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To work in a Loreto school is to be part of a vibrant tradition reaching back to 1609 when Mary 
Ward established the Institute of the Blessed Virgin Mary (IBVM). 

The Loreto Schools of Australia Mission Statement (2010) embodies this vision: 
Loreto schools offer a Catholic education which liberates, empowers and motivates students to use 
their individual gifts with confidence, creativity and generosity in loving and responsible service. 

Employment Type:  Full Time 

Direct Reports & Relationships: 
The Principal is the employing authority and delegates management of this position to the Director 
of Finance and Business Operations / Director of Pastoral Care.  

The School Counsellor: 
• works under the general direction of the Director of Pastoral Care 
• is not responsible for the supervision of any other staff member 

Remuneration 

An appropriate remuneration package will be negotiated with the Principal and Director of Finance 
and Business Operations. 

Position Overview 
Counsellors are registered professionals who as a member of an interdisciplinary team, work with 
school staff to enhance student wellbeing and learning. They are appointed to provide counselling 
services to students and support to parents/carers.  

The School Counsellor role:  
• Has a focus on fostering the education, development, mental health and wellbeing of all 

students, including those considered at-risk and those with identified needs.  
• Applies counselling skills through direct and indirect processes and through individual 

interventions - thus contributing to equitable educational access, participation, and outcomes for 
all students.  

• Is responsive to the diverse needs of a contemporary Catholic school operating in partnership 
with members of the College community as an integral part of our educational endeavours.   

• Requires a contextualised response involving knowledge of school issues Experience in both 
education and psychology is seen as highly desirable for the School Counsellor role. It follows 
that Loreto College requires prospective applicants to have the following:  
- Current full registration with the Queensland College of Teachers and/or the Psychology 

Board of Australia. Dual registration is desirable  
- Relevant postgraduate qualifications in Counselling or Psychology.  

Key Selection Criteria 
Staff at Loreto College are selected based on outstanding professional and personal qualities. 

Expectations include: 
• A commitment to the goals, ethos, vision, strategy, and Mission of the College as a Catholic 

School in the Loreto tradition. 
• Demonstration of high standards of personal presentation, organisation, communication with 

staff, families, and other stakeholders, and in respecting the ethos and protocols of the College. 
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• Capability and experience in counselling children and young people using evidence-based 
interventions.  

• Capability and experience in cognitive, emotional and behavioural assessment of children and 
young people.  

• Capability and experience in providing support and advice in response to student protection 
issues, critical incidents, and risk management.  

• Capability and experience in the selection, administration, interpretation, and report writing for 
psychoeducational and/or psychosocial assessments.  

• Well-developed written and oral, communication, time-management, and interpersonal skills, 
including demonstrated ability to work collaboratively and liaise with key stakeholders to 
enhance outcomes for children and young people.  

• Intermediate to advanced skills in Microsoft Office applications and digital technologies 
necessary to demonstrate the required range of skills and tasks.  

Duties & Responsibilities 
The School Counsellor is appointed to provide counselling services at Loreto College and as such 
will:  
• Adhere to and support the vision, mission and values of Loreto College and the achievement of 

the strategic priorities and collaborate with others in support of the ethos and mission of the 
Catholic school to bring about the integration of faith, life, and culture.  

• Contribute to and/or coordinate processes, that support the individual planning for students 
such as Enrolment Application and Support Process (EASP), Education Adjustment Program 
(EAP), Education Support Plan (ESP) and Nationally Consistent Collection of Data (NCCD) and 
other relevant processes.  

• Develop and/or provide early intervention and prevention approaches which are implemented 
directly or indirectly, to address the emerging needs of at-risk students and are aimed at 
reducing the likelihood of long-term negative outcomes for these students.  

• Develop appropriate support, intervention, response strategies and referrals which take into 
account the diversity of students and their families and their educational, behavioural, cultural, 
and psychosocial needs of students and liaise with, refer to, and work collaboratively with other 
agencies and professionals as required.  

• Collaborate and liaise with external mental health professionals who provide long-term support 
for students with complex mental health needs.  

• Assess and identify the level of need of students in crisis and provide appropriate interventions 
and referrals for students to external health professionals as required.  

• Maintain data, monitor, and analyse trends, and provide reports as requested or required, 
associated with student wellbeing and engagement to collaboratively support student needs.  

• Assist students at points of transition, including enrolment, primary to secondary, senior 
schooling, and post school transitions.  

• Work collaboratively with school teams to support students in situations of suspension, 
exclusion and restorative practices.  

• Assess, coordinate, administer and use a variety of assessments, student observations and 
broad data sets to inform decision making around student learning and wellbeing, which could 
include specialised assessments of cognitive, academic, behavioural, emotional, vocational, 
social, and adaptive functioning.  

• Work with school stakeholders to interpret reports from other professionals as part of the 
school’s process of providing appropriate and effective supports for students to enhance 
positive student outcomes.  

• Collaborate with staff and others to conduct action-based research on a whole of school, year 
level, or individual basis, for students, staff, or the school community.  
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• Provide Professional Learning to staff as required to support Loreto College initiatives (e.g., 
bullying and harassment, personal, social, and emotional learning, disabilities, gender diversity, 
Positive Behaviour for Learning).  

• Provide specialised support and advice in response to student protection issues, student 
behaviour support, critical incidents, and risk management.  

• Maintain accurate, mandatory up to date records of student confidential, personal, and sensitive 
information that complies with Loreto College policy, procedures, and legal requirements.  

• Ensure privacy, confidentiality and informed consent whilst balancing the need to inform others 
and respond appropriately in compliance with Loreto College processes to requests or 
communications from legal counsel, including subpoenas or court orders.  

• Maintain standards of practice that are consistent with registration boards and membership of 
professional associations and participate in continuing professional development and maintain 
awareness of current research by attending conferences, other professional activities and by 
professional reading.  

Accountability & Extent of Authority 
• Focuses on achieving work priorities efficiently, process improvement and timely delivery of 

quality service and support  
• Identifies expertise gaps and takes on board feedback from others to inform personal 

development goals  
• Actively participates in the performance and development process  
• Identifies and provides feedback on issues and problems to the Director of Pastoral Care   
• Uses resources efficiently and is aware of the cost of the resources  
• Focuses on achieving short-term work priorities efficiently, identifies process improvement and 

timely delivery of quality service and support  
• Takes responsibility for own actions and others, proactively addresses health, safety 

responsibilities, risks, and Loreto policies  
• Understands risks and acts or escalates the risk as appropriate  
• Understands the safeguarding requirements to protect the organisation and children are 

supported by Catholic teachings  
• Identifies expertise gaps and takes on board feedback from others to inform personal 

development goals  

Compliance Responsibilities 
All staff are required to comply with all policies, procedures, and requirements for: 

Student Protection 

Student protection is everyone’s responsibility. At Loreto College all persons undertaking work for 
or on behalf of the College, have a shared responsibility for contributing to the safety and protection 
of children. All persons are required to be familiar with the content of our Student Protection 
documents, including but not limited to Policies, Procedures, Codes of Conduct and Guidelines and 
their legal obligations with respect to the reporting of child abuse. It is each individual’s responsibility 
to be aware of key risk indicators of child abuse, to be observant, and to raise any concerns they 
may have relating to child abuse. All individuals are required to fully participate in and understand 
the content of any training provided. 

Risk Management 

Risk Management is the responsibility of all persons undertaking work for or on behalf of the College. 
Workers must comply with the risk management roles and responsibilities associated with their 
position and adhere to Loreto College’s Risk Management Procedures. 
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Work, Health and Safety 

Actively participate in the promotion of a safe and healthy workplace by performing all tasks in 
accordance with safety instructions, adhering to responsibilities as outlined in the Workplace Health 
& Safety Policies, and proactively identifying and reporting all hazards, incidents, and injuries to 
managers. 

Code of Conduct and Dress Code 

Comply with all Loreto College Code of conduct and dress code standards. It is expected that that 
a professional standard of presentation will be maintained at all times. 

Skills & Knowledge 
Qualifications, Skills & Experience 

• A valid Queensland Working with Children Check Positive Paid Employee Notice. (unless 
currently registered as a Teacher) 

• Relevant postgraduate qualifications in Psychology and/or Master of Education - Guidance and 
Counselling (Including study in the areas of psychoeducational assessment, counselling, and 
mental health)  

• Current full registration with the Queensland College of Teachers (QCT) and/or the Australian 
Health Practitioner Regulation Agency (AHPRA). Dual registration is desirable.  

• Eligibility to work within Australia for the period of this appointment.  

Personal Qualities 

• Understands and follows instructions, identifies, and contributes to improving the immediate 
work routine, procedures and practices  

• Flexible and proactive in responding to changes  
• A resourceful team member who can operate in a collaborative and inclusive environment. 
• Understands and resolves minor technical/procedural aspects of the work requirements and 

how own work supports others through analysing processes  
• Solutions orientated and the ability to work autonomously and proactively while maintaining a 

high level of integrity, confidentiality, and diplomacy 
• Focuses on working efficiently, seeking feedback to inform progress and provides input to 

improve processes and outcomes  
• Takes the initiative to deliver work responsibilities, collaborates, supports, and works together 

to achieve the team or unit goals  
• Schedules, prioritises, reviews activities, processes, or events, to deliver results efficiently 

within timeframes and role expectation  
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Acknowledgement 
I have read and understood the contents of this position description and accept the following: 
• This position description is not to be considered as a complete list of responsibilities and that 

other duties may be required from time to time. 
• My position is dynamic and that continuing development, change and improvement of 

processes, practices, knowledge, skills and behaviours is expected by Loreto College.  
 
Employee Name:         

Employee Signature:        

Date:    / /  

 

Manager Name:         

Manager Signature:        

Date:    / /  
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