works collaboratively with all staff members and participates in relevant and school-wide staff 
development activities 

11. Pursues and engages in opportunities for professional growth  
12. Familiarity with and commitment to Catholic and female-centered education, and a willingness 

to participate in the school’s religious activities as appropriate. 
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13. Performs additional duties /responsibilities as assigned by the Principal 

General Information: 

 Bachelor’s degree required, Master’s degree preferred in Counseling and/or Counseling 
Certification, but not required. 

 The ideal candidate will have three or more years of experience in either college admission 
counseling or in US selective university admissions.  

 Excellent written, verbal and interpersonal skills are essential 

 The successful candidate will display a personal commitment to the mission of St. Ursula 
Academy 

 Effectively relates to students and builds positive relationships 

 Highly organized, creative and a self-starter 

 Possesses the ability to respond effectively to the needs of a diverse and demanding student 
and parent population 

 Knowledge of colleges, their academic programs, admission policies, and financial policies and 
procedures 

 Computer literate; knowledgeable of Naviance (or equivalent software system) and  Microsoft 
Office products such as Outlook, Word, Excel, PowerPoint 

 Must possess skills necessary to efficiently plan and implement activities within policies and 
procedures; maintains positive working relationship; respects rights of others; demonstrates 
initiative and accepts accountability; effectively manages time and communicates and 
responds to inquiries in a timely manner 

 Should be accessible for meetings before and after normal work hours as necessary 
 
The above list of duties is intended to describe the general nature and level of work performed by 
the incumbent. It is not to be construed as an exhaustive list of duties performed by the incumbent. 
 
Hours:      Full-time salaried position-- 10 months   
 
Rate of Pay: Commensurate with experience  
 
Contact Information:  
 
Please respond by submitting cover letter, resume, the names of three professional references, 
and salary requirements by April 24, 2017 to: 
 
Dana Fowler 
dfowler@toledosua.org 
 
Only applications submitted via email will be accepted. 
 
 


