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Job Leads

January 31, 2007
Want help writing your resume, cover letter, interview skills or just have general questions about jobs, email me khuyghue@aii.edu, stop by my office or contact me to set up an appointment at 617∙232∙5168.

If you are interested in one of these jobs contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.  I have copies of applications for general/retail part time jobs at my desk, stop by and pick them up.
ON-CAMPUS

Office Assistant, NEiA:  The Registrar’s office is looking to hire 2 students to work 10 hours each Monday thru Friday between the hours of 8am∙5pm to do Filing, greeting students\faculty at the reception window.  Various other tasks as needed for the Registrar.  Must have excellent customer service and communications skills.  Friendly, outgoing and reliable person.  Must be organized and good at problem solving, knowing when to ask others for assistance for example:   If you do not know the answer to a question, direct the students to the Registrar or Assistant Registrar.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Receptionist/Office Assistant, NEiA:  Academic Affairs is looking to hire a student to work in the evenings from 5:30-8pm Monday thru Thursday.  Work at the front desk after business hours to answer questions for evening faculty as well as evening students.  Must have good attention to detail, organized, and have excellent communications and customer service skills.   If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
General Part-time
Office Manager, Cambridge:  Seeking a mature individual with excellent people and phone skills needed for front desk in friendly, family focused clinic. Optimism and attention to detail essential. Duties include: scheduling, filing, billing, data entry, ordering supplies. Knowledge of medical terminology, coding and medisoft a plus. Part-time permanent position: 20 hours a week.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Front Desk Agent, Cambridge:   Looking for a part-time person to work: Monday - Thursday evenings 6 PM-10 PM; possible weekend shifts and holidays. Job responsibilities include checking guests in and out of the hotel, assisting guest with luggage, answering the telephone, taking reservations and other duties as required. Prefer someone with customer service experience.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Cleaners:  Growing all-natural cleaning company is looking to hire both full-time and part-time cleaners to clean residential and commercial properties. Part-Time Hours are available for weekday hours. We are not currently hiring for evening or weekend hours. 
Job Requirements:  1. You must have a basic fluency in English and be legally able to work in the United States. 2. You must be detail-oriented. 3. You must have a reliable vehicle. 4. You must be reliable and punctual.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.


Administrative Assistant, Framingham:  Busy financial planning firm in Framingham(soon to be on Rte 128 in Newton) seeks part time Administrative Assistant for general office duties. Great opportunity to gain experience in the financial services sector. Candidate must possess good organizational skills, be detail-oriented and flexible with work priorities. Position is 16 hours per week. Schedule is flexible. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Sales/Customer Service, Boston:  This is a temporary position in sales and customer service for our Summer Academy division. Your responsibilities will include 3+ hours of phone calls per day where you will contact over 100 families. In addition, you will be responsible for maintaining our lead management database and act as the primary contact for interested travelers and their families. Training is provided. Some admin work also required. Ideal for a student or recent grad with an interest in working in a fast paced, energetic environment. This position has the potential to become a full time, permanent position. Our business attire and working environment is casual. Qualifications: Available to work 3pm-7pm Monday through Thursday and 3pm-6pm on Friday starting February 1st to May 1st. Must be detail oriented, innovative, and proficient in Microsoft office and be able to commit to the shifts detailed above. Company: Explorica is an educational travel company with offices in downtown Boston, Toronto, and San Diego. We conduct worldwide educational tours for high school students and their teachers. Pay is $10/hr plus commission.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Administrative Assistant, Watertown:  Diane Neumann & Associates, a divorce mediation firm in Watertown, Massachusetts, seeks a part-time person with excellent computer skills for our small and fast-paced office. POSITION REQUIRES: • Proficiency in Excel, and Microsoft Office • Excellent computer skills • Webpage design and networking skills a plus.  The ideal candidate works well with deadlines, has initiative and can multi-task. This position does not require a legal background. Must have College degree or current student, work 20 hours per week (day time hours with some flexibility). Free parking and Public Transportation Accessible.  Diane Neumann & Associates 126 Main Street, Watertown, Mass. Pay is $12-$14 per hour. No calls If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Office Help, Newton Centre:  Insurance company is searching for motivated people to answer phones and do customer service. Some filing and paperwork also required. Please have prior office experience. We are located right on the green line.  Pay is $12hr. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Kennel Attendant, Framingham:  Do you love animals? Our year-old kennel is looking for a responsible, dedicated animal lover to care for some furry friends while their owners are on vacation. Our facility consists of 44 indoor-outdoor runs, a large fenced in play area, and a cozy kitty room. We board animals from dogs to cats, to bunnies, birds, and lizards. This is a great opportunity for any who wish to gain valuable animal experience. We are directly attached to an animal clinic, providing many different learning situations beyond kennel work. Part-time position available. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
House Cleaner, Boston:  Looking for an English speaking house cleaner. HOURS ARE 9AM - 1PM , 2 OR 3 DAYS PER WEEK.  Duties to include: Typical daily cleaning including kitchen and baths. ●Vacuuming and dusting as well as some ironing. ● No laundry duties. ● Special tasks like cleaning windows and blinds. ● I am very specific about my cleaning products and procedures and you must be able to follow my direction and lead. My family consists of myself, my husband and one 6 year old little boy. My house is loft style and all on one floor. I am a stay at home Mom and do a lot of the work myself and with you. The person I am looking for must work quietly and steadily. It is more important that the task be done properly rather than rushed through. I do some work from home and I would prefer your cell phone be silenced or turned off during your time at my house. Pay is $10-$12hr.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.  

Dispatcher Assistant, Brighton:  No experience necessary. We are a well established premier sales and marketing company that has a need for a part time employee 2-4 nights a week. The job would be assisting dispatchers with several tasks. Plenty of growth potential and we promote from within. Must be comfortable (but not expert) with computers and be very reliable. Perfect job for a college student. Start off Sunday and Monday night from 4:30-10:30. Professional attitude a must.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu. 


Server, Brookline:  Italian restaurant is looking for part-time server. Needs to be flexible, with experience. located on B.C line right on Coolidge Corner. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.


Sales Person, Cambridge:  Beadworks Cambridge is currently seeking to fill the following position: Retail Salesperson.  This is an hourly position that includes a competitive hourly wage and great benefits including an optional 401(k) retirement plan, flexible spending plan, and a terrific employee discount. The position requires working approximately 16-24 hours per week (2-3 days). Saturday, Sunday and Monday availability for 8 hour shifts is a must. This is not a seasonal position, so the ideal candidate will make a commitment to this job for at least a year. Applicants should have superior customer service skills, be organized, friendly, outgoing, and have a great sense of humor. Knowledge of beads and jewelry-making is helpful. Responsibilities include: assisting customers with bead, tool, and findings selection and purchase; answering questions about both products and jewelry-making techniques, by demonstrating basic jewelry-making techniques; and day-to-day store upkeep. Candidates may be eligible to design and teach classes, and instruct at bead parties and special events. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Major/Field Related
Graphic Designer, Quincy:  Looking for part-time Graphic Artist to work 1-3 days per month in our in-house art department. This would be for Advertising Production work for a monthly boating publication. Excellent working knowledge of InDesign, PhotoShop and Illustrator a must. Pleasant casual atmosphere at Marina Bay location. Access by train and shuttle available. Immediate need to fill for a vacation from February 19 - 23. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Production Associate, Cambridge:  The Strategic Projects Production Associate (PA) operates professional-level audio-visual production and post-production equipment, including digital video cameras, mics, mixers, lighting, video decks and recorders, servers, and networking infrastructure. The PA acquires processes and organizes digital audio-visual assets, performs non-linear video editing and undertakes other post-production activities as required, such as processing video effects, sound design and scoring, titling and motion graphics. Responsible for related project tasks such as media archiving, client management, equipment maintenance, production planning and contributes to team production and design concept development. ▪ Provide overall video/audio support for Strategic Projects team onsite and offsite production activities – including videotaping, lighting, directing, sound recording. ▪ Execute timely backups of content, maintain media database/library, manage duplication process as needed. ▪ Perform necessary compression of media for a variety of uses – touch screen, web, DVD, projection, podcasts. ▪ Research, acquire, and process necessary images, animations, or video excerpts. ▪ Perform rough editing and assembly of multimedia elements and components and be prepared to take on more advanced post-production tasks as required. ▪ Continually broaden post-production and multimedia skill set by gaining skills in related software – Final Cut Pro, Soundtrack Pro, Motion, After Effects, Flash, Director, Dreamweaver, Keynote, Powerpoint. ▪ Contribute ideas and concepts to the design and production of educational and engaging informal science and technology educational media and presentations. ▪ Be available to travel to conferences, meetings, and production sites in order to participate in production activities being undertaken by the Strategic Projects team. Qualifications summary: Bachelor’s degree ▪ 1-3 yrs experience operating digital video cameras ▪1-3 yrs experience working with digital video production software ▪1-3 yrs experience working on professional videotaping shoots and/or in professional production environment ▪Proficiency with professional DV cameras, decks, audio/mics, and lighting ▪Proficiency in Final Cut Pro ▪Proficiency with industry-standard production tools – Photoshop, Illustrator, After Effects, Cleaner (or similar), PowerPoint, Keynote ▪Cross-platform MAC and PC experience required ▪Ability to problem solve technical and hardware issues with limited assistance ▪Excellent organizational and communication skills ▪Excellent client relationship skills ▪Ability to work well with others under pressure. Reports to: Director, Strategic Projects.  Pay to based on experience. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Translation Voice Talent, Newton:  Our company is looking for voice talents for recording jobs. The talents should be native speakers of the languages listed below as well as able to speak and understand English. Austrian German, Castilian Spanish, Bulgarian, Hebrew, Russian, Continental Portuguese, European French, Finnish, Swedish, Norwegian, Russian. Prior narration experience preferred, but not necessary; a pleasant reading manner is. Also, the ability to read and write the native language is a must. The voice prompts will be compensated with $100.00. The recording time will take between ½ hour and not more than 2 hours.  Please do not respond if you are a native speaker of South American Spanish/Portuguese and/or Canadian/Belgian French. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Showroom Sales Person, Brookline:  Contemporary Furniture Showroom looking for a full-time or part-time sales person. Looking for an experienced designer with a sales background.  If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
Video Analysis, Cambridge:  IntelliVid, a dynamic leader in intelligent video analysis solutions for loss prevention is seeking an individual for the position of Video Annotation Specialist. This person will examine and annotate recorded surveillance video using proprietary software developed by IntelliVid. The annotations include information about the video content, such as the location of people and events of interest, and will be used to test the accuracy of automatic analysis systems. The ideal candidate is motivated, focused, and detail-oriented. Familiarity with computers is required. Experience with Linux and/or digital video is a plus. 20 hours/week. Hours flexible, pay is $15hr. Reports to: Vision Team Manager. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
CASTING CALL (AUDITION):  SYNOPSIS: High school coming of age movie. A story of a group of friends from kindergarten to Senior Year. The pitfalls, mistakes, blunders, embarrassments, great times, memories, stereotypes and never forgets (J. Patterson, dir & prod.). Non-Union Film, pay and meals included (No Professional Experience Needed). Seeking: Males & Females of all ages for several parts, i.e. High School students, Teachers, Parents and siblings. Auditions: January 30th – February 15th, Location & Time to be Announced.  Shoot Starts: April 2007. If you are interested in this job, contact Karen Huyghue at 617-232-5168 or khuyghue@aii.edu.
