DIRECTOR OF GUIDANCE - COMMUNITY COLLEGE

DISTINGUISHING FEATURES OF THE CLASS: Under supervision of the Vice President
and Dean of Student Personnel Services, the incumbent develops and administers
guidance programs and procedures, provides advice and counsel to prospective students
and parents with regard to student's education potential, choice of curriculum, and
remedial procedures for correcting academic or personal problems. The position requires
tact and the ability to communicate with others. Supervision is exercised over a small
number professional staff. Does related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Supervises and coordinates the activities of the office handling Career and Transfer
Services, International Students and Special Populations to ensure that effective and
smooth administrative procedures are in place;

Interviews students and their parents to determine causes underlying difficulties they are
having in their studies;

Consults with students and administers various tests to determine remedial procedures to
be taken to overcome personal problems that hamper the educational process;

Interviews and assesses education potential of prospective students with questionable
academic backgrounds, as referred by the Director of Admissions;

Consults with faculty and administrative personnel concerning the College's guidance
program and on issues of concern;

Conducts classes in assigned subjects;

Prepares course outlines and syllabi;

Serves on faculty committees;

Attends professional meetings and conferences;

Maintains information on transfer requirements and arrangements of the colleges;

Plans and evaluates the work of assigned staff.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of counseling and guidance techniques and psychological evaluation
techniques; thorough knowledge of subject matter; good knowledge of teaching
techniques; ability to plan and supervise the work of others; ability to communicate
effectively, both orally and in writing; ability to establish and maintain effective teacher-

student relationships; good judgment; integrity; tact; resourcefulness; physical condition
commensurate with the requirements of the position.
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: (a) Bachelor's Degree* in
Guidance and Counseling or a related field and six years of practical experience in
teaching, counseling and/or personnel work; or (b) Master's Degree* in Guidance or
Counseling or a related field and five years of experience as described in (a); or (c)
satisfactory combination of training and experience as defined by the limits of (a) and (b).

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
recognized or accredited by the Board of Regents of the New York State Department of
Education as a post-secondary, degree-granting institution.
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