
 
 
 
 
Title:    College Counseling Office Coordinator  
Department(s): College Counseling 
Reports to:  Director of College Counseling 
FLSA Status:  Staff, Non-Exempt, 10-Month Position 
 
 
About Portsmouth Abbey School: 
Portsmouth Abbey School is a coeducational Catholic boarding and day school for grades 9 
through 12. Founded in 1926 by the English Benedictine Congregation, the School is located on a 
525-acre campus along Rhode Island’s Narragansett Bay, less than 30 minutes south of Providence 
and 20 minutes from Newport. The School is known for its mission to help young men and 
women grow in knowledge and grace through its purpose-driven education in the Catholic 
intellectual tradition and a values-based community that embraces faith while nurturing 
reverence for God and the human person, love of learning, and commitment to community life. 
The Abbey’s 350 students are encouraged to engage passionately in academic and intellectual 
pursuits, innovative electives, service to others, and athletic and artistic endeavors. The School’s 
approach to college preparation is designed to inspire the next generation’s leaders, stewards, 
innovators, and problem solvers while instilling a desire to serve the common good. 
 
Job Summary: 
Under the supervision of the director of college counseling, the Office Coordinator maintains 
student records for the college counseling office and assists the college counselors in the 
performance of their duties. This is a part-time 10-month position from late August to early June. 
During the academic year, hours typically fall during the school day when students have 
flexibility to visit college counseling. Schedule will be set with Director of College Counseling 
taking into consideration other job responsibilities and commitments. Some night and weekend 
duties are required. Note: This position could be combined with an Assistant Houseparent and coaching 
position. 
 
Key Responsibilities: 

• Greet students and visitors to the College Counseling Office; help facilitate the flow of 
student traffic and meet with various outside visitors and constituencies throughout the 
year  

• Schedule individual meetings between counselors and students throughout the year 
• Assist counselors with submitting school supporting materials to colleges  
• Maintain office records  
• Maintain data bases for summer programs, scholarships, and college representative visits 

in Maia Learning (college counseling software) 
• Schedule and publicize college related events 
• Make all arrangements (facilities, food, tech assistance) for college counseling events 
• Engage in professional development opportunities 



• Perform other tasks as required by the college counselors and the Portsmouth Abbey 
community 
 

 
Qualifications & Skills: 

• Desire to be engaged in a Catholic residential community 
• Alignment with the School’s mission of helping young men and women grow in 

knowledge and grace 
• Bachelor’s degree preferred 
• Ability to maintain confidentiality, attention to detail, and exercise appropriate 

professional judgment 
• Ability to coordinate, organize and manage events 
• Proficiency in Microsoft Word, Excel, and PowerPoint  
• Demonstrated proofreading skills 
• Excellent client service skills 

 
The essential functions and basic skills have been included in this job description; it is not 
intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. 
Additional functions and requirements may be assigned by supervisors as deemed appropriate. 
This position description is subject to change at any time. 
 
Typical Working Conditions: 

• This role usually operates within an on-site office environment but may involve attending 
events. 

• The position will require occasional work outside of normal business hours, such as 
evenings or weekends for supporting events. 

 
Other Qualifications:  

• All prospective employees must be able to clear a background check prior to beginning 
employment. 

 
Salary: Commensurate with experience and education. 
 
Benefits (if full-time):        
403b 
Health/Vision insurance  
Dental Insurance 
Life Insurance  
Short-term disability (TDI)        
Long-term disability   
AD&D  
Employee Assistance Program  
Tuition Remission  
 
Contact:  

• Interested applicants should email resumes and cover letters to hr@portsmouthabbey.org 


