
 
 
 
 
 
 
 
 
 
 

ROLE DESCRIPTION – COLLEGE COUNSELLOR 
 

 
College Culture Statement 
St. Ursula’s College, Toowoomba, a Catholic educational and residential community in the 
Ursuline Tradition, is dedicated to the education and care of young women. 
 
We strive to create learning opportunities that will encourage students to take responsibility 
for their own thinking and learning, so that they may become more resourceful and 
empathetic young women who seek: 

• the development of a personal faith and spirituality; 
• participation and leadership in all facets of today’s and tomorrow’s world. 

The challenge for all is to model relationships within and beyond our community based on: 

• mutual respect; 
• tolerance and acceptance; 
• care for the individual and the environment; 
• interdependence and collaboration; 
• service 
so that our students, growing in wisdom, justice and integrity will contribute responsibly to 
their own transformation and that of society          
Overall Role Purpose   
The College Counsellor works collaboratively with other members of the St Ursula’s College 
community to promote and foster the achievement, participation, development, mental health 
and wellbeing of all students, through the provision of a counselling service that enables and 
enhances student learning and quality teaching.  
 

Reporting Relationships & 
Key Liaisons: 

The College counsellor is accountable to the Assistant Principal 
Pastoral Care and ultimately to the College Principal who has 
the overall responsibility to discharge the College’s duty of care 
for all students enrolled at that College. 

Start Date  15 March 2021 or as otherwise negotiated.  
 

Hours of Work  Full time, Term Time.  
 

Tenure  
Permanent, Full-Time Position subject to a six (6) month 
probationary period.  
 

Classification: 

Classification to be confirmed upon appointment having regard 
to previous experience and relevant provisions of the Catholic 
Employing Authorities Single Enterprise Collective Agreement – 
Religious Institute Schools of Queensland 2019-2023.   
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The position of College Counsellor is unique due to its focus on the facilitation of successful 
learning outcomes through the relief of stress, distress and anxiety. The College Counsellor is 
a member of the College’s Pastoral Care Team whose members have expertise in the related 
areas of mental health and personal wellbeing. In a Catholic school, wellbeing includes spiritual 
wellbeing and, therefore, supporting teams may include working alongside the Assistant 
Principal Mission and Identity.  
 
The role of the College Counsellor focuses on providing personal counselling but may, 
depending on the qualifications and experience of the successful applicant, also include 
educational testing and assessment.  
 
The College Counsellor must demonstrate a clear understanding of the link between student 
wellbeing and learning.  Their work must complement and enhance the work of classroom 
teachers by strengthening the College’s student welfare provisions including by providing 
counselling and psychological assessment for students with specific needs. The work of the 
College Counsellor is intended to enhance student learning outcomes by reducing or 
eliminating barriers to learning caused by a variety of factors including disability, social and 
emotional difficulties, or family discord.  
 
1. Duty of Care & Reporting  

 
The Principal, teachers and other staff including the College Counsellor have a duty to take 
reasonable care to protect students from a foreseeable risk of harm.  
 
The College Counsellor occupies an important and integral role in minimising the risk of harm 
to students. The College Counsellor often consults with students who are vulnerable, have 
significant issues or are at risk. In order to discharge their duty of care, the College 
Counsellor must not only listen to and counsel the student but must also communicate with 
the College Principal about any issues identifying a risk of harm to that student. This 
communication is important because there may be other issues concerning that student that 
are known to the Principal but not to the Counsellor.  
 
The College counsellor is accountable to the Assistant Principal Pastoral Care and ultimately 
to the College Principal who has the overall responsibility to discharge the College’s duty of 
care for all students enrolled at that College. 
 
2. The Distinction between Pastoral Care and Student Wellbeing  
 
Contemporary Catholic education support initiatives that underpin student wellbeing through 
Pastoral Care. Pastoral care is the responsibility of each person. It is founded on the 
teaching of Jesus Christ that his followers are to 'love one another as I have loved you'. 
Pastoral care is fundamentally related to the daily relationships people have with each other 
and God. The Gospel of Matthew (25:31-45) reflects on pastoral care in terms of feeding the 
hungry, receiving strangers, clothing the naked, and visiting the imprisoned and Jesus taught 
“…Whenever you did this for one of the least important of these brothers of mine, you did it 
to me.” (v.40). 
 
In this context, each member of the College community (parents, students and staff) is 
invited to further promote Catholic education as a holistic process focused on the integral 
formation and personal development of each student. Pastoral Care, therefore, is a 
comprehensive concept inclusive of student wellbeing. Pastoral Care promotes the personal 
development of each student while also contributing to the proper functioning of each 
College.  
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Student Wellbeing is a student’s level of satisfaction about the quality of their life at College. 
Optimal (or desirable) wellbeing is characterised by positive feelings and attitudes, positive 
relationships with other students and teachers, resilience, and satisfaction with self and 
learning experiences at College. 
 
The centre of the task for both Pastoral Care and Student Wellbeing is the development of 
the human person, as a unique spiritual individual created in God’s image and likeness.  
 
3.  Role of the College Counsellor  
 
The person with ultimate responsibility for the wellbeing of all the students at St Ursula’s 
College is the College Principal. In this context, tensions may exist between the safety and 
wellbeing of any one individual student and the safety and wellbeing of the wider College 
community. This issue is often highlighted through legal requirements such as the Education 
Act, which establish legal duties relating to the management of students who exhibit violent 
behaviour, including self-harm.  
 
In our school context, the focus of counselling is on relationships, that is, on interactions 
between individual students and other members of their College community. The purpose is 
to mitigate those environmental and interpersonal barriers that impede student success at 
College. In this way, the role of College counselling is intended to serve the educational 
enterprise of the College by fostering conditions that maximise educational equity, access, 
and learning success for all students.  
 
The College Counsellor does not only need to be a qualified clinical practitioner who has 
knowledge and appreciation of the College, but they also need to be fully supportive of the 
ethos and mission of St Ursula’s College. Moreover, they also need to be mindful that each 
member of the College community is made in the image and likeness of God.  
 
There are members of every College staff whose roles will relate to that of the College 
counsellor, such roles include: Heads of Year, Pastoral Care Teachers etc. These staff 
members support students by offering guidance, but it is not their role to ‘counsel’ students in 
any therapeutic sense.  
 
College counselling is a service at St Ursula’s College that compliments the work of any 
designated pastoral team, and in doing so, upholds the distinctive nature as a Catholic 
College in the Ursuline Tradition.  
 
Key Accountabilities & Responsibilities 
Some of the key accountabilities and responsibilities of the College Counsellor include, but 
are not limited to:  
 
1. Contribute to and promote the development, alignment, attainment, and review of 

the mission, vision and strategic goals of the College: 
• Contribute to planning and meetings that support students and College initiatives as 

appropriate.  
• Participate fully in annual goal setting and monitoring and review of performance in 

accordance with the Principal.  
• Participate in staff professional learning days, meetings, retreats, training and 

celebrations as appropriate. 
 
2. Facilitate proactive and preventative practices and initiatives that promote social, 

emotional and educational development and the mental health and wellbeing of 
students in partnership with the College community.  
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• Collaborate with College staff and others in the identification and development of 
proactive activities for all students addressing the content areas of academic 
development and knowledge of self and others.  

• Develop and/or provide early intervention activities that address the emerging needs 
of at-risk students to reduce the likelihood of long-term negative outcomes for these 
students.  

• Employ collaborative, consultative approaches with school communities and other 
support staff to develop relevant policies, programs, and structures.  

• Contribute to the professional learning and training of College staff as required.  
• Collaborate with College staff and others to provide opportunities for parent 

education. 
 
3. Manage counselling and consulting services for students (with personal, social, 

emotional, vocational and educational needs) with a focus on prevention, 
intervention and student learning.  
• Provide appropriate counselling support for students from years 7 to 12.  
• Assess and identify the level of need of students in crisis and provide appropriate 

interventions.  
• Liaise with, refer to, and work collaboratively with other agencies and professionals.  
• Develop and collaboratively implement behaviour support and intervention plans.  
• Work collaboratively as part of a team in responding to and containing critical 

incidents affecting the College community. This may include: 
o Facilitating and running de-brief workshops and sessions for students and 

staff;  
o Liaising with parents, guardians and families;  
o Liaising with external agencies e.g. hospital;  
o Assisting with resources e.g. updating information on critical incident; 

• Manage processes to meet individual student needs and respond to referrals.  
• Participate in interventions to assist students at points of transition. 
• Act as an advocate for students.  
• Consult with, refer to, and work collaboratively with College staff.  
• Consult and work collaboratively with parents/carers to further the wellbeing of 

students.  
• Report to the Principal and other line managers (such as the Assistant Principal 

Pastoral Care) as designated by the Principal. 
 

4. Provide psycho-educational and other assessments  
• Determine the appropriate assessment for students in the educational context.  
• Conduct assessments as part of the College’s process of providing effective 

intervention for students to enhance positive student outcomes.  
• Conduct appropriate assessments across a range of domains.  
• Produce timely reports that are of an appropriate professional and ethical standard.  
• Assist in the interpretation of reports from other professionals.  
• 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 College community. 
 
5. Ensure College policy and procedures for student protection, educating students 

with disabilities, behaviour support, the containment of critical incidents and 
mandatory record keeping are implemented. 
• Inservice staff as required to support College initiatives e.g. student protection, anti-

bullying, social and emotional learning, behaviour support, students with disabilities.  
• Provide specialised support and leadership in response to student protection issues, 

critical incidents, and risk mitigation.  
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• Participate in and manage as appropriate College processes such as verification, 
enrolment support, behaviour support, and student support meetings.  

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

• Ensure confidentiality and informed consent whilst balancing the need to inform 
others.  

• Participate in the development of policies and guidelines when required.  
• Develop and manage the College counselling service and resources in consultation 

with the Assistant Principal Pastoral Care.  
 
6. Maintain standards of practice that are consistent with registration boards and 

membership of professional associations.  
 

• Qualify for membership of appropriate professional associations and maintain 
registration with appropriate professional boards as follows: 
 
o Qualify for membership of appropriate associations for example the Australian 

Psychological Society (APS);  
 

o Maintain registration with appropriate professional boards for example the 
Psychology Board of Australia (PBA) if a registered psychologist.  

 
• Participate in continuing professional learning and maintain awareness of current 

research by attending professional activities and by professional reading.  
• Recognise that the counselling relationship operates within the parameters of 

confidentiality and a professional Code of Ethics as well as the College Code of 
Conduct.  

• Attend professional learning opportunities as required.  
 

7. Complete other duties that are directed as needs change or grow if the duties are 
consistent with the purpose of this position and any relevant legal and/or industrial 
obligations.  

 
• Duties may include the completion of project work that presents itself during 

employment. 
• Attending and participating in camps and retreats as required.  
• Provide advice to the College Principal in cases where a student’s enrolment status is 

being reviewed.  
• Where a student with a history of violence, including self-harm, is seeking enrolment at 

the College, the College Counsellor must be involved in their enrolment process, and 
development of a student management plan.  

 
8. Environment 

• Ensuring that the Counsellor’s office is characterised by an atmosphere of welcome, 
warmth and hospitality for students, staff, parents and other members of the College 
community. 

• Ensuring at all times a focus on prompt, professional and friendly service. 

• Promoting the College positively on all occasions. 
 
9. General 

All employees of St Ursula’s College, Toowoomba are required to: 
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• Demonstrate support for the College’s philosophy, policies and procedures, core 
values and commitment to the Ursuline and Catholic ethos. 

• Maintain a degree of flexibility in working hours from time to time as required for the 
position. 

• Accept that the College reserves the right to modify the position to meet its operating 
needs. 

• Assist and relieve in other positions from time to time. 

• Undertake other reasonable and relevant duties within skills, knowledge and 
capabilities as directed by the Principal.   

 

10. Work Health & Safety 
 
• All staff have an obligation to comply with the College’s workplace health and safety 

policies, procedures and instructions and not place at risk the health and safety of 
any person at the workplace. 

 

11. Equal Opportunity 
• All staff are required to be aware of and demonstrate a commitment to the principles 

of equal opportunity in the workplace. 

 
12. Staff Development 

• All staff required to participate in staff training and development activities to assist in 
the achievement of individual/work objectives. 

 

Key result areas 
• Contribute to and promote the development, alignment, attainment, and review of the 

mission and strategic goals of St Ursula’s College Toowoomba.   
 

• Facilitate proactive and preventative practices and initiatives that promote social, 
emotional and educational development and the mental health and wellbeing of all 
students in partnership with the College community.  

 
• Manage counselling and consulting services for students (with personal, social, 

emotional, vocational and educational needs) with a focus on prevention, intervention and 
student learning. 

 
• Provide psycho-educational and other assessments. 
 
• Ensure College policy and procedures for student protection, educating students with 

disabilities, behaviour support, the containment of critical incidents and mandatory record 
keeping are implemented. 

 
• Maintain standards of practice that are consistent with registration boards and 

membership of professional associations. 
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• Complete other duties that are directed as needs change or grow if the duties are 

consistent with the purpose of this position and any relevant legal and/or industrial 
obligations. 

 
See Next Page for Selection Criteria and Application Checklist. 
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SELECTION CRITERIA  
 
Essential Criteria: 
 
The successful applicant must:  
 
1. Hold a recognised university degree in one or more of the following: 

a) Psychology;  
b) Social Work/Welfare; 
c) Counselling; or  
d) a relevant university degree with a major in counselling.  

 
2. Be an active or qualifying member of an accredited national or state based professional 

association for example the Australian Psychological Society, the Australian Association of 
Social Workers or the Counsellors or the Australian Counsellors Association (ACA).  
 

3. Evidence of current registration with appropriate professional boards such as the Psychology 
Board of Australia (PBA);  
 

4. Hold a current ‘Working with Children Check’ positive notice issued by Blue Card Services or 
be willing to obtain at own expense prior to commencing work at the College.  

 
5. Effective relationship building and influencing skills.  
 
6. Advanced interpersonal and communication skills.  
 
7. Proven and effective leadership skills.  
 
8. Strong ICT knowledge and skills.  
 
9. Ability to work in a secondary school - Years 7 to 12 Catholic Learning Environment. 
 
10. Empathy with the values and ethos of the Catholic faith and Ursuline Tradition.  
 
 
Desirable Criteria: 
 
Minimum of five (5) years’ experience in a similar role.  
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CHECKLIST FOR APPLICATION 
1. Cover letter addressed to Mrs Appleby, College Principal, addressing the Selection 

Criteria. This should be no more than 4 (four) A4 pages in length - pdf please. 
 

2. Curriculum Vitae no more than 5 (five) A4 pages in length – pdf please.  
 

3. Copies of all relevant qualifications and certifications.  
 

4. Referees – three professional referees are required. Please let us know if your current 
manager or employer is unaware of your application.  
 

5. Applications should be submitted electronically to the College Principal - 
hr@st-ursula.qld.edu.au.  Please mark the subject as “Application – College Counsellor” 
 

6. Applications to be submitted as soon as possible (no later than 5pm, Monday 8 March 
2021) 
 

7. Interviews will be held at the College between 10 and 12 March 2021.   

 
8. Successful application to commence work on or about 15 March 2021 or by 

negotiation.   
 

9. For more information regarding the position please email Miss Brontë Shaddock, Human 
Resources Coordinator at hr@st-ursula.qld.edu.au.  
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