
 
 
 
 
Job Title:  Career Student Success Counselor  
  2019-2020 School Year  
              
Job Type: Certified, Part-Time 28 hrs/week 
 
Location:  Adult Education  
 
Reports To:  Assessment & Talent Coordinator 
 
Description:  Administrative and communication skills with detail orientation, 

maintains accurate, confidential student records, and documents 
all interactions in the appropriate institutional systems; Possesses 
strong communication skills, computer skills, and writing skills; 
Works both independently and in a team environment; 
Demonstrates ability to work effectively with diverse populations; 
Collaborates with instructors and students in retention strategies 
through meetings as needed; Community service referrals 
(housing, food, childcare, etc.); Identifies issues that need 
addressed to help students succeed; Provides program related 
support information to those students in need and make referrals 
as needed; Assists students in crisis or who ask for specific 
community resources to ensure retention and success during the 
difficult hurdle in their life that may affect academic performance;  
Supports students who are struggling with attendance and 
identifies those students needing additional support; Learning 
styles, study habits & note taking skills; Possesses knowledge of 
different learning styles and helps students apply their style in the 
classroom; Works closely with individual students or in small 
groups to teach learning strategies and study skills; Helps students 
effectively read a textbook to retain the maximum information 
necessary to pass the exams and the program; Enables students to 
expand knowledge of vocabulary words and critically assess value 
of information; Increases the comprehension and retention of 
subject matter from textbooks and other class materials; Teaches 
the student to take classroom notes effectively allowing for study 
after the class to reinforce what was learned from the textbook 
reading; Helps to select important content to include in class 



notes; Stress reduction, reduce test anxiety & test taking skills; 
Provides test taking strategies for students to use before and 
during the test; Instructs students on techniques for overcoming 
test anxiety to allow them to gather focus on the test and calm their 
mind; Analyzes student data (SAP) to identify triggers indicating a 
need for proactive outreach to obtain a better understanding of 
challenges and successes; Coaches students to explore 
alternatives to overcome barriers to persist and graduate; Assists 
students with resume writing, mock interviewing, & job searching 
strategies 

 
Qualifications: Requires Bachelor’s degree in a related field; Master’s degree 

preferred.  Requires 3-5 years’ experience in counseling or a 
related field.  Can be a combination of education and experience to 
adhere to requirement of a state license, credential, or training, and 
work experience in area of counseling.  Requires ability to work 
Monday-Thursday, 1pm-8pm.  Once hired, the successful candidate 
will be expected to gain a thorough understanding of all academic 
and Federal Aid programs, policies and procedures including 
institutional policies and federal and state regulations while 
complying with applicable federal and state laws. Requires a 
successful completion of a background check and reference 
checks.  

 
   
Start Date:   January 1, 2020 
 
Application Deadline: January 5, 2019 
  
Apply To:                Resumes may be emailed to  

humanresources@c-tec.edu 
 EEO  

mailto:humanresources@c-tec.edu

