
EVERY DAY 

Attendance Assistant (1 per 

class) 

Take attendance and update it 

if students come late; during 

pack-up add any handouts to 

the class’ absent folder. In 

order to do this job: you need 

to be present regularly and be 

organized/methodical 

Board Eraser (1 per class) 

Each lesson, during pack-up, 

automatically erase the board, 

unless told otherwise; last 

class of the day changes the 

date. In order to do this job: 

you must take initiative and 

follow verbal directions well 

Classroom Attendants (2 

per class) 

At the end of the period, 

make sure desks are lined up 

and students have cleaned up 

any items on the floor around 

the desks, recycled PAPER, 

and thrown trash away. Make 

sure pillows are neatly 

arranged and flexible seating 

options are safely stored. In 

order to do this job: you must 

be observant, feel 

comfortable talking to others 

while remaining polite, and 

like a mix between verbal 

and physical work 

Door Monitor (1 per class) 

Monitor the door, admitting 

students who left on hall 

passes, arriving tardy, etc. 

Alert the teacher if there is 

someone at the door you do 

not recognize/do not think 

you should allow to enter. In 

order to do this job: you need 

to trust your gut feelings, be 

willing to be re-located to a 

seat near the door for easy 

access, and enjoy regular 

movement 

I.D. Checker (1 per class) 

Checks all students have IDs 

on around their neck, or a 

completed temporary I.D. 

Have completed by the time 

attendance is taken. In order 

to do this job: you must be 

observant, honest, and feel 

comfortable talking to others 

while remaining polite 

IT Team (2-6 per class) 

Troubleshoot devices when 

students need help; install 

updates; ensure equipment is 

cared for and functional. In 

order to do this job: you need 

to be tech-savvy and enjoy a 

mix of repetitive tasks and 

new challenges 

Light Monitor (1 per class) 

Automatically get lights for 

media 

viewings/entering/exiting 

class; adjust blinds when 

asked. 1A/5B only, turn on 

fan during end of class pack-

up. In order to do this job: 

take initiative and sense 

needs 

Paper Passers (2 per class) 

Distribute handouts and 

blank paper to the class. 

Make sure stacks of blank 

copies are neatly stacked. 

When we have paper pass 

back, pass out papers. In 

order to do this job: you must 

be efficient and good at 

counting 

Supply Managers (2-4 per 

class) 

Distribute/collect supplies for 

various activities; refill 

supplies as they run low or 

break. To give you a better 

idea of what this job entails: 

make sure supplies are 

returned to the correct bins, 

sharpen pencils, empty pencil 

sharpeners into the garbage 

when they’re full, alert 

teacher if we’re out of tissues 

or hand sanitizer, etc. In 

order to do this job: you need 

to be flexible as what you do 

each day varies, quick and 

efficient rather than 

perfectionistic, and anticipate 

needs not listed above. 

 

Time Keeper (1 per class) 

Monitor the clock and give 

the teacher the wrap up signal 

five minutes before the end 

of class/lunch. In order to do 



this job: you need to be able 

to read the analog clock and 

know both the regular and 

early release bell schedules. 

REGULARLY 

Comp. Book Passers (2 per 

class) 

Automatically at the start of 

class, unless the Bell Ringer 

specifies not to, pass out the 

comp. books. In order to do 

this job: you must regularly 

get to class early, take 

initiative, and set comp. 

books gently on classmates’ 

desks 

Filers (2-6 per class) 

When asked, alphabetize 

and/or stamp class papers. In 

order to do this job: know the 

alphabet, be detail-oriented, 

and efficient 

Hospitality (1 per class) 

Look at the extension number 

before answering the phone, 

so if we need to call back, we 

know whom to call. Answer 

the phone saying “Ms. 

Barker’s class, [insert 

student’s first name here] 

speaking, how may I help 

you?” In the least disruptive 

way possible, communicate 

to the teacher and student 

involved the phone message.  

In order to do this job: you 

need to be able to read the 

script located near the phone, 

possess strong 

communication skills 

(includes nonverbal such as 

legible handwriting,) think on 

your feet, and be willing to 

be re-located to a seat near 

the phone for easy access. 

Librarian (at least 1 per 

day) 

After you have finished your 

work: file book cards of 

checked out books, 

alphabetically by student’s 

last name in the index box. 

Collect books returned to the 

crate. Use the post-it note on 

the front to find the book’s 

card listed under the student’s 

last name. Write the date on 

the post-it as the returned 

date on the book card and re-

insert it in the book. Place all 

books back on the shelf. The 

order does not matter. At the 

end of the period make sure 

all the books are neatly 

standing up and spines are 

facing outward. In order to do 

this job: you need 

organization skills, legible 

handwriting, and basic 

problem-solving skills. 

OCCASIONAL 

Book Helpers (2-3 per class) 

Pass out (and collect) novels 

and workbooks. When we 

have paper pass back, join 

paper passers in passing out 

papers. In order to do this 

job: you must know your 

classmates’ names and be 

efficient 

AS NEEDED 

“On-Call” (2-5 per class) 

Take over any tasks that pop-

up which aren’t assigned, or 

assist the substitute if under-

manned. In order to do this 

job: you must be a quick-

learner; strong listener; easily 

able to follow verbal 

directions; a jack-of-all-

trades or someone who likes 

variety 

Substitutes (2-3 per class) 

Keep track of which students 

are absent or not currently in 

the room and automatically 

do their jobs for them In 

order to do this job: you must 

be observant and a quick-

learner; a jack-of-all-trades or 

someone who likes variety 

 

  



First Name:            Last Name:         Period: 

 

 

  

Choose the position for which you’re applying: 

 Attendance 

Assistant 

 Board Eraser 

 Book Helpers 

 Classroom 

Attendants 

 Comp. Book 

Passers 

 Door Monitor 

 Filers 

 I.D. Checker 

 I.T. Team 

 Hospitality 

 Librarian 

 Light 

Monitor 

 “On-Call” 

 Paper Passers 

 Substitutes 

 Supply 

Managers 

 Time Keeper 

Strengths – What strengths do you possess which will make you successful for this position? 

 

 

 

 

 

 

Past Experience – What experience have you had that will help you with this position? 

 

 

 

 

 

 

References – Are there teachers, coaches, or other adults that you have worked for in the past? 

Name the people that can comment on your qualifications and your attitude. 

 

 

 

 

 

If your first choice position is unavailable, for what other TWO positions would you wish to 

apply? 

Position 2: 

 

Position 3: 

 

By signing below, I certify that the information in this form is true and complete: 

 

______________________________________________________________________________________________________ 


