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The Academic Advisor at Langley Christian High School plays a vital role in promoting academic and vocational 
excellence, equipping students to pursue their God-given potential with confidence, purpose, and integrity. 
Rooted in the school’s mission to cultivate Christ-centered leaders who excel academically, relationally, and 
spiritually, the Academic Advisor works to ensure that every student is prepared to impact the world for the glory 
of God. 

With a firm belief in the extraordinary potential of Langley Christian students, the Academic Advisor sets high 
standards and holds high expectations for what students can achieve. Through expert guidance in course 
selection, post-secondary applications, trades pathways, scholarships, and career exploration, the Advisor helps 
students aspire toward top placements at leading universities, colleges, trade programs, and career 
opportunities aligned with their unique gifts and calling. 

The Academic Advisor supports students in developing the skills needed for lifelong success: effective 
problem-solving, networking, wise decision-making, resilience, and ownership of their learning journey. Through 
personalized advising, workshops, and career planning events, the Advisor fosters a culture of excellence, 
perseverance, and faithful stewardship of each student's abilities. 

Ultimately, the Academic Advisor at Langley Christian High School is a critical architect of student futures — 
championing each student's pursuit of excellence not merely for personal achievement, but for service to others, 
the advancement of God’s Kingdom, and the fulfillment of Langley Christian School’s mission. 

 
DUTIES AND RESPONSIBILITIES 
 
1.​ COLLEGE AND CAREER PLANNING 

(a)​ Provide individualized academic and career counseling to students and families through appointments 
and drop-in availability. 

(b)​ Guide students through the post-secondary planning process, including awareness of entrance 
requirements, application procedures, key dates, and information sessions. 

(c)​ Ensure students are aware of and supported in accessing bursaries, scholarships, and financial aid 
opportunities (e.g., encourage student profiles on Yconic.com and other platforms). 
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(d)​ Attend post-secondary institution Academic Counsellor days to maintain current knowledge of 
admissions trends and requirements. 

(e)​ Organize and chaperone student participation in external college and career fairs. 

(f)​ Coordinate and host university and college information visits and career exploration events at LCS. 

 

2.​ COURSE SELECTION AND ACADEMIC PATHWAYS 

(a)​ Ensure students are enrolled in the required courses to meet BC Dogwood graduation requirements 
and pursue their post-secondary goals. 

(b)​ Conduct annual course selection workshops for students in Grades 8–11 each spring. 

(c)​ Provide guidance on Distributed Learning and Summer School options to supplement academic 
planning. 

(d)​ Meet with students and parents throughout the year for individualized academic pathway planning. 

(e)​ Collaborate with department heads and teachers, particularly in Science and Math, to ensure 
appropriate course recommendations. 

(f)​ Work with new students and families to support smooth course selection and academic transition into 
LCS. 

 

3.​ TIMETABLING AND ACADEMIC DATA MANAGEMENT 

(a)​ Collaborate with campus administration to create the master timetable for the upcoming school year. 

(b)​ Manage student course selection entry and changes in MyEd BC and ensure accurate Academic TRAX 
reporting. 

(c)​ Monitor online and summer school course enrollment and progress, ensuring final grades are entered. 

(d)​ Coordinate scheduling with program leaders for ELL, Learning Assistance, IEPs, Youth Work in Trades, 
Work Experience, Christian Ministry, Leadership, Outdoor Education, and Teacher Assistant programs. 

(e)​ Manage MyEd BC processes, including regular TRAX submissions and End-of-Year Rollover (EOYR) 
requirements. 

(f)​ Generate academic reports and provide data to support student services and administration as 
needed. 

 

4.​ STUDENT SERVICES SUPERVISION 

(a)​ Oversee and ensure the quality of work completed by the Student Services Administrative Assistant. 

(b)​ Communicate regularly with administration regarding department successes, needs, and areas for 
improvement. 

 

5.​ EVENT PLANNING AND STUDENT PROGRAMMING 
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(a)​ Lead the planning and presentation of the annual Parent Course Information Evening. 

(b)​ Organize and host the LCS College and Career Fair. 

(c)​ Coordinate post-secondary transition workshops for Grade 12 students (e.g., PSI application support, 
Student Transcript Services, financial aid workshops). 

 

6.​ SCHOLARSHIP COORDINATION 

(a)​ Facilitate the collection, application, and selection processes for internal and external scholarships. 

(b)​ Chair the Scholarship Award Committee, student selection, preparation of award letters and 
certificates, and collection of thank-you letters. 

(c)​ Coordinate with Development Director and/or Head of School on donor communication.  

(d)​ Maintain accurate records of awarded scholarships and facilitate scholarship recognition at Graduation 
and Awards Ceremonies. 

(e)​ Ensure LCS students are competitive with other schools in pursuing community scholarships, bursaries 
and awards, and the best possible candidates are selected and recommended.  

 

7.​ GRADUATION AND ACADEMIC AWARDS 

(a)​ Support the Graduation Team in scholarship selection, student recognition, and awards program 
planning. 

(b)​ Compile and manage data on external scholarships, PSI offers, and student post-secondary 
destinations. 

(c)​ Ensure all Grade 12 students complete their Student Transcript Service (STS) accounts prior to year-end 
deadlines. 

(d)​ Coordinate with Head Administration to ensure that LCS students are celebrated for their 
achievements, awards and recognitions.  

 

8.​ EXAM COORDINATION 

(a)​ Organize and register students for external online and paper-based examinations (e.g., provincial 
assessments). 

(b)​ Arrange for appropriate supervision and facilities for all scheduled exams. 

 

 

Reviewed: 04 2025 
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