
 

 

Founded in 1962, Bayview Glen is an independent, co-educational university preparatory day school with 

more than 1000 students from Preschool through to Grade 12. Our school thrives on two closely 

connected campuses in the heart of Toronto and offers a truly transformative educational experience, 

intentionally creating a welcoming, vibrantly diverse community, guided by inspiring teachers and fueled 

by a forward-looking curriculum.  Bayview Glen is a member of the CIS, CAIS and Round Square 

organizations.   

 

We’re looking for a full-time Career and Academic Counsellor to join Bayview Glen in our Student 

Services department. In this role, you will provide day-to-day academic counselling and career guidance to 

students throughout their high school years while encouraging and supporting optimal social, emotional, 

cultural, academic and career growth and success. 

What You’ll Be Doing: 

● Guiding individuals and groups of students through the development of educational and career plans 

through various methods such as one-on-one advising, classroom programs, information evenings, 

etc.; 

● Consulting with teachers, staff and parents to enhance effectiveness in supporting student 

development, and assisting with academic issues as they arise; 

● Conducting or facilitating conferences with students and parents to provide course 

counselling, diploma planning, and development of student education plans that align with 

desired post-secondary and career pathways;  

● Serving as student advocate and mentor; 

● Referring students with difficulties to appropriate learning specialists; 

● Developing and teaching lessons and workshops related to career planning; 

● Building and maintaining an active and robust network of contacts within the educational and 

business fields to bring new perspectives, information, and networking opportunities to our 

students; 

● Coordinating the school’s Career Breakfast series in conjunction with the Director of Alumni 

Relations; 

● Maintaining current information about the numerous programs offered by colleges and universities, 

relevant admissions and scholarship requirements, internships available and their requirements, 

and specific educational requirements for different career opportunities within Canada, the USA and 

abroad; 

● In conjunction with the Director of University Counselling, you will be researching, developing 

and/or implementing new programs and initiatives that allow students to have age/grade-

appropriate opportunities for unique experiences that develop their creativity, an entrepreneurial 

mindset and capacity for innovation; 

● Coordinating, enhancing, teaching, and evaluating the school’s summer Co-operative Education 

programme, including building relations with community partners; 

● Supporting Co-op students in their placement assignments during the month of July which will 

include workplace visits, liaising with employer sponsors and answering questions as needed; 



● Overseeing, in consultation with the Upper School Director of Teaching and Learning, Elite Athlete 

accommodations, PLARs and other experiential learning. 

 

What You’ll Need: 

 

● An undergraduate degree in a related field coupled with a Bachelor of Education Degree at the 

Intermediate/Senior level or equivalent; 

● A member, in good standing, of the Ontario College of Teachers; 

● Additional qualifications as a Guidance and/or Co-Operative Education Specialist;  

● Knowledge of Ontario Ministry of Education policies and curriculum documents as well as 

Ontario Secondary School Diploma requirements; 

● 2 to 4 years of direct experience in an academic counselling office of an independent school; 

● Computer proficiency in MS Office, Ministry of Education and Ontario university student databases, 

working of knowledge of myBlueprint an asset; 

● Strong oral and written communication skills, and engaging presentation skills; 

● Ability to recognize student sensitivities and communicate appropriately with students and their 

parents; 

● Exceptional organizational skills and an ability to manage large volumes of information; 

● Demonstrated passion for student success through mentorship, enabling each student to have a 

better understanding of themselves as learners and individuals and help them define their interests 

and career aspirations; 

● Knowledge of emerging career trends, job forecasting, and innovative approaches to career 

counselling; 

● Knowledge of post-secondary programs, admission requirements, scholarship opportunities, etc; 

● Ability to work under pressure, juggling multiple projects at one time while meeting strict deadlines; 

● High degree of confidentiality to protect the privacy of student records and of student interactions 

with the Student Services Department. 

 

Who You Are: 

• Motivated self-starter, energetic with a positive attitude and a passion for working with high school 

students 

• Possessing a high level of integrity and proven record of building trusting relationships 

• Resourceful and flexible, with a good sense of humour 

Here's What We Offer: 

• A competitive salary 

• A generous group benefit and RRSP plan 

• A collegial work environment where employees have fun together 

• A welcoming, vibrantly multicultural community 

• Meaningful work in an educational environment with future leaders of tomorrow 

• Professional development opportunities 

• Lunches and parking provided (taxable benefit) 

We invite all qualified candidates to submit a cover letter and resume (combined into one document) to 

hr@bayviewglen.ca by no later than June 10, 2022.  Please indicate the name of the position you are 

applying for in the subject line. 



At Bayview Glen we are committed to fostering an inclusive, accessible environment, where all members 

of our school community feel valued, respected, and supported.  We encourage qualified applications from 

the diverse communities in which we live and serve and who may contribute to the further diversification 

of perspectives and ideas.  We will accommodate needs under the Ontario Human Rights Code and the 

Accessibility for Ontarians with Disabilities Act. Please contact our Human Resources Department for 

assistance if required. 

As a condition of employment, successful candidates will need to provide a current vulnerable sector 

screening from the police jurisdiction in which they reside prior to commencing employment. 

The School has determined that vaccinations of all school staff are required in order to protect our school 

community.  Certain accommodations or exemptions will be considered if required under the Ontario 

Human Rights Code. 

We would like to thank all applicants in advance for your interest; however only those candidates invited 

for an interview will be contacted.  

For further information, please visit us online at www.bayviewglen.ca 

 

 

http://www.bayviewglen.ca/

