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School Counselor Job Description 
 
New Legacy Charter School is a free, public school for pregnant and parenting high school students and 
their children in northwest Aurora. We are located at 2091 N. Dayton Street, Aurora, CO 80010 and 
serve approximately 95 high school students and 65 children in an on-site early learning center. The 
school is authorized by the Colorado Charter School Institute and opened in August of 2015, with our 
first class graduating in June 2016.  
 
We offer students a rigorous, relevant, and engaging education so they are empowered with the skills 
needed to raise healthy children and graduate prepared for success in college and careers. Our vision is 
to see young families creating a legacy of education leading to compelling careers, financial 
independence, and positive parenting. Our school model includes combining flexibility with a strong 
school culture based on healthy relationships and student leadership. 
 

Employment Status 
This is a full-time, at-will position. The school counselor reports directly to the high school director. 

General Position Description 

The school counselor at New Legacy Charter School is primarily responsible for providing academic 
counseling services to the school’s students. This includes reviewing and inputting transcript 
information, helping students develop individual graduation plans, creating student schedules, and 
teaching post-secondary preparation classes. The counselor works closely with the school’s seniors to 
support them in meeting the school’s graduation requirements of applying to two colleges, applying for 
two scholarships, and filing their FAFSA for financial aid (when eligible). The counselor also monitors 
student progress to ensure that students are on track to graduation and oversees the school’s internship 
program. 

Key Responsibilities 

The school counselor at New Legacy Charter School has the following job responsibilities: 

 Teach post-secondary prep classes where students explore college and career opportunities, 
apply to college, make decisions about college, and apply for financial aid. ICAP (Individual 
Career and Academic Plans) and school graduation requirements guide the curriculum for these 
classes.  

 Continue building relationships with college admissions counselors at Colorado colleges and 
universities. Arrange visits from key college reps to be guest speakers during the post-secondary 
prep classes.  

 Arrange multiple college visits for students during the school year. 

 Ensure that all students who are graduating in the current year are on track to meet the school’s 
graduation requirements of taking the ACT or SAT, applying for two colleges, applying for two 
scholarships, and filing their FAFSA for financial aid. 

 Continue building the school’s college planning resource center including information about 
colleges and universities and scholarship opportunities.  

 Work with the High School Director and Assistant Director to develop and maintain the master 
schedule. Create all student schedules in Infinite Campus.  
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 Work with the Operations Director to obtain transcripts for all incoming students who have 
attended other high schools. Input transcript data into Infinite Campus at the point of 
enrollment. 

 Work with students so they understand their individual graduation plans, how credits work, and 
what they need to do to graduate by their target date.  

 Manage the school’s internship program, which places seniors in eight week internships during 
quarters 3 and 4. This includes working with students to prepare them for internships by 
creating resumes and cover letters, applying for internships, preparing for interviews, and 
learning job skills that will support their success in internships; working with job sites willing to 
host interns to ensure they know the expectations, have the capacity for internship hosting, and 
that they feel supported throughout the internship program; providing ongoing support to 
interns while they are doing their internships; and using data to evaluate the success of the 
internship program on an ongoing basis. 

 Work with the school social worker and contracted school mental health service providers to 
coordinate services for students struggling with mental health issues, substance use, and other 
issues as needed. 

 Coordinate with community providers to provide mental health support for students needing 
more intensive services for mental health issues or substance use recovery. 

 Accurately track support provided for students in Infinite Campus (IC), the school information 
system.  

 
Mission Alignment 
Mission-aligned members of the New Legacy community: 

 Dedicate themselves to the school’s mission and vision, adopting a “whatever-it-takes” attitude 
in helping our students succeed.  

 Understand that relationships are essential to working with students who have been disengaged 
from their education and are at-risk of dropping out of school. Staff members pursue 
appropriate and healthy relationships with students, including advocating for them and their 
success.  

 Believe our students have strengths and assets, and build on these strengths in their work. 
Maintain a positive attitude and a solution-based approach to challenges in the work place.  

 Oversee open and consistent communication with students and their families about their 
academic progress, health success and needs, parenting success and needs, individual 
graduation plans, and college planning. Also communicate proactively with colleagues about 
student needs to ensure integrated support.  

 Are committed to restorative justice as a mean of addressing conflicts or challenges in the 
community, whether between students, staff members, or students and staff members.  

 Are committed to inclusive excellence. This means they are willing to engage in conversations 
about privilege, power, equity, and diversity, and are willing to invest time in community-
building and professional development based on inclusive excellence.  

 Are active participants in a supportive and demanding professional community that fosters 
respect, trust, honesty, risk-taking, open-mindedness, flexibility, collaboration, and continuous 
improvement. 
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Qualifications 
The school counselor is expected to: 

 Have a special services provider license from the Colorado Department of Education to work as 
a school counselor. This is required.  

 Have at least two years of experience providing school counseling services to high school 
students in an urban setting.  

 Hold a master’s degree in school counseling. 

 Have at least two years of experience managing student scheduling in Infinite Campus.  

 Be committed to the mission, vision, and goals of NLCHS, including demonstrating high 
expectations for all students and a belief that they can be successful in college.  

 Be a highly collaborative, results-oriented, adaptable, problem-solving self-starter. 

 Experience working in an entrepreneurial, dynamic school or related demanding environment. 

 Desire for rigorous professional development with a focus on continuous improvement. 

 Be positive, thoughtful, passionate, articulate, motivating, and empowering with students and 
team members. 

 Have excellent written and verbal communication skills. 

 Be computer savvy, with proficiency in email, word processing, spreadsheets, Google Docs, 
Infinite Campus, etc.  

 

Application Process 
To apply for the school counselor position, submit a cover letter and resume (with references) to 
Jennifer Douglas, Executive Director, at jdouglas@newlegacycharter.org. Salary range is commensurate 
with experience. In the cover letter (no more than 2 pages), applicants should address the following 
questions:  

1. Why are you interested in working at New Legacy Charter School?  
2. What role should public schools play in addressing issues of equity in our society?  
3. How can schools best find a balance between setting high academic expectations for individual 

students and supporting these students by “meeting them where they are” in life? 
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