
 
College and Career Counseling Coordinator 

Position Summary 
The College and Career Counseling Coordinator provides a wide range of administrative support to 
enable the College and Career Counseling Center to meet strategic priorities and maximize engagement 
throughout the year. The Coordinator creates an efficient and seamless experience for everyone who 
interacts with the College and Career Counseling Center, especially students, parents, faculty, staff, 
administration, college admission representatives, career industry representatives, and other partners. 
The individual in this role will run highly effective and smoothly-functioning systems that support the 
day-to-day functioning of the counseling program, including special events and other activities. The 
Coordinator establishes and maintains positive working relationships with the school community, 
exercising discretion in making recommendations or resolving problems in the best interest of the 
College and Career Counseling Center.    
 
Title:   College and Career Counseling Coordinator 
Division:   Upper School 
Location:   Richmond, CA 
Reports to:   Director of College and Career Counseling 
Status:   Non-Exempt 
 
Primary Responsibilities 

 
Planning and Administrative 

 Under the supervision of the Director of College and Career Counseling, create, implement, and 
adapt administrative and communication systems based on the dynamic needs of the College 
and Career Center 

 Lead the planning and execution of college and career readiness events and activities, including 
presentations, field trips, workshops, fairs, assessments, meetings, focus groups, and special 
programs. Provide administrative support for the execution of the Advisory curriculum and 
programming 
 

Communications 

 Create and implement communication strategies to alert the school community of counseling 
services, resources, and upcoming events and activities through wall displays, letters, flyers, 
mailers, hall passes, and other materials, and meet engagement goals 

 Compile and maintain confidential information, including student records, in Naviance and other 
case management systems, and ensure accuracy 

 Schedule appointments and maintain calendars for College and Career Center staff 
 
Logistics 

 Provide logistical support in processing college applications, scholarship applications, and 
standardized tests, including account registration, payment, and recordkeeping 



  

 Prepare a variety of reports, records, and files; organize and submit supporting documents as 
part of the college application process 

 Monitor assigned budgets and track expenditures 

 Take and transcribe minutes 
 
 

Organizational Alignment 

 Demonstrate knowledge of, and support, Making Waves Academy’s mission, core values, 
standards, competencies, and code of conduct outlined in the Employee Handbook 

 Commitment to become an active participant in the school community – attending school 
competitions, performances, assemblies, and extracurricular activities  
 

Qualifications 
 
Education 

 BA Degree 
 
Experience 

 2+ years of experience with program logistics, project management, and/or administrative 
support on activities that are “high stakes,” detail-oriented, and occur under time and pressure 
situations 

 Experience in managing and organizing multiple complex projects in a team based environment 

 Experience working with students and families from historically underserved communities 

 Interest in college and career counseling preferred 

 Excellent written and oral communications skills 

 Spanish language proficiency desired but not required 
 
Salary and Benefits  
Salary for this position is competitive and commensurate with experience.  

 
How to Apply 
Please send cover letter and résumé to apply@mwacademy.org 
 
Applications will be reviewed on a rolling basis, though priority consideration will be given to candidates 
that apply early. Making Waves Academy is an equal opportunity employer. Candidates from diverse 
backgrounds are encouraged to apply. 
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