
Job Descriptions 

PAPER PASSERS/ABSENTEE BUDDIES​: 
● Description: Passes out any appropriate papers daily and picks up papers from groups. During job 

time, they get materials gathered for any students that are absent, write down assignments for 
the day, and leaves them neatly on their desks.  (2) 

● Qualities:  FAST, excellent attendance, organized, hand-writing 

FOLDER FILER 
● Description: Files all graded papers and handouts into each student’s file of papers that are to go 

home. (2) 
● Qualities: Memory skills, FAST 

LUNCH/CLASSROOM MAINTENANCE 
● Description: Carries lunch basket daily. Also gets the room ready for projector use when needed 

by quickly pulling down the projector screen, turning off the lights, closing the blinds, and turning 
on the projector. During job time, they check all the walls for repairs & remind tables to clean up 
desks/floors. Takes care of all other classroom maintenance as called upon.  (2) 

● Qualities:  Strong, lines up quickly at beginning of line, tall, takes initiative 

HOMEWORK CHECKER 
● Description: Checks all planners at the end of the day during job time.  They also check for 

completion of the homework journal/project each Friday morning, and reports and missing work to 
the teacher in the morning. 

● Qualities: Responsible, thorough, organized. (1) 

BIRTHDAY COORDINATOR 
● Description: Makes birthday cards for each student on their birthday/half birthday, and then get 

signatures from everyone in the class. (*With your application, please include a sample card you’ve 
made).  

● Qualities:  Good handwriting, artistic, thoughtful, AMAZING memory! (1) 

QUESTION OF THE WEEK KEEPER 
● Description: Comes up with brainteaser questions and answers for the Question of the Week and 

lets the payroll know who gets bonuses for getting it right. (1) 
● Qualities:  Good handwriting, likes puzzles, organized. (1) 

EVENT MANAGER 
● Description: Updates the daily schedule and keeps the monthly calendar correct. 
● Qualities:  Tall, memory skills, VERY neat handwriting (1) 

ASSISTANT EVENT MANAGER 
● Description: Assists the event manager with anything he/she needs help with. 
● Qualities: Neat handwriting, tall, organized, memory skills 

BOARD ERASER 
● Description: This person will need to erase the board after each recess and whenever else it is 

needed. Thoroughly cleans the board during job time. (1) 
● Qualities:  Tall, strong, pays attention, neat 



PAYROLL 
● Description:  Reminds all students to add their paychecks to their check registers every payday. 

They also check with students who have bonuses each day during job time to make sure they’ve 
recorded in their check registers.  (1) 

● Qualities:  listener, math money skills, honest 

DEBT COLLECTOR 
● Description: During job time each day, they check with any students who have fines to make sure 

they’ve recorded them in their check registers. (1) 
● Qualities:  organized, listener, math money skills 

CASHIER/PLEDGE LEADER 
● Description: Handles money during the class store by helping students write checks and subtract 

from their check registers. Assigns prices to class store items. Also stands and leads the pledge 
every morning. (1) 

● Qualities: honest, math money skills, organized, memory skills 

BEHAVIOR RECORDER/ASSISTANT ROOM MANAGER 
● Description: Writes down daily fines and bonuses and then records them on the board during job 

time. Also assists the room manager with filling in for absent students. (1) 
● Qualities: responsible, great memory, honest 

ROOM MANAGER 
● Description: Makes sure that everyone is doing their job daily. Also fills in for any job if a 

student is absent. (Must know responsibilities of all jobs) Takes care of all other 
leadership/management tasks as called upon. (1) 

● Qualities:  Organized, attentive, fast Learner, leadership 

LINE LEADER 
● Description: Leads the line daily. Learns assigned places to stop & keeps the class straight and 

quiet by giving firm reminders to students that need to stop talking or walk single file. (1) 
● Qualities:  listener, respectful 

LINE ENDER 
● Description: Ends the line daily to all destinations and turns off the light as class leaves. If any 

student has to return to the classroom to retrieve a forgotten item, the line ender is required to 
go with them. Keeps the class straight and quiet by giving firm reminders to students that need 
to stop talking or walk single file. 

● Qualities:  Fast, good listener great memory, respectful 

CLASS JOURNAL KEEPER 
● Description: Updates the class journal each day during job time with a description/illustration of 

the day’s events. (1) 
● Qualities: Artistic, neat handwriting 

CLASS PHOTOGRAPHER 
● Description: This person must have access to a digital camera that he/she can bring to school on a 

regular basis.  They are in charge to taking pictures of exciting experiments, debates, parties, 
and anything else; they then need to email pictures from home to me occasionally.  (1) 

● Qualities:  Takes initiative, very responsible, photography/technology skills 



MESSENGER 
● Description: Runs any notes or errands throughout building throughout the day.  Collects Mrs. 

Wade’s mailbox items from the front office every job time.  (1) 
● Qualities:  Knows school and different teachers, communicator, fast walker, polite, honest 

LUNCH COUNTER 
● Description: Also, each morning makes sure all students have moved lunch magnets and then 

counts/writes down how many for each option. Moves the magnets back at the end of the day.  (1) 
● Qualities: organized, memory skills, fast 

SANITATION SPECIALIST 
● Description: Using disinfectant wipes, cleans all desks, tables, (and if time), chairs at the end of 

each day during job time. Cleans other surfaces as needed. (2) 
● Qualities: Attention to detail, helpful, respectful to others’ belongings 

ORGANIZATION EXPERT 
● Description: Helps keep the entire class organized; organizes the guided reading desk/teacher 

area as needed, helps other students with organizing their desks, organizes other things around 
the class when it gets cluttered. (1) 

● Qualities: Um, organized. :) Also, takes initiative, meaning they don’t need to be asked to notice & 
jump in to help. 

CLASS MEDIC/END OF DAY CALLER 
● Description: Keeps band-aids in their desk and distributes to students. Also makes sure everyone 

takes home their lunch boxes/coats/backpacks.(1) 
● Qualities:  Fast, memory skills, reliable 

CLUBHOUSE KEEPER 
● Description: Straightens up the clubhouse and sorts the books during job time every day. Checks 

for any damages to books and fixes them or reports them to the teacher as needed. Maintains all 
other clubhouse materials to keep things looking nice. (1) 

● Qualities:  Organized, respectful to books 

SCRIBE/WORD WALL ATTENDANT 
● Description:  On Monday Meetings, this person will write down all the items of business discussed 

and report at the end. This person also maintains the word wall chart during job time by neatly 
writing great words we encounter as a class. This person will also take notes whenever we go over 
important things, remind the teacher of things, and advance PowerPoint presentations during 
lessons. (1) 

● Qualities:  handwriting, organized, memory skills, strong computer skills 

SUPPLIES STATION MANAGER 
● Description:  Sharpens pencils at the end of the day and keeps track of/replenishes all supplies 

that are running low.  Also cleans up/disinfects the entire supplies station area daily. (1) 
● Qualities:  Great memory, dedicated, attentive to detail, organization skills 

SOCIAL MEDIA MANAGER 
● Description: Uses the class tablet to take pictures and videos of classroom happenings and shares 

them on our class social media accounts. (Inspired by the article, “​How A Fourth-Grade Class 
Twitter Account Rekindled My Faith In Humanity​”) 

● Qualities: Typing/texting skills, reliable, basic Twitter and Facebook knowledge 

http://www.buzzfeed.com/alannaokun/tweet-tweet?utm_term=.suvZ48l9M#.xjg8A1YKr
http://www.buzzfeed.com/alannaokun/tweet-tweet?utm_term=.suvZ48l9M#.xjg8A1YKr

