
           
 

                   Job Description for School Guidance Counselor 
 

Position Type  Position Classification  Salary  Job Location  

School Guidance Counselor  Non- Exempt  $55,000 Primarily Remote  

Overview :  Reimagine Education, LLC is a privately - owned management company for Michigan International Prep School, a publicly 
funded Cyber Charter School.  
 
Who we are:   We are a publicly funded Cyber Charter School.  We have drop in labs for students in several locations across Michigan.    

Philosophy:   At Michigan International Prep School, we want our students to pursue what makes them different.  No two people are 
identical, and it doesn’t make sense to treat them like they are.   That’s why we create a unique learning pathway for every M IPS learner, 
built around their talents, interests, location, and schedule.  Students are first in our school.  

Position Descripti on:  The School Guidance Counselor works closely with the Academic Advising team and the Director of Curriculum 
and Instruction to promote student success by collaborating effectively and providing guidance to  parents/guardians, teacher s, 
mentors, adminis trators on educational and occupational goals.  The person in this role will provide guidance and oversight of 
scheduling, transcript evaluation, and progress towards meeting MIPS graduation requirements.  

 

Qualifications  Essential Duties  

● M ichigan T eacher  C er tificate with a 
G uidance C ounselor  E ndor sement (N T ) or  a 
School G uidance C ounselor  L icense issued 
by the M ichigan Depar tment of E ducation 
(M DE ) 

● M aster s Degr ee is r equir ed. 
● M eet H ighly Q ualified standar d under  E SSA. 
● K nowledge of M ichigan M er it C ur r iculum 

and cur r ent gr aduation r equir ements. 
● K nowledge of NC AA r equir ements for  high 

school students planning to pur sue 
athletics in college. 

● E xper ience in a school setting. 
● M ust develop genuine and positive 

r elationships with students. 
● E xper ience with integr ating technology 

into the lear ning pr ocess. 
● Ability to maximize technology for  effective 

communication with students, staff, and 
par ents.   

● Ability to handle multiple tasks at once in 
an effective manner . 

● W or ks well with a team. 
● Ver y str ong customer  ser vice skills. 
● M aintain a positive “can do” attitude. 
● Be a str ong communicator . 
● Face challenges with the focus on cr eating 

a better  educational model for  our  
students. 

● T echnological skills (C hr ome, G oogle, and 
etc.).  M ust be able to adapt to new 
technology r apidly. 

● Pr ovide high quality academic advising and cour se scheduling 
suppor t that aligns with the Distr ict’s educational vision and 
mission and the M M C  r equir ements. 

● C onduct individual and gr oup advising sessions for  students. 
● C oor dinate ongoing systemic activities designed to assist 

students in establishing per sonal goals and developing futur e 
plans. 

● O r ganize and facilitate sessions r elated to college and/ or  car eer  
planning. 

● Pr ovide r esponsive ser vices designed to meet students’ 
immediate needs and concer ns. Responsive ser vices may 
include academic advising  in individual or  small gr oup settings. 

● M aintain accur ate confidential r ecor ds.  
● C ommunicate with school administr ator s, and par ents using 

email, text messaging, and phone.   
● Ability to wor k with students vir tually via: G oogle M eet and in 

per son. 
● Assist students in developing a schedule that is effective to 

online lear ning. 
● E valuate tr anscr ipts to deter mine cr edits ear ned and pr ogr ess 

towar d gr aduation. 
● T o be infor med of all policies and pr ocedur es. 
● A pleasant per sonality and positive attitude towar d wor king 

with administr ation, staff, and community member s. E vidence 
of ability to establish wor king r elationships that r esult in 
incr eased effic iency and effectiveness 

● M ust honor  wr itten Boar d Policies and Administr ative 
Regulations. 

● M ust be able to stand for  a minimum of 30  minutes at a time. 
● M ust be able to lift 25lbs. 
● M ust be able to sit in a chair  for  long inter vals. 

Required Documents:   All applicants are required to submit a completed application, cover  letter , resume, & three professional artifacts demonstrating 
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evidence of above qualifications.  
 

Reimagine Education, LLC is an Equal Opportunity Employer. The position is subject to Reimagine Education, LLC policy, rules, and regulations. As Equal Opportunity/Affirmative 
Action Employer, It is the policy of the Michigan International Prep School and Reimagine Education, LLC that no person shall on the basis of race, religion, color, national origin, sex, 
age or disability be excluded from participation and be denied the benefits, or be subjected to discrimination under program or activity and in employment, further Reimagine 
Education, LLC strictly adheres to the provision of Title VI of the Civil Rights Acts of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 
and all Michigan Department of Education policies and regulations prohibiting discrimination. 


