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Upper Saddle River Schools  Job Description 
SCHOOL COUNSELOR 
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H. Assists in registration of students new to the school, provides orientation 
and information   relative to school procedures, curriculum and 
extracurricular opportunities. 

I. Participates in follow-up studies of former students for the purpose of 
improving services and evaluating the effectiveness of the educational 
program being offered by the school. 

J. Works to prevent students from dropping out of school, and assists 
those that do in finding alternative educational programs and/or 
employment. 

K. Assists in arranging for summer work and/or enrollment in summer 
school programs to make up noted deficiencies. 

L. Maintains a professional office environment. 
M. Assists in the evaluation of current curriculum offerings and in the 

planning, selection and implementation of new course offerings. 
N. Makes effective use of community resources in developing and 

expanding guidance services and activities. 
O. Provides for a smooth transition from elementary school to high school/ 

middle school, which may include orientation programs for students and 
parents. 

P. Maintains professional competence and continuous improvement 
through inservice education and other professional growth activities.   

Q. Performs other duties within the scope of his/her employment and 
certification as may be assigned.   

VI Terms & Conditions of Employment: Compensation, benefits, workday 
and year as defined by the negotiated contract between the USRBOE and 
USREA. 

VII Evaluation:  Annual evaluation by supervisor as defined in the USREA – 
USRBOE contract, state law/code, and Board policy. 

 
  

 


