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ESSENTIAL/NON-ESSENTIAL FUNCTIONS

Relative % of Time Required: Essential Function Non-Essential Function

Duties Performed
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SPECIAL/ADDITIONAL REQUIREMENTS AND DESIRABLE QUALIFICATIONS

PERSONAL CONTACTS

EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the duties and requirements listed above, and I am able to perform these duties with or 
without an accommodation. (If you believe an accommodation may be necessary, or if unsure of a need for an 
accommodation, inform the hiring supervisor or the Accommodations Coordinator at Accommodations@cde.ca.gov.) 

EMPLOYEE NAME EMPLOYEE SIGNATURE DATE

MANAGER/SUPERVISOR ACKNOWLEDGEMENT
I certify this duty statement represents a current and accurate description of the essential functions of the position. I have 
discussed the duties of this position with the employee and provided the employee a copy of this duty statement.

MANAGER/SUPERVISOR NAME MANAGER/SUPERVISOR SIGNATURE DATE

HRD C&P ANALYST HRD APPROVAL DATE EFFECTIVE DATE DATE UPLOADED

This form will be kept in the employee's Official Personnel File.

Original - Classifications & Pay Office Copies - Employee and Supervisor
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	CDESeal: 
	: 
	PRLogNum: 
	Classifications: Supervising Counselor, School for the Blind
	WorkingTitle: Supervening Counselor
	Branch: Instruction, Measurement & Admin
	Division: California School for the Blind
	Office: Residential
	CBID: S20
	WWG: 2
	PCN: 
	PositionNumber: 184-530-9714-003
	City: Fremont California
	Probation: 12 Months
	Tenure: Permament
	TimeBase: Full-Time
	Bilingual: No
	Telework: Not eligible for Telework
	SafetySensitive: Yes
	ConflictofInterest: No
	GeneralDuties: Under the direct supervision of the Supervisor of Residential Program (SRP) at the California School for the Blind, the Supervising Counselor supervises counseling staff who provide direct residential care services to  students. Plans and coordinates activities and programs which meet the identified needs of students; Prepares or supervise the preparation of written schedules, activity plans, and provide guidance and expertise to staff; Contacts parents regarding the students progress and any and all behavioral matters.  Participates  in the development of individual student plans with academic and other school professionals staff; Ensures back-up support for counselors in activities or in controlling students behavior.
	ConductExp: All employees are expected to work cooperatively with others, maintain regular, consistent, predictable attendance, and possess integrity, initiative, dependability and good judgment.
	SupervisorRec: Supervisor of Residential Programs
	SupervisorEx: Supervising Counselor's responsibilities include by not limited to: Scheduling and monitoring Counseling staff, assuring that all daily and weekly paperwork and forms are filled out correctly by direct staff.  Daily walk through of dorm to make sure all student bedrooms, bathrooms and study spaces are clean and all equipment is in its proper place.  Check and maintain all cleaning supplies for any restocking.  Check Student Binders and Communication Book daily for student progress and concerns.  Contact and maintain open communication with Education Principals and Teachers about student issues.  Report in daily to the SRP for any and all directions and important issues. Review and approve direct staff time sheets and overtime.  Assist with students when staff shortage arise.
	WorkingConditions: Will work in a temperature controlled environment with LED lighting. Will be working in a dorm with male and female students. May sit at desk or use sit/stand desk during working hours to perform daily duties and work with students. May be required to lift and carry document boxes weighing up to 50 lbs. This position may be kneeling, squatting, bending, reaching overhead/above shoulder level, sitting. May be around blind or visually impaired students. May be required to escort student during fire drills or emergencies. This position is also on an open school campus and may be around service animals. The working hours for this position are: Sunday through Thursday 2:30pm to 11:00pm* (Schedule is adjusted one Monday a month for Cabinet Meetings)
	TimeRequired1: 50%
	Duties1: Plans for and maintains adequate staffing to support implementation of all shifts of residential workers under their supervision.  Oversees staff in mainlining accountability of students whereabouts.  Provides problem solving, advice and leadership to counseling staff so effective counseling and instruction is provided to residential students.  Provides assistance with staff coverage of students, escorting students, or use of vehicles when transporting students as needed.  Coordinates with SRP to make staff assignments to dormitories and student groups.
	TimeRequired2: 25%
	Duties2: Prepares schedules and coordinates daily and seasonal activity programs for students.  Oversees counseling staff to maintain effective student records which relates to dormitory activities, goals, communications and progress, including student transportation.
	TimeRequired3: 10%
	Duties3: Coordinates with other Supervising Counselors to assign staff to work locations, schedules, and work duties with the approval of the SRP.  Prepares staff performance evaluations and conducts staff performance reports  in a timely manner.  Reviews staff time sheets for eligible use of sick leave, merit salary increases, vacation, holiday and personal time off.  
	TimeRequired4: 10%
	Duties4: Works in conjunction with the SRP to provide relevant in-service for Counselors and Night Attendants.  Provide training for new Counselors and Night Attendants
	TimeRequired5: 5%
	Duties5: Other duties as assigned and completion of mandatory/mandated trainings.
	TimeRequired6: 
	Duties6: 
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