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Job Description 

 
 

Online Professor of Counseling 

Employee Classification: Part-Time Adjunct                                                                Date:  3/1/18 

Name:     

Reports To:  Chair, Department of Counseling 

Department/Area:  Academics  

Approved By:  

Supervises: N/A 

Purpose: 

Instructors in the Graduate Counseling Department collaborate to deliver excellent education and field 
experience for campus and online students at Clarks Summit University.  

Essential Responsibilities: 

 Teach and develop Counseling Courses online 

 Mentor and counsel students 

 Fulfill faculty responsibilities as determined by the administration 

Required Personal Attributes: 
Conscientiousness 

 Displays a professional image at all times. 

 Delivers on commitments made to others. 

 Displays positive “Can Do” attitude. 
 
Flexibility 

 Adapts quickly to changes, but has the ability to redirect when necessary. 

 Is receptive and act positively to new information or ideas. 
 
Influencing/Negotiating 

 Anticipates potential reactions, or concerns of students and takes initiative to address them. 

 Uses compelling information/statistics to effectively communicate course materials. 
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Integrity/Honesty 

 Holds self and others accountable for meeting high standards. 
 
Sensitivity 

 Treats others with respect, fairness, and consistency (e.g., listen to, respect others' views, and 
ideas). 

 Demonstrates empathy and understanding when addressing sensitive issues with others. 

 At times the online instructor will be privileged to information that should not be shared and must 
maintain confidentiality.  

 
Organizational Skills 

 Organizes class materials.  
 
Verbal Communication 

 Adjusts communication style and language to most effectively connect with different/diverse 
audiences and individuals. 

 Follows through with the students to ensure that important information has been understood. 

 Communicates information concisely and clearly. 

 Explains complex concepts clearly. 

 Maintains frequent contact with students to keep them informed about important changes. 

 Ability to communicate professionally with all students. 
 
Other Interpersonal Skills 

 High-level of effective interpersonal communication skills, both written and verbal plus organization 
and presentation skills. 

 Strong desire to be a part of a University with our value of Preparing Christ-Centered, Career-Ready 
Graduates. 

 

Position Requirements:  

 Terminal Degree in Counseling or related Field (preference given for Counselor Education and 
Supervision) 

 Biblical Philosophy of Counseling 

 Appropriate State and National credentials 

 Strong interpersonal skills and the ability to effectively communicate with a wide range of 
individuals and constituencies in a diverse community 

 Strong computer skills to facilitate online education 

 Complete support of and willing adherence to Clarks Summit University’s Standard of Conduct and 
Confession of Faith. Applicant affirms commitment to these values 

Language Skills: 

Ability to read, analyze, and interpret instructions, reports, and correspondence. Ability to write reports, 
correspondence, and process feedback. Ability to effectively present information and respond to questions 
from groups of students or individuals.  
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Mathematical Skills: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals.   

Acknowledgement: 

This job description has been designed to indicate the general nature and level of work performed by 
employees within this classification. It is not designed to contain or to be interpreted as a 
comprehensive inventory of all duties, responsibilities, and qualifications required of employees 
assigned.  

Acceptance: 

I have read this job description, understand and accept these duties, and agree to carry out the assigned 
duties to the best of my abilities in the best interest of Clarks Summit University and my fellow coworkers. I 
also have read, understand, and will, to the best of my abilities, follow and adhere to the Clarks Summit 
University Management structure, Clarks Summit University’s Mission, and Clarks Summit University’s 
Policies. I will respect those above and under my leadership according to Clarks Summit University Code of 
Conduct and Clarks Summit University Code of Ethics. 
 

Employee: 
________________________________________ 

 
 

Direct Manager: 
__________________________________ 

 

Signature/Date: 
_________________________________________ 

 
 

Signature/Date: 
__________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


