
 

Full-Time Faculty Position - Director of College Counseling 
  
The Institution 
 
Founded in 1841, Fordham Prep is a Catholic Jesuit college preparatory school for young men 
located on the Rose Hill Bronx campus adjacent to Fordham University in New York City. With 
approximately 1,000 students enrolled in grades 9-12, Fordham Prep draws young men of 
diverse backgrounds from throughout the boroughs of New York City and its surrounding 
suburbs. Fordham Prep’s mission is to form leaders committed to faith, scholarship, and service 
through a college preparatory education in the Catholic Jesuit tradition.  
  
The Position 
 
Fordham Prep seeks a full-time Director of College Counseling for the 2020-2021 academic 
year. The Director of College Counseling will organize, oversee, and evaluate all aspects of the 
comprehensive college counseling program. The ideal applicant should possess at minimum a 
BA in counseling, education, or a related field, and an MA is preferred. Ideal candidates will 
bring experience working with adolescents in a secondary school setting, and be able to 
support the school’s mission of fostering young men of academic excellence and good moral 
character through a commitment to the ideals of Jesuit education. 
 
The Director of College Counseling reports directly to the Principal. The ideal applicant will have 
a clear, bold vision to leverage extensive knowledge and experience of college admissions, 
matriculation, financial aid, and resources in college readiness and success to nurture and 
sustain a college preparatory culture of academic excellence at Fordham Prep. At the heart of 
this effort is the value of cura personalis, the individual care of every student through a 
professional relationship that respects his gifts and talents for life beyond high school. The ideal 
applicant will combine empathy, cultural awareness, and expertise to respond to the needs of a 
richly diverse student body, including first generation college-bound students and their families. 
 
Responsibilities 
  
College Counseling 

● Provide academic and college counseling to assigned juniors and seniors 
● Write letters of recommendation for each senior in caseload 
● Facilitate assigned group guidance classes regarding various college and career planning, 

and college transition issues (seniors in first semester and juniors in second semester) 
● Hold parent conferences upon request to answer college questions and discuss issues 

specific to their sons 
 



Department Leadership 
● Oversee a team of college counselors and an administrative assistant 
● Oversee and coordinate the internal college application process with department 

administrative assistant 
● Plan and facilitate level meetings with college counselors each cycle 
● Consult with the Director of School Counseling regarding departmental goals and group 

guidance curriculum 
● Responsible for reviewing and revising junior and senior group guidance curriculum in 

consultation with school and college counselors 
● Coordinate the scheduling of admission counselor visits with the department 

administrative assistant 
● Meet with college admission counselors who visit Fordham Prep 
● Maintain relationships with admission representatives and advocate for students at 

colleges and universities 
● Coordinate and conduct a series of parent presentations on the college admission and 

financial aid processes 
● Correspond with parents to inform them of upcoming events and other pertinent 

information 
● Manage the Naviance database 
● Track application and standardized testing results 
● Conduct data analysis and produce annual reports for the Counseling Department, 

Council, Administration, Mission Effectiveness Committee, and Board of Trustees 
● Maintain college counseling budget 
● Maintain and update school profile and secondary school report 
● Update college information on the Counseling Department webpage 
● Serve as a member of the Council 
● Serve as a member of the Crisis Team 
● Serve as a member of the Student Services Team 
● Organize and oversee the school’s national testing program 
● Collaborate with staff coordinating SAT/ACT preparation through PREPare Test Prep  
● Coordinate trips for students to visit colleges throughout the year 
● Keep abreast of changes in the college application and admission procedures and 

financial aid programs to determine the implication these changes will have on 
Forstudents 

● Represent Fordham Prep at regional and national meetings (e.g., JSN, NACAC, JHSCCA) 
● Travel to college counseling fly-ins and visit college campuses as schedule and budget 

permits 
 
Application Process 
 
Applications will be accepted until the position is filled. Review of applications and interviews 
will take place immediately; the position will be filled shortly thereafter. Please email a letter 
stating personal interest, a comprehensive resume, and the names and phone numbers of at 
least two references (who will not be contacted until later in the interview process) to the 
attention of Dr. Joseph Petriello, Principal at petrielloj@fordhamprep.org. 
 

mailto:petrielloj@fordhamprep.org


Fordham Preparatory School is an EOE (Equal Opportunity Employer). This is a 10 month 
tenure-track faculty position (September to June) with all faculty benefits, including medical, 
retirement, and tuition remission at Fordham University. 


