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The Bell Center for Early Intervention Programs 
Position Description 

 
Classroom Intern 

 
Qualifications for Position: Undergraduate degree in a related field, experience working with 
or around children with special needs is preferred, especially with children ages birth to 
three.  
  
KEY RESPONSIBILITY AREA #1: Responsible for maintaining an orderly and              
prepared classroom on a daily basis. 
 
 Duties and Responsibilities 
 
1. Set up the classroom prior to the beginning of each class to be held in that room; 

this set up includes managing the circle chairs and circle board, preparation and 
readiness of snack, ensuring that charts are ready in the cubbies, and maintaining the 
red folders as needed 

2. Support the therapists in the gathering of needed materials 
3. Clean the classroom after each class 
4. Assist with children as needed 
5. End of the day classroom responsibilities include the general cleaning of the 

classrooms (toys, chairs, tables, floor, trashcans) and the general cleaning of the 
bathrooms (changing table, diaper pail and potties, as needed) 

6. Assist with holiday art projects for Thanksgiving, Valentine’s Day, Father’s Day, 
Mother’s Day 

 
KEY RESPONSIBILITY AREA #2:  Maintaining orderly and clean infant rooms and 
infant storage room.     
 

1. Clean mirrors 
2. Organize tubs under mats 
3. Wipe down counter tops 
4. Organize shelves, ensuring toys are in labeled bins 

 
KEY RESPONSIBILITY AREA #3:  Responsible for certain general housekeeping chores 
at The Bell Center. 
 
 Kitchen Duties and Responsibilities 
 

1. Load and unload dishwasher 

2. Wash straw cup lids by hand 

3. Organize snack supplies 

4. Stock kitchen supplies and traditional Bell Center snacks 

5. Take out the trash on Tuesdays and Thursdays 
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Laundry Duties and Responsibilities  
 

1. Daily, run the washer and dryer as needed, and then fold and put away clean 
laundry 

2. Wash, fold and distribute volunteer smocks 
3. Wash and put away staff smocks 
 

Supplies 
 

1. Responsible for watching supply inventories, then shopping for and restocking 
supplies 

2. Keep classrooms and baby rooms stocked with cleaning supplies 
 
KEY RESPONSIBILITY AREA #4:  Facilitate effective administration of The Bell Center 
and its programs.  Report to work on time, and follow procedures for absences, professional 
leave for continuing development and other policies noted in employee handbook.  
 
 Office support responsibilities: 
 

1. Answer phone as needed 
2. Make copies as requested  
3. Other duties as requested 

 
KEY RESPONSIBILITY AREA #5: Facilitate beginning and ending of school year 
organization, cleaning and maintain supplies. 
 

Beginning of year responsibilities: 
1. Print and laminate pictures of children for cubbies, circle time, and snack 
2. Print name tags for cubbies, circle chairs, table chairs, and Bell Center bags 
3. Distribute Bell Center bags and communication folders 
4. Fill fine motor boxes with appropriate toys, books, etc from goal sheet 
5. Organize classroom cabinets 

 
 End of year responsibilities: 

1. Clean toys, books, boxes, etc. 
2. Discard broken toys, sort missing pieces from games and flash cards 
3. Wipe down counters and cubbies in playrooms 

 
KEY RESPONSIBILITY AREA #6:  Attend The Bell Center graduation and provide 
assistance as requested by the Executive Director or Program Director.  
 
KEY RESPONSIBILITY AREA #7:  Participate in and support fundraising and 
recognition activities that support and promote The Bell Center such as the Mercedes 
Marathon and Tailgate Challenge.  Consider attending other activities as personal constraints 
allow.  
 
KEY RESPONSIBILITY AREA #8: Supervise volunteers who volunteer as classroom 
volunteers.  


