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MIDDLE SCHOOL

HA N D O U T 1
Sample Job Descriptions

R e s p o n s i b i l i t i e s

Assess and collect income
tax, maintain re c o rds as
d i rected by teacher

Collect payment, maintain
re c o rd s

Take attendance, keep re c o rd s ,
and perf o rm other duties as
assigned by the teacher

R e c o rd all money 
t r a n s a c t i o n s

Review job applications, set
up job interviews, superv i s e
e m p l o y e e s

Tutor students in all subject
a re a s

Inspect and clean floor at the 
end of class

Inspect and straighten desks
at the end of each period

Q u a l i f i c a t i o n s

Good math and English skills
G PA: 3.0

Good math and English skills
G PA: 3.0

Good math and English skills
G PA: 3.5

Superior math and English skills
G PA: 3.5

Good math, English, leader
ship, and communication skills
G PA: 3.5

Good math, English, science,
and social studies skills
G PA: 3.0

Good work habits and re s p o n-
sible attitude

Responsible attitude and good
work habits

Pay Scale

$250 per week

$250 per week

$500 per week

$500 per week

$500 per week

Negotiated per client

$100 per week

$100 per week

Job T i t l e

Tax 
C o l l e c t o r

Utilities 
C o l l e c t o r

Teacher 
A s s i s t a n t

A c c o u n t a n t

Personnel 
D i re c t o r

Tu t o r

C u s t o d i a n

Desk 
M o n i t o r


