
 
Boston Trinity Academy  

Job Description for a part time position: College Counseling Assistant 
Start Date: August for the 2017-18 School Year 

25 hours/week 
10 Months 
 

Scope: This entry level position offers a wonderful opportunity for an individual 
to gain knowledge and experience in college counseling and admission. 
Working in this dynamic, middle and high school setting, will expose the 

individual to a variety of topics surrounding college admission today. As a 
college preparatory school, Boston Trinity expects each graduate to attend a 

four-year college. As our students progress through the Upper School, they 
complete a comprehensive program of college counseling, designed to assist 
them through the often intimidating process of college admission. Students in 

our Middle School are exposed to early awareness programming to help prepare 
for the rigors of high school level work. 

The Office of College Counseling guides students in finding and applying to 
colleges and universities that are a good match for their particular interests 

and strengths. Our college counseling program includes SAT preparation, 
guidance through the application process, and financial aid advice. 

Responsibilities: The College Counseling Assistant reports directly to and will 
assist the Director of College Counseling in several key areas:  
 

 Maintain and update handouts, newsletters and forms important to the 
College Counseling programs. 

 Help implement our Middle School early awareness program. 

 Attend classes quarterly across the disciplines to stay up to date on 
teaching practices at Boston Trinity Academy.  

 Assist with in-service workshops for faculty and students.  

 Assist with the coordination of college visits both on and off campus.  

 Assist with the preparation of application materials and recommendation 
letters for all members of the senior class.  

 Attend various workshops related to college counseling and admission. 

 Assist with national testing ranging but not limited to: The Advanced 
Placement program, the PSAT/NMSQT Program, and the SAT registration 
process.  

 Assist with a variety of program and event planning coordinated by the 
Office of College Counseling.  

 Maintain summer program and internship listings. 

 Maintain scholarship and financial aid listings. 

 



Education and experience: A Bachelor’s degree is required. Experience 

working with a diverse student body is preferred. Familiarity with the college 

application process is a plus. The successful candidate is a self-starter who 

possesses strong interpersonal skills and is creative and able to grasp new 

concepts quickly and efficiently. This position requires familiarity with common 

software programs such as the Microsoft Office Site and strong oral and written 

skills.  

Mission: Boston Trinity Academy educates students from diverse backgrounds 

in an academically demanding, Christ-centered community, inspiring them to 

lead lives of faith, integrity, and service.  

All faculty and staff must sign a statement of faith.  

Teaching culture: Boston Trinity Academy is a young school – we are entering 

our 16th year of operations – with big aspirations. We aim to provide an 

education of outstanding quality to a broad cross section of Boston urban and 

suburban students. We believe that by emphasizing high quality in our 

programs we will provide students with the inspiration to commit themselves to 

doing well not just in areas they find comfortable. We expect students to learn 

to risk and to risk to learn. To that end, we seek teachers and staff who are 

masters of their disciplines and who are willing to maintain the expectation of 

high achievement. This should be not just with enthusiastic well-prepared 

students, of whom we have many, but with students who are full of uncertainty 

and fear because of poor foundations or who lack the preparation necessary for 

acting with confidence in unfamiliar situations. We are doing all of this with a 

smaller set of resources than is often available in well-provisioned public or 

private schools. The faculty and staff here are flexible, collegiate, willing to try 

new ideas, but grounded in traditional goals of excellence for all students.  

Candidates are encouraged to visit the school website to learn more about 

Boston Trinity Academy. Please send letter of interest, resume, and a list of 3 

references to Cicily Shaw (Director of College Counseling): 

cshaw@bostontrinity.org 

mailto:cshaw@bostontrinity.org

