
SCHOOL DISTRICT NO. 35 (LANGLEY) 
 
JOB TITLE: Career Advisor 
 (Formerly Career Advisory Assistant) 
 
DEPARTMENT:   Career Education Program – District  DATE:  Sept 2015  
 Secondary Schools 
 
 
SUMMARY: 
 
Reporting to the Assistant Superintendent responsible for Career Education programs and under 
the general supervision of the Principal (or designate), the Career Advisor performs a variety of 
functions related to providing information and assistance to students making post-secondary 
education/career choices.  The Career Advisor assists students in researching career and post-
secondary information, industry training opportunities, work experience placements, and job 
seeking skills.   
 
DUTIES AND RESPONSIBILITIES: 
 
 Assesses the needs and interests of students in order to provide appropriate information and 

resources for students, staff, and parents on career development and post-secondary 
requirements.   

 
 Guides and assists students with their career planning and development by assisting students 

to create short and long term career and educational goals, access post-secondary and career 
planning information, and conduct labour market research. 

 
 Provides information for the promotion of trades, apprenticeship, and secondary school 

apprenticeship programs and assists students interested in applying for programs such as 
School Apprenticeship (SSA), Work Experience (WEX), Accelerated Credit Enrollment in Industry 
Training (ACE IT) and post-secondary transition programs.     

 
 Provides support and assistance to staff involved in work experience by maintaining records, 

liaising with employers once placements are arranged, and collecting feedback from students 
and employers.   

 
 Assists students, individually or in groups, to access career and education information manually 

and through a computerized career selection program.   
 
 Assists students with job seeking skills such as interview techniques, resume writing, cover 

letters, developing portfolios, and effective job search strategies.  
 
 Works with students to improve their communication and social skills and provides coaching 

on how to conduct themselves in a business environment.  
 
 Assists students in the completion of enrollment form, applications, career choice tests or 

forms and coordinate appointments with counselors.  
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 Acts as a liaison between outside agencies and the school.  Liaises with numerous agencies, 

businesses and post-secondary institutions both locally and provincially as required by the 
supervisor.   

 
 Compiles, prepares and presents scholarship/award information such as criteria and deadlines 

for students, parents and staff.  Maintains information on scholarships, awards, and recipients.   
 
 Assists staff in organizing events such as Career Fairs, guest speakers, field trips, etc.   
 
 Keeps current with developments in the fields of career opportunities and education in order 

to provide information for students, staff, and parents.   
 

 Supervises students as required 
 

 Maintain confidentiality in all matters related to the student information.   
 
 Performs a variety of clerical duties as required including filing, preparing and maintaining a 

variety of materials such as career information, student files, non-confidential correspondence, 
bulletins, guidance materials and memoranda.   
 

 Performs other assigned comparable duties which are within the scope of knowledge, skills and 
abilities required by this class specification. 

 
 
REQUIRED QUALIFICATIONS AND EXPERIENCE: 
 
• Grade 12 graduation and completion of a High School Career Centre Advising Program or 

equivalent related education. 
 One year of related experience. 
 Good understanding of career development and planning processes. 
 Ability to access and use career-related resources (such as Blueprint). 
 Ability to use labour market information to meet students’ vocational needs. 
 Good understanding of the concepts of employability and job search skills. 
 Good knowledge of BC trades training.   
 Good knowledge of post-secondary and training institutions. 
 Proven ability to establish and maintain effective work relationships with all internal and 

external contacts. 
 Ability to work as a member of a cohesive and collaborative team. 
 Ability to organize and present information related to the career education program and 

career-related programs to a variety of groups and individuals.   
 Ability to work with interruptions and to meet deadlines. 
 Ability to effectively use computer software applications such as student information systems, 

word processing, presentation software, database management, and spreadsheets.   
 
 


