2010-2011

ON CAMPUS Jobs

Key for Job Type:

 
FWS – Federal Work Study

 
SA     - Student  Assistant (non-work study positions)

Admissions

ALUMNI 

Office Aide
Help with general office work including filing, typing, photocopying and answering and directing telephone calls.  Some positions may include bookkeeping/accounting tasks, coordination of specific programs.

Positions:
1




Contact:    
Allison Craine



Type: FWS







King Hall




Status: Filled







312-2258

Telefund Caller


Call alumni and parents to: update records, ask for a gift, renew or upgrade current donors, gain new donors. Students will work at least 2 nights per week, except during vacations and finals. They will be an ambassador for Oswego by providing a positive, professional and friendly impression of the College.

Responsibilities: Attend training classes, become skilled in proper solicitation techniques, manage school workload and job hours, become familiar with SUNY Oswego facts, meet telefund performance standards.

Positions: 20





Contact
Dominick White

Type: SA







322 Sheldon Hall

Status: Open







312-3069

ANTHROPOLOGY/SOCIOLOGY

Office Aide
Serve as clerical assistant to the Department Secretary.  Duties include: operation of various duplicating machines, answering phones, reception, filing, mail sorting, some word processing, running errands and proctoring exams.  MacIntosh experience desired.

Qualifications:  Good human relations skills; reliability; ability to work with limited supervision.

Positions: 
3




Contact:   
Beth Messana

Type:

FWS

 




313 Mahar

Status:          Filled






312-4190

ART

Ceramic Studio Assistant

 Assist with mixing of clay and glazes; help fire kilns; assist with technical maintenance of equipment

Qualifications: ceramic background or I.A.

Positions: 
3




Contact: 
Frederick Bartolovic

Type:

FWS






235 Tyler Hall

Status:
Open






312-3237

Drawing Studio Aide

Assist with preparation of studio for classes

Positions:
1




Contact: 
Juan Perdiguero

Type:

FWS






223 Tyler Hall










312-3240

Photo Lab Aide 
Assist in the maintenance of the photo lab, including organization, mixing chemicals and general maintenance.  Will have access to photo lab during non work-study hours, if interested.

Qualifications: Reliable. Must have taken a photography course at Oswego and be familiar with the lab. 

Positions:
2




Contact: 
Julieve Jubin

Type:

FWS






220 Tyler Hall










312-3243

Computer Lab Aide
     Monitor the Tyler Art Computer Lab (MacIntosh and Dell)and light maintenance. Assist students with basic computer questions.


Qualifications: Reliable; familiarity and interest in graphic applications a plus.

Positions:
5




Contact: 
Julieve Jubin


Type:

FWS






216 Tyler Hall










312-3243

Slide Room Assistant

Assist Curator with filing and general daily upkeep of slide collection. Typing ability preferable; knowledge of Art History. Will train; no experience necessary

Positions: 
2




Contact: 
Kate Timm


Type:

FWS






217 Tyler Hall










312-2177

ART GALLERY (See TYLER ART GALLERY)

ARTSWEGO

Administrative Asst – Business and Accounting  


Responsible for maintaining ARTSwego financial information, entering data, processing invoices for payment and filing.  Must be able to reconcile financial statements. Knowledge of Quicken, MS Word and Adobe Acrobat are helpful. Other duties involve maintaining copies of press coverage for ARTSwego events. May also attend Arts Program Board meetings and take minutes; other duties as assigned.

Positions: 
1




Contact: 
Joyce Molinari

Type:

FWS






105 Mahar










312-4581

Administrative Assistant – Distribution Coordinator & Event House Manager


Duties include organizing the distribution of promotional materials, both on and off campus, the set up, peration and strike of light trees, the training and scheduling of others on light trees if unable to fulfill responsibilities for a particular performance, and coordinating of other ARTSwego work-study students who are assisting with/in an event, including hospitality.  Other duties as assigned.

Positions: 
1




Contact: 
Joyce Molinari

Type:

FWS






105 Mahar










312-4581




Administrative Assistant – Promotion


Responsible for assembling and organizing ARTSwego calendar information for print, email and online delivery.  Strong computer skills are an asset, particularly a familiarity with word processing programs. A willingness to work flexible hours would be a plus.  Work during ARTSwego events is mandatory, with responsibilities which include handling CD sales for artists, as well as arranging for performer hospitality.

Positions:
1




Contact: 
Joyce Molinari

Type:

FWS






105 Mahar










312-4581

Public Relations/Press Liaison  


Responsible for drafting press releases concerning ARTSwego events for the Office of Public Affairs and serving as a liaison with campus media – WTOP, WNUYO and Oswegonian.  In addition student would have the opportunity to write reviews and feature stories of Oswegonian and The Palladium Times. Good opportunity for journalism or communications major interested in using their writing skills.

Positions: 
1




Contact: 
Joyce Molinari

Type:

FWS






105 Mahar










312-4581

Social Networking Facilitator  


Responsible for weekly email calendars as well as maintaining ARTSwego’s YouTube, Facebook, iTunes University and Twitter sites, as well as the ARTSwego website. May do video interviews with performers at ARTSwego events for use in virtual marketing.  Other duties as assigned.

Positions: 
1




Contact: 
Joyce Molinari

Type:

FWS






105 Mahar










312-4581

ATHLETICS (Intercollegiate)

Office Aide
Assist with clerical tasks: filing, typing, photocopying, mail sorting. (Men’s Hockey, Swim & Dive, Men’s and Women’s Basketball, Men’s Lacrosse). Successful candidates must possess computer knowledge and experience with MS Office.

Positions:
8




Contact: 
Pam Buske

Type:

FWS/SA





203 Laker Hall










312-3056





Lifeguard


Assist in the Laker Hall pool during swim team practices. Times needed are Monday-Friday: 1:00-3:30 and 4:00-6:30.

Positions: 
6





Contact:
Michael Holman

Type:

FWS/SA






217 Laker Hall

Status:
Filled







312-3366





Sports Information Aide 
Work closely with Sports Information Director (SID) writing public relations releases, composing articles for newsletters, statistics work during intercollegiate sporting events and creating promotional materials.  Aide will also be responsible for other game-night duties as assigned by the SID, including reporting information to local and national media and updating web sites.  Strong computer skills and attention to detail desired.

Positions:
10





Contact: 
Adele Burk

Type:

FWS/SA






210A Laker Hall











312-2488
Sports Information Research Support


Looking for two organized, self-motivated individuals who have an interest in athletics to help the Oswego State Sports Information Office complete historical research projects during 2010-2011 academic year.  Applicants will work on weekdays and during regular office hours between 9 a.m. and 4 p.m. as set by the Sports Information Director and applicant.  Work is not limited to research projects, but will be the primary focus of the positions.  Applicants will learn how to use Adobe InDesign, Photoshop and a web content management system. 

Positions:
2





Contact:
Adele Burk

Type:

FWS







210 A Laker Hall











312-2488

Sports Photographer


Looking for an individual with a passion for photography, especially action photography, to take photos at home Oswego State athletic events during 2010-2011 academic year.  Applicant must be willing to work nights and weekends, extremely reliable and able to take directions.  Experience with digital cameras is preferred, but training is also available,  Equipment is provided by supervisor. 

Positions:
1





Contact:
Adele Burk

Type:

FWS







210 A Laker Hall











312-2488 

Equipment Room/Laundry Attendant
Assist the Equipment Manager with issue, inventory, laundry and repair of sports apparel and equipment. Some computer data entry may be required. Weekend hours may be available.

Positions:
4





Contact: 
Rhonda Taylor

Type:

FWS







6 Laker Hall











312-2411

Varsity Weight Room Attendant
Supervise checking in of student-athletes using the weight training and conditioning room via a computerized system.  Daily care and maintenance of equipment, monitoring of room sound and TV systems, replace weight equipment as needed, and provide assistance to student athletes as needed.

Positions:
12




Contact: 
Frank Paino

Type:

FWS






17E Laker Hall










312-2405


Ice Hockey Arena Ushers

     Ushers will work in the Campus Center Ice Arena during men’s and women’s hockey games.  Employees must represent the Oswego State Intercollegiate Athletic Department in a professional manner, ensure all spectators who enter the arena have a legitimate ticket or credential, ensure spectators are in the correct seats per their ticket, ensure that spectators observe safety regulations and assist in clean up of arena at the conclusion of the game.  Preference will be given to students who can work the winter break.

Positions:
25




Contact:
Cora Brumley

Type:

SA






206 Laker Hall










312-3303

BASAC (BUSINESS ADVISEMENT CENTER)

BASAC Aide


Assist with clerical duties in the Advisement Center. Duties include answering the telephone, filing, assisting students as needed and small projects as assigned.

Positions:
4




Contact:
Lisa McGhee-Laracuente

Type:

FWS






230N Rich Hall

Status:
Filled






312-5743

BIOLOGICAL SCIENCES

Lab Assistant 
General lab duties, such as weigh chemicals, prepare media, computer work, etc. Should be a science major.

Positions:
1




Contact: 
Dr. Jenifer Cruickshank

Type:

FWS






326 A Snygg Hall










312-2808 

   


Lab & Clerical Assistant
Laboratory and clerical assistant to conduct varied work duties including laboratory work, animal care duties, computer data entry duties and record and filing duties.  No experience necessary – will train, as needed.  Majors and non-majors welcomed.  Must be willing and able to learn how to clean animal cages, file, sort, clean, and do various laboratory and clerical duties, with instruction.  Work is varied and sometimes dynamic, requiring thoughtful personal input and refinement

Positions:
1




Contact:  
Dr. Peter Rosenbaum

Type:

FWS






231 Snygg Hall










312-2775

Lab Assistant 
General lab duties, such as weigh chemicals, prepare media, washing glassware, computer work, etc. 

Positions:
1




Contact:  
Dr. Tim Braun

Type:

FWS






312A Piez Hall










312-2797  




Lab Assistant

     Assist in aquatic limnology: duties include maintaining aquaria, establish and maintain plankton cultures; assist with lab preparation; care of preserved invertebrate museum specimens and glassware (lots of glassware) Experience with general biology and inorganic chemistry would be very helpful.

Positions:
1




Contact: 
Dr Richard Back

Type:

FWS






137A Piez Hall










312-2623




Clerical Assistant


Assist in production of classroom materials, enter student data for advisement coordination and water plants.

Positions: 
1




Contact:
Dr. Kamal Mohamed

Type:

FWS






220 Piez Hall











312-2785




Clerical Aide


Assist in the Department office with general office tasks: including mail, copying classroom materials, evaluations, answering phones, etc.

Positions:
1




Contact:
April Tuttle

Type:

FWS






133 Piez Hall

Status:
Filled






312-3031
Lab Assistant 
General lab duties, such as weigh chemicals, prepare media, prepare materials for lab, washing glassware, computer work, etc. Science majors preferred.

Positions: 
1




Contact:
Kirsten Stanton

Type:

FWS






B-18A Piez Hall










312-2768

BUSINESS (SCHOOL OF)

Office Aide
Assist with clerical tasks: photocopying, including filling of two copiers and multiple printers; maintaining a stocked workroom and supply room. May be asked to answer phones and take messages and occasionally run errands.

Positions:
3




Contact: 
Tanna Olin

Type:

FWS






238 Rich Hall

Status:
Filled






312-2272

Faculty Assistant
Collect data, perform data entry and miscellaneous departmental tasks to assist faculty member.

Positions:
5




Contact: 
Tanna Olin

Type:

FWS






238 Rich Hall










312-2272

CAMPUS LIFE (Campus Center)

MAIN OFFICE
Customer Service Representative (CSR)
Greets visitors to the Department of Campus Life and provides information regarding the Campus Center as well as general information about Oswego State. CSRs answer the department telephone and forward calls and messages to Campus Life staff, as well as providing support as needed for departmental programs and projects.

Qualifications: Ability to work well with public

Positions:
10




Contact: 
JoAnne Howard

Type:

FWS/SA





135E  Campus Center










312-2301
Mailroom Attendant

     Opens and closes the Campus Center Mailroom and maintains a presence during hours of operation.  Receives and logs in packages delivered to the Campus Center by delivery services (UPS, FedEx, etc), sorts building mail when received.

Positions:

2



Contact:
JoAnne Howard

Type:


FWS





135E  Campus Center










312-2301

EVENTS MANAGEMENT
Building Manager


Represents Campus Life and manages Campus Center, Hewitt Union and Sheldon Hall during evenings and weekends.  Building Managers maintain and develop a thorough knowledge of the operations of Campus Life and three buildings as per College policy.

Positions:
TBA




Contact:
Campus Life Dept

Type:

SA






121 Campus Center










312-2301

Housecrew


Complete set-up, transition and teardown tasks for events, meetings, and other activities scheduled in the Campus Center by appropriately transporting, unloading, setting up, arranging, tearing down tables, chairs, staging, and other event support equipment.

Positions: 
20




Contact:
Campus Life Dept

Type:

FWS






121 Campus Center










312-2301 
THE POINT

Student Receptionists


Greet visitors to The Point, answer the phone and assist with general clerical support.

Positions:
TBA




Contact:
The Point

Type:

SA






131 Campus Center

 Status:         Filled






 312-5420

CAMPUS CENTER BOX OFFICE

Positions:





Contact:

Type:

SA






109 Campus Center

CAMPUS CENTER TICKET WINDOW

Positions:





Contact:

Type:

SA






109 Campus Center

CAMPUS CENTER CHECK CASHING

Positions:





Contact:

Type:

SA






109 Campus Center

CAMPUS RECREATION

Most of the hiring for this department occurs in April for the following year. A limited number of positions may be available this fall and next spring. If you are interested in a position, please call 312-3114 or attend the recruitment seminar in April.

Office Assistants 

   
Duties include: general office duties in answering phones, typing documents, checking student I.D.s and completing reports and check sheets; supervising the front desk and gym, assisting with any inquiries, issuing sports equipment, intramural sports and program registration, and providing assistance to participants and student groups using Lee Hall.

Positions:
4




Contact: 
Patricia Cole

Type:

FWS/SA





101 Lee Hall










312-3114 




Building Manager (EVENING/WEEKEND)
Responsibilities include, but are not limited to: front desk and gym supervision, regular facility checks (pool, dance studios, gym, racquetball/squash courts); checking participant I.D.s; ensuring all conduct and behavior within building meets specified guidelines; completing facility log, including number of users and any problems or concerns; assist with injuries; ensuring all areas are being used by scheduled groups; answer front desk phone; answer questions relative to programs and facilities; intramural sports and program registration; and provide assistance to participants and student groups using Lee Hall and Swetman gym.

Positions:
5




Contact: 
Sandy Keenan

Type:

FWS/SA





101 Lee Hall










312-3114



Intramural Assistant 


Responsible for checking ID cards of all intramural participants, inspecting all recreational facilities for safety hazards, distribution and control of playing equipment and ensuring that all policies and procedures for facility utilization are being followed. Keep score and referee games on an as needed basis.  Attend all intramural sports training.


Qualifications: work study

Positions:
5




Contact: 
Scott Harrison

Type:

FWS/SA





107 Lee Hall










312-5609




Sports Official

Responsible for officiating at various sport contests, attending training sessions, and enforcing program and sport rules and regulations.  The number of positions available is dependent on time of year and individual sport event.

Qualifications: prior knowledge or playing experience of specific sports helpful.

Positions:
6




Contact: 
Scott Harrison

Type:

FWS/SA





107 Lee Hall










312-5609   



Intramural Supervisor
Responsible for overseeing intramural activities, making sure they are conducted according to the rules, regulations and philosophy of Intramurals and Recreational Sports. Ensure safety and welfare of all participants and contest officials; bring all playing equipment to activity site; inspect all playing equipment and facilities; receive feedback from participants and officials regarding the program. Report all necessary information, verbally and in writing to the Director.

Positions:
1




Contact: 
Scott Harrison

Type:

FWS/SA





107 Lee Hall










312-5609 




Lifeguard
    
Responsible for ensuring safety of facility patrons by preventing and responding to emergencies. Be able to supervise swimmers, minimize dangers, educate facility users about safety, enforce rules and regulations, give assistance and prepare records and reports as necessary.

Qualifications: American Red Cross Lifeguard Training, Community First Aid and Safety, American Red Cross CPR for the Professional Rescuer.

Swim test requirements and additional responsibilities available upon request.

Positions:
3




Contact: 
Sandy Keenan

Type:

FWS/SA





101 Lee Hall










312-3114



Water Safety Instructor


Responsible for ensuring safety of facility patrons by preventing and responding to emergencies.  Be able to supervise swimmers, minimize dangers, educate facility users about safety, enforce rules and regulations, give assistance and prepare records and reports as necessary. Instruct Swim lessons for youth and adults, complete lesson plans and all American Red Cross paperwork on the classes.


Qualifications: American Red Cross Lifeguard Training, American Red Cross First Aid and Safety, American Red Cross CPR for the Professional Rescuer, American Red Cross WSI Certification.


Swim test requirements and additional responsibilities available upon request.

Positions:
2




Contact:  
Sandy Keenan

Type:

FWS/SA





101 Lee Hall










312-3114
Marketing and Public Relations Assistant 


Assist with the marketing and promotion of the Campus Recreation Department. Responsible for weekly news articles to be published in the Oswegonian.  Responsible for sending out emails about upcoming events using the list-serv  and Facebook.  Assist with designing and updating all Intramural bulletin boards on campus.  Responsible for taking photos of all events.  Responsible for attending and participating in all open houses, orientation and information fairs.  Keep accurate files and all original copies of promotional flyers.

Qualifications: Public Relations, Graphic Design, marketing and/or major and knowledge of computer desk top publishing and power point desirable.

Positions:
1




Contact:
 Patricia Cole
Type:

FWS/SA





101 Lee Hall










312-3114


Administrative Assistant 


Responsible for office filing of reports.   Complete paperwork and reports as needed.  Assist with research projects as assigned.  Work closely with the student Public Relations staff to cover break hours, staff sign-up sheets, and notify all student employees.  Log and bring lost and found to University Police once a week.  Assist with the Spring Recruitment Seminar. Some weekend and evening hours as needed.

Positions:
1




Contact: 
Scott Harrison
Type:

FWS/SA





107 Lee Hall










312-5609




Reservation Assistant


Responsible for scheduling reservations using our reservation software.  Send email to communicate and confirm group reservations.  Work with Campus Life in planning events.  Meet with club representatives.  Convey policies and procedures for special events according to Campus Recreation.  Update front desk reservations binder and weekend events list.  Create invoices when appropriate.  Assist with other responsibilities as assigned. 

Positions:
1




Contact: 
Sandy Keenan

Type:

FWS/SA





101 Lee Hall










312-3114


Finance Assistant (Payroll)

     Responsible for conducting all financial matters in accordance with the regulations stipulated by Oswego State Student  Association contract.  Resonsible for the reviewing of employee timesheets and the tabulation of the three payrolls.   Assist in the completion of all invoices for Facility Reservation and follow up on payment.  Responsible to complete all payroll paperwork and submit to appropriate offices.  Answer students’ questions regarding payroll, direct deposit and pay schedules.  Assist with monthly expenditure, account balance and quarterly reports.  Assist with all deposits to Auxiliary Services and Campus Life.  Complete voucher payments for sports equipment as needed.  Assist with the preparation of the budget and presentation of the budge to the Senate Finance Committee.  Complete voucher payments for sports officials as needed.

Positions:
1





Contact:  
Sandy Keenan

Type:

FWS/SA





 
101 Lee Hall











312-3114



More detailed information is available at the following location: http://www.oswego.edu/campuslife/intramurals/employment.htm
CAMPUS TECHNOLOGY SERVICES

Computer Lab Assistant 


The computer lab assistant works in the open access labs and provides technical support to users as needed and monitors the lab to ensure proper use of equipment.  Responsibilities also include assisting users in using the hardware and software available to them, assists with printing, logging onto the system, and loading the application programs.  In addition, assistants are required to read their electronic mail that pertains to CTS, a minimum of once every 24 hours.  Assistants must comply with all CTS policies and procedures.  This position requires excellent customer service skills and the ability to provide one-on-one assistance. If interested, please stop by the Technology Support Center, 26 Lanigan Hall to complete an application.

Positions:
15




Contact: 
Kris Smith

Type:

FWS/SA





26 Lanigan










312-3055

Technology Support Center


Specific responsibilities include answering customer questions; network set-up and troubleshooting, reporting software and hardware problems, enforcing policies and assisting the CTS support staff with projects.  Support is provided via phone, email, walk-ins and office visits.  In addition, assistants are required to read their electronic mail that pertains to CTS a minimum of once every 24 hours.  In support of these responsibilities, assistants will learn and implement all procedures at the sites, and will develop and maintain both a specified level of expertise in applications and proactive ownership of customer support issues.

Positions:
12




Contact: 
Eric Smith

Type:

FWS/SA





26 Lanigan










312-3456

Instructional Support Aide


Knowledgeable in the use of instructional media equipment such as LCD projectors, VCR/DVD players, and document cameras.  Familiarity with A/V cables and connectors and the operation of classroom media control systems helpful.  Student should have basic computer skills including word processing and spreadsheets as well as the ability to enter and retrieve data and compile reports.  Motivated, dependable and detail-oriented individual with good oral, written and customer service communication skills is needed.     

Positions:
6




Contact: 
Bob Hageny

Type:

FWS/SA





29B Lanigan










312-6519




Telecommunications Office Aide 


Specific responsibilities include mail sorting/distribution and Call Center support.  Other duties include sorting, filing, shredding of confidential information. This position requires good customer service skills.

Positions:
3




Contact:  
Nikki Washburn

Type:

FWS/SA





102 Culkin Hall

Status:
Filled






312-6459

CAREER SERVICES – See COMPASS CENTER

CENTER FOR EXCELLENCE IN LEARNING and TEACHING (CELT)

Office Aide


Assist with general office duties; i.e., filing, photocopying, collating and stapling of materials, etc.  Typing skills useful, but not required.

Positions:
4




Contact: 
John Kane

Type:

FWS






121 Penfield



312-2875

CENTER FOR COMMUNITY SERVICE AND SERVICE LEARNING – See COMPASS CENTER
CENTER FOR URBAN SCHOOLS

Clerk and Technology Assistant
Assist with creation of forms, flyers, posters, and other computer generated documents to support urban education programs.  If possible, troubleshoot problems with miscellaneous office equipment (copies, computers, printers, fax machines, etc.) Experience in or interest in urban communities and with PC a plus

Positions:    5
Contact: 
Dr. Patricia Russo

Type:FWS


252C Wilber Hall




312-2632 


Clerical Aide/Reception


Photocopy, collate, file paperwork, greet visitors and provide information about a number of urban education field placement options; maintain order in the Center for Urban Schools, and assist with the development of poster board presentations and assist with urban education programs, where appropriate.  Experience in or interest in urban community support is a plus.

Positions:
5




Contact: 
Dr.  Patricia Russo

Type:

FWS






252C Wilber Hall










312-2632
CHEMISTRY

Chemistry Stockroom Assistant

Duties include running the stockroom window; keeping written records of equipment and chemicals borrowed; preparing and distribution reagents, solutions, and equipment for instructional labs and faculty demos; inventory of Chemistry Dept stock; perform lab maintenance, general cleanliness and upkeep; assist faculty and staff with other tasks as needed.

Qualifications: Science major; ability to identify common lab glassware and equipment; familiarity with common lab chemicals, naming concentrations and symbols; strong computer and math skills; ability to communicate well with faculty, staff and students.

Positions:
6




Contact: 
Kristin Gublo

Type:

FWS/SA





323B  Snygg Hall










312-2742




Equipment Assistant
Help maintain department equipment, equipment inventory and instrument rooms.  Duties include testing, cleaning, and recalibration of balances, meters, etc.

Qualifications: interest in technical equipment

Positions:
1




Contact: 
Fred Scoles

Type:

FWS






325A Snygg Hall










312-2340




Equipment Repair Technician
Assist Instrument Specialist with specialized duties such as troubleshooting and repair of chemistry equipment and instruments and computer inventory.

Qualifications: some knowledge and interest in electronics and related areas required.

Positions:
1




Contact: 
Fred Scoles

Type:

FWS






325A Snygg Hall










312-2340

CIVIC ENGAGEMENT

Program Aide

Positions: 
1




Contact: Nola Heidlebaugh

Type:

FWS





    145 L Campus Center










312-3677

COMMUNICATIONS AND MEDIA ARTS (SCHOOL OF)
Database Aide


Assist with creation of recruitment and admissions information, including open house programs.

Positions: 
2





Contact:
Fritz Messere

Type:

FWS







501C Culkin Hall











312-2285

Research Aide

Positions:
1





Contact: 
Fritz Messere

Type:

FWS







501 C Culkin Hall











312-2285

Special Projects Aide


Assist with departmental special projects. Background in Graphic Design or Arts helpful.

Positions:
1





Contact:
Fritz Messere

Type:

FWS







501 C Culkin Hall











312-2285

COMMUNICATIONS STUDIES

Office Aide 
Student needed to assist with clerical tasks; including operation of office machines, sorting of mail, answering telephones, minimal typing.

Positions:
6





Contact:  
Shelly Reifke


Type:

FWS







17 Lanigan Hall











312-2357



Peer Advisor
Assist with the step-by-step advisement of students ensuring efficient class scheduling for the following terms.  Advise graduating students on completion of basic requirements including completion of senior check form; answer telephones, filing and sorting of mail; answer general question.

Positions:
1





Contact:  
Shelly Reifke

Type:

FWS







17 Lanigan Hall











312-2357



Radio Lab Supervisor 
Schedule studio supervisors and lab assistants; manage all student involvement with the lab; enforce studio policies; maintain office hours; available as a resource for professors for information about the lab. 

Position Requirement: 2 semesters as Studio Supervisor, BRC 108, BRC 220, COM 210

Positions:
1





Contact: 
Bill Canning

Type:

FWS/SA






37 A Lanigan











312-3501

Radio Lab Clerk


Answer phones



Positions:
3





Contact:
Bill Canning


Type:

FWS/SA






37 A Lanigan











312-3501



Lab Assistant

Lab assistants supervise and operate the Communications Studies Dept. non-linear editing facility in Lanigan Hall. Responsibilities include providing assistance to students using the edit systems, assisting students with software packages and supervising the sign-out and return of ENG equipment.


Qualifications: An aptitude for video production. Knowledge of Final Cut Pro, Photoshop, Compressor, DVD Pro, GarageBand and Motion requested, but not required. Will train.

Positions:
5




Contact: 
Bill Canning

Type:

FWS






37 A Lanigan










312-3501




Video Engineer

Learn and operate video production equipment for the preparation of Communications Studies Broadcasting labs.  Confirm balance and timing of video signals, operation of the lighting system and camera set-up.


Qualifications: An aptitude for video production helpful. Will train.

Positions:
2




Contact:  
Bill Canning

Type:

FWS






37 A Lanigan










312-3501

COMPASS CENTER

(Includes Career Services, Community and Service Learning, Experience-Based Education, First Year Programs, Internships, Orientation, Student Advisement, Transfer Advisement)

CAREER SERVICES

Receptionist
Undergraduate will provide assistance in the areas of data entry, bulk mailing, file maintenance and general clerical duties.  Should have a working knowledge of Mac(OS X) and Microsoft operating systems.  Applicants must have excellent time management and interpersonal skills, and be detail oriented.  Previous experience working in a professional office is preferred

Positions:
12




Contact: 
Chris Doyle

Type:

FWS






142 Campus Center






 



312-2255  

CENTER FOR SERVICE LEARNING AND COMMUNITY SERVICE
Special Olympics Coordinator 

Positions:
1




Contact:
Alyssa Amyotte

Type:

FWS/SA





145Q Campus Center

Status:
Filled






312-5360

Website/Tech Aide

Positions:
1




Contact: 
Alyssa Amyotte
Type:

FWS/SA





145 Q Campus Center










312-5360
Mentor Oswego Coordinator

Positions:
1




Contact:
Alyssa Amyotte

Type:

FWS/SA





145 Q Campus Center

Status:
Filled






312-5360

Adopt-a-Grandparent Coordinator

Positions:
1




Contact:
Alyssa Amyotte

Type:

FWS/SA





145 Q Campus Center

Status:
Filled






312-5360

EXPERIENCE-BASED EDUCATION

Office Aide 
Assist with secretarial office duties: copying, filing, mailings, and making of lists. Should be able to work independently with little supervision.

Positions:
1



Contact: 
Diane Carroll/Debbie Diment 

Type:

FWS





145 Campus Center









312-2151

STUDENT ADVISEMENT CENTER

Administrative Office Assistant 
Responsibilities include answering phones, filing, scheduling appointments, typing, operating office machines, helping students to define problems and referring them to the most appropriate office of staff member. Ability to maintain confidentiality a must.

Positions:
4




Contact: 
Cindy Jackson

Type:

FWS






145 Campus Center










312-2240

TRANSFER ADVISEMENT OFFICE

     Assist with general office duties. Transfer student preferred.

Positions:
1




Contact: 
Christopher Hockey

Type:

FWS






145 V Campus Center










312-3638

COUNSELING AND PSYCHOLOGICAL SERVICES

Office Aide
Assist Department Secretary with duties such as: operation of various duplicating machines, answering phones, reception, filing, mail sorting, some word processing, errands and conference/workshop organization.

Qualifications: Dependability, good communication/interaction skills, computer/word processing skills helpful, but not required.

Positions:
2



Contact: 
Melissa Klefbeck 

Type:

FWS





321 Mahar Hall









312-4051 

CURRICULUM AND INSTRUCTION

Office Aide
Assist in main office and/or work with individual faculty with duplicating class handouts, collating same, running errands, and filing.  Computer and/or typing skills helpful, but not required.

Positions:
1




Contact: 
Jan Ormsby

Type:

FWS






114 Wilber Hall










312-4061


 

Advisement Center Aide


Assist with clerical duties in the Advisement Center for Adolescence, Childhood and TESOL education majors.  Duties may include filing, making copies, answering the telephone, assisting students as needed, errands and small projects as assigned.

Positions:
2




Contact:
Sandra Kyle

Type:

FWS






102C  Wilber Hall










312-5641




Research/Teacher’s Aide


Participate in the design, execution, analysis and evaluationof research projects and assist in organizing and preparing materials for classroom instruction.

Positions:
1




Contact:Marcia Burrell/Stancy Smith

Type:

FWS





   102 Wilber Hall









   312-3584




Teacher’s Aide 


Assist with preparation of materials for  LIT 396 classroom. Senior Methods/Grad students preferred.

Positions:
1




Contact:  
Sharon Kane


Type:

FWS






358 Wilber Hall










312-2660

 

Classroom Aide


Assist with various classroom preparations PC computer knowledge helpful Undeclared majors welcomed

Positions:
1




Contact: 
Bonita Hampton

Type:

FWS






108 Wilber










312-2933




Classroom and Research Aide


Assist with various classroom preparations (filing, copying, library errands) Web page construction especially helpful.

Positions:
1




Contact: 
Tania Ramalho

Type:

FWS






116 Wilber Hall










312-2631 




Teacher’s Aide


Assist with various duties related to class preparation.

Positions:
1




Contact: 
Mary Harrell

Type:

FWS






107 Wilber










312-2664    




Teacher’s Aide


Assist with scanning materials for elementary students who have disabilities and perhaps copying videos of teaching tapes to digital format for the MSED sp ed program.

Positions:
1




Contact: 
Dr. Roberta Schnorr

Type:

FWS






250 A Wilber Hall










312-3107    



Teacher’s Aide


Assist with various classroom preparations including lab set up.  Act as a resource for students in CED 340, Science Methods course.  Assist with field trip to Rice Creek.  Monitor small group work during class.  Be available to help students with design and development of mini unit.

Qualifications: Must have completed CED 340 and be enrolled in or completed CED 394, childhood Science concentrate preferred.

Positions:
1





Contact: 
Stephen Bero

Type:

FWS







117 Wilber Hall











343-2795    



Teacher’s Aide


Assist with various duties related to class preparation.

Positions:
1





Contact: 
Jean Hallagan

Type:

FWS







104 Wilber Hall











312-2444    



Teacher’s Aide


Assist with various duties related to class preparation.

Positions:
1





Contact: 
Carolyn McKeever 

Type:

FWS







250 C Wilber Hall











312-2644
DISABILITY SERVICES

Office Aide

Assist with general office duties: filing, photocopying, running errands, answering phones.

Positions: 
3





Contact: Starr Knapp

Type:

FWS/SA





155C Campus Center

Status:
Filled






312-3358










   



EARTH SCIENCE

Office Aide
Assist in clerical work: typing, filing, etc., completely handle all library book orders and department library file.

Qualifications: Earth Science background

Positions:
3





Contact: 
Joyce Jaskula

Type:

FWS







202 Hewitt Union











312-3065



Astronomy Tutor
Positions:
TBD





Contact: 
Scott Roby

Type:

SA







201 Hewitt Union











312-2790


 

Earth Science & Geology Laboratory Assistant
Set up and prepare materials for labs; assist instructor in lab and keep equipment and supplies in order; identify and keep rock and mineral sets adequately stocked for class.

Positions:
1



Contact: Dr. David Valentino/Dr. Alfred Stamm

Type:

FWS/SA




 204B Hewitt Union









312-2798/3065

Earth Science Technical Assistant
Duties include: curatorial assistance with rock, mineral and fossil specimens; map curation, map mounting along with some clerical tasks. Earth science training helpful, but not necessary.

Positions:
1



Contact: David Valentino/Dr. Alfred Stamm

Type:

FWS/SA




204 B Hewitt Union









312-2798/3065

Geology Aide


Help organize, catalog and arrange equipment and materials for geology program.  Some knowledge of maps, rocks and minerals helpful.  Some data entry in Excel

Positions:
1



Contact: 
Dr. David Valentino

Type:

FWS/SA




204 B Hewitt Union









312-2798




Geology Program Web Aide


Help the program update their web pages. Must be familiar with web publishing software, digital photography and graphic design.

Positions:
1



Contact:  
Dr. David Valentino

Type:

FWS/SA




204 B Hewitt Union









312-2798

Map Curator & Classroom Graphics
Repair and classroom distribution of plastic raised relief maps, cloth backed maps and the cataloguing of aerial photo sets and 35mm slide sets. Needs initiative to carry out repairs and in working with Learning Resource personnel in installation of backing materials for paper maps, using dry mount process. Experience in photocopying class materials helpful.

Positions:
1



Contact: Dr. David Valentino/Dr. Alfred Stamm

Type:

FWS/SA




204 B Hewitt Union









312-2798/3065

Meteorological Assistant
Assist with maintenance of weather map room including facsimile displays, computer input/output and observing instruments.

Qualifications: Meteorology major or interest in meteorology

Positions:
2



Contact:Scott Steiger/Dr. Robert Ballentine

Type:

FWS/SA



 
206 Hewitt Union









312-2802/3065

 

Meteorological Instrument Lab Assistant
Help maintain meteorological observing and field instruments; assist instructor with set up for lab course

Positions:
1



Contact: 
Dr. Alfred Stamm

Type:

FWS/SA




205 Hewitt Union









312-3065




Mineralogy-Petrology Assistant

Curator for above collections; preparation for labs, clean labs and stockroom equipment, glassware. Make rock-thin sections, sieve samples for optical mineralogy, prepare hand-specimens for introductory mineralogy and inventorying.

Positions:
1



Contact: Dr.David Valentino/Paul Tomascak

Type:

FWS/SA




204 B Hewitt Union









312-2798/3065

Paleontology (Fossil) Collection- Aide to Curator
Attend to identification, labeling and cataloging of fossils.  Includes preparations of specimens acquired by SUCO consultation of professional works in their identification; curatorial ability in properly labeling materials for inclusion in SUCO Paleontology collection.

Qualifications: Geology major with Paleontology; Zoology major with Invertebrate zoology; some museum skills and/or familiarity with invertebrate marine organisms.

Positions:
1





Contact: Dr. Diana Boyer

Type:

FWS/SA




208 Hewitt Union









312-2787 
Synoptic Lab Assistant (Meteorology)
Assist in Synoptic Meteorology; assist in preparation of Meteorology Lab exercises; assist in running daily forecast contest; assist in operation and maintenance of observing instruments

Qualifications: Senior in meteorology with outstanding records in meteorology and cognate fields; junior or senior who has completed synoptic Meteorology

Positions:
2





Contact: Dr. Robert Ballentine

Type:

FWS/SA




206 Hewitt Union









312-3065

ECONOMICS

Computer Aide


Assist faculty member with maintenance of Resources of Economists server

Positions:
1




Contact: 
Bill Goffe

Type:

FWS/SA





416 Mahar










312-2175




Tutor

Positions:
3




Contact:  
Patti Tifft

Type:

SA






431 Mahar










312-2175

EDUCATION (SCHOOL OF)              
Office Aide

Assist with clerical tasks: photocopying, duplicating risograph, collating, answering phones, filing, work with bulk mailings, some typing. Computer knowledge. 

Positions:
2




Contact:        Deb Trionfero

Type:

FWS






356 Wilber Hall










Positions Available: 2










312-2102



Course Aide


Assist in grading some assignments; will be available (online or in person) to help students organize tasks, workloads and responsibilities. Individual will monitor small group work to assure that students are contributing equitably to group assignment.

Qualifications: Must have completed CED 394 or ADO 394 with a GPA of 3.0 or better; must understand the Teacher Work Sample; have good command of formal, written English.

Positions:
1




Contact: 
Barbara Garii 

Type:

FWS






250 I Wilber Hall










312-2475

EXTENDED LEARNING (OFFICE OF)

Office Aide
Assist Director and/or other staff with clerical tasks, serving as receptionist, assisting with mailings, collating and duplicating materials, assisting with development and implementation of community workshops and information sessions, delivery of documents and other items to on-campus offices.

Positions:
4




Contact: 
Angela Galvin

Type:

FWS/SA





151 Campus Center










312-2271    



Office Aide: Phoenix Extension Site
Student needed to assist with clerical tasks; including operation of office machines, sorting of mail, answering telephones, minimal typing

Positions:
1




Contact:  
Barbara Metcalf

Type:

FWS






Phoenix Ext Site










70 Co Rt 59, Phoenix










934-4900

FIELD PLACEMENT OFFICE

Office Aide


Duties include, but not limited to, photocopying, filing, faxing, assisting with mass mailings, answering telephones and taking messages.  Good communication skills a must.

Positions:
3




Contact:
Lori Reitmeier

Type:

FWS






208 Park Hall










312-3098

FINANCE/ACCOUNTS PAYABLE                                         
Payroll Projection Aide
Student will be responsible for assisting in the maintenance of a Microsoft Access database that keeps track of paid payrolls and projects remaining expenditures for the fiscal year.  Student must be responsible and reliable.  Good mathematical and critical thinking skills are required.  Experience with Microsoft Access and Excel preferred, but not required.  Will train, if necessary. 

Positions:
1





Contact: 
Vicki Furlong

Type:

FWS







401B Culkin Hall











312-3643



Office Aide 
Assist with general office work:  filing, copying, and coding vouchers, posting, reconciling and billing accounts.  Computer knowledge helpful.

Positions:
3





Contact:  
Tina Radley

Type:

FWS







401B Culkin Hall











312-2223



Travel Office Aide

Assist with general office work:  filing, copying, and coding vouchers, posting, reconciling and billing accounts.  Computer knowledge helpful.

Positions:
1





Contact: 
Tina Radley

Type:

FWS







401B Culkin Hall











312-2223

Accounts Payable Aide

Positions:
2





Contact: Tammy Young

Type:

FWS






    401 Culkin Hall









               312-3645

FINANCIAL AID

Office Assistant
Assist with general office work, including  filing, sorting of mail, researching data for reports and assisting staff with numerous daily tasks. Will use computer to input and retrieve information.  No experience required.  Flexible hours.  

Positions:
2





Contact: 
Kathe Beckwith
Type:

FWS






 
206 Culkin Hall











312-2248
Web Development  Assistant

Assist with the maintaining, upgrading and enhancing of the financial aid office web site.  Web experience required.

Positions:1







Contact: Kathe Beckwith
Type:
FWS







206 Culkin Hall










312-2248

GLOBAL AND INTERNATIONAL STUDIES

Research Assistant
Student needed to do research and office work for Global and International Studies major.

Qualifications: Good research ability and interest in international problems helpful.  Knowledge of websites useful.

Positions:
1




Contact:
Walter Opello

Type:

SA






235 Campus Center










312-

GRADUATE  STUDIES OFFICE

Office Aide  

Assist with general office work: filing, sorting of mail, some typing, web page construction, conference organizations.

Positions:
3




Contact: Jamie Taylor/Vicki Parsnow
Type:

FWS





    606 Culkin Hall









    312-3637

GRAPHIC DESIGN

Office/Lab Aide


Assist with office and lab maintenance.

Positions:
3




Contact: Cynthia Clabough

Type:

FWS





    32 C Lanigan/125 Tyler









    312-5624

HEALTH PROMOTION AND WELLNESS

Office Aide


Assist with general office work: filing, sorting of mail, some typing, web page construction, conference organizations

Positions:
2




Contact: Melody Scott

Type:

FWS





   354 Wilber Hall









   312-6386
Faculty Aide

Preference given to those who have computer and/or typing skills.

Position: 
2




Contact:
Ken Peterson

Type:

FWS/SA





Laker Hall

Status:
Open






312 -2291

HISTORY

Office Aide
Assist with general office duties: filing, photocopying, answering phones, some computer skills helpful

Positions:
2




Contact: 
Terri White

Type:

FWS






433 Mahar

Status:
Filled






312-2170

HONORS PROGRAM

Program Aide 
Responsible, outgoing student is needed to assist with all aspects of the Program. Duties include helping students to complete forms, select courses, providing Honors Program information.  Aide will do general office work: filing, photocopying, mimeographing. MacIntosh skills are helpful, but not required.

Positions:
1




Contact: 
Dr. Robert Moore

Type:

FWS






221 Campus Center










312-3478

INTERCOLLEGIATE ATHLETICS (SEE ATHLETICS)

(IPAC) INTERDISCIPLINARY PROGRAMS AND ACTIVITIES CENTER 

Office Aide


Assist with answering phone, some typing, filing, copying, etc.

Positions:
1




Contact:
Neelika Jayawardane

Type:

FWS/SA





212 B Campus Center










312-2249




INTERNATIONAL EDUCATION

Accounting Aide 


Assist the Calculations Clerk II with accounts, filing, copying and reconciliation. Must have good math skills, computer knowledge and good organizational skills helpful. Will train.

Positions:
1




Contact: 
Lorraine Greene

Type:

FWS





 
100 Sheldon Hall










312-2118


 

Program Specialist Assistant 
Assist with some phone calls; some typing;filing, copying, etc. Knowledge of computers is necessary. 

Positions:
1




Contact: 
Mary Kerr

Type:

SA





          100 Sheldon Hall










312-2118 

JOURNALISM DEPARTMENT
Office Aide


Assist with general office duties: filing, photocopying, running errands, answering phones

Positions:
2




Contact:  Eileen Gilligan/Linda Loomis

Type:

FWS






2 Lanigan Hall










312-2729


JUDICIAL AFFAIRS

Office Aide


Assist with filing, copying and receptionist duties and other special assignments, as needed. Student staff is expected to maintain the highest levels of confidentiality and professionalism.

Positions:
3




Contact: 
Holly Perfetti

Type:

FWS






503 Culkin Hall










312-3378

LEARNING SERVICES (Office Of)

Office Aide/ Receptionist

Duties include: answering telephones, greeting visitors and provide general information. 

Qualifications: Reliable, punctual, good communication skills, basic

typing and filing.

Positions:
10




Contact:
Cheryl Granger

Type:

FWS





 
P106  Campus Center








Phone:
312-3094



LIBERTY PARTNERSHIP PROGRAM

Counselor                

Provide educational, counseling, advocacy, tutoring and support services to students; provide workforce and postsecondary education preparation; develop and implement programs which provide educational, recreational, cultural enrichment and community service activities; maintenance of accurate statistics; attendance at professional and parent meetings.

Qualifications: completion of at least 30 hours of grad counseling coursework including Practicum in Counseling; experience in MS Word and Excel

Positions:
5




Contact: 
Shelley Rahn/Shari Purtell

Type:

FWS/SA





253F Wilber










312-2121 

 

Tutor

Provide individual and small group academic assistance to middle and/or high school students; collect appropriate data as required by the Liberty Partnership Program. Tutors must have their own transportation. Tutors must commit to one full semester of tutoring.

Qualification:An interest in assisting youth, the commitment and responsibility to meet established schedules and a willingness to learn tutoring skills.

Positions:
10




Contact: 
Shelley Rahn/Shari Purtell


Type:

SA






253F Wilber










312-2121


LIFESTYLES

Office Aide 
General office work, answering phones, photocopying, running errands and filing.

Positions:
1




Contact: 
Patricia Miller

Type:

FWS






116 Walker Health Center










312-5648
Office Supervisor
Supervise office when Staff Contact is not available: scheduling appointments, answering telephones, photocopying, running errands, filing.

Positions:
1




Contact: 
Patricia Miller

Type:

FWS






Walker Health Center










312-5648


   
MAIL and MESSENGER
Mail Room Aide


Assist with the sorting and delivery of mail to on campus buildings.

Positions:
5




Contact: 
Kathy Smith

Type:

FWS/SA





137 Commissary










312-2217 

MAINTENANCE: FACILITIES

Office Aide
Assist with taking of phone messages, record-keeping, filing, computer data entry, collating and answering questions related to operation of Center.

Positions:
2




Contact: 
Brenda Parkhurst

Type:

FWS





 
Maintenance Building










312-3300




Type:

FWS







B 7 Lee Hall











312-5625

MATHEMATICS

Math Lab Assistant
Assist students on MacIntosh microcomputers using designated software. Prior experience with microcomputers helpful; will train.

Positions:
4




Contact: 
Dr. Patrick Halpin

Type:

FWS/SA





216 Snygg Hall










312-2731 




Teacher Aide/Course Assistant
     
Assist Math professors in grading and related course tasks; must have some math background

Positions:
10




Contact: 
Dr. Patrick Halpin

Type:

SA





 
216 Snygg Hall










312-3030



Aide


Assist with recruiting project: assemble information into a database for mailings. Send mailings created. Maintain a VTP blog producing daily/weekly announcements, links to important sites, showcase faculty and student articles, create alumni corner.

Positions:
1



Contact:Matt Spindler/Dr.Margaret Martin

Type:

FWS





307 Park Hall









312-2480

MCNAIR PROGRAM (formerly C-STEP)
Office Aide


Assist with various office duties such as answering phones, photocopying, running errands.

Positions:
1




Contact:
Adrianne Morton

Type:

FWS






171 B Campus Center










312-4079
MODERN LANGUAGES AND LITERATURE                                  

Office Aide
Assist with clerical tasks: filing, operation of office machines, answering phones, and photocopying. Knowledge of MacIntosh computers and foreign languages helpful, but not required

Positions:
6





Contact: Brenda Farnham

Type:

FWS






245 C Campus Center










312-2196




Lab Assistant 
Duplicate tapes for students, report any mechanical problems to Contact

Positions:
1





Contact: Brenda Farnham

Type:

FWS






245 C Campus Center










312-2196



MUSIC

Office Aide


Assist Music and Theater Department with basic office duties. Typing ability helpful as well as general knowledge of office procedures and machines

Positions:
2





Contact: 
Pam Lavallee

Type:

FWS







106 Tyler Hall











312-2130

Choral Library Aide

     Assist Choral Director with basic office duties

Positions:
1





Contact:
Kelly Hudson

Type:

FWS/SA






121 Tyler Hall











312-2983

Accompanist/Choral
Student needed to accompany all College Choir rehearsals and performances throughout the year.

Qualifications: very good piano skills, including excellent sight reading

Positions:
1





Contact: 
Kelly Hudson

Type:

FWS/SA






121 Tyler Hall











312-2983


Ensemble Set-Up Assistant


Student will be asked to set-up approximately 40 chairs and stands on Monday and Wednesday at 3:45 P.M. and strike them at 5:30.


Band and Jazz orchestra will also require set-up and strike on Tuesday and Thursday.

Positions:
1





Contact: 
Juan LaManna

Type:

FWS/SA






117 Tyler Hall











312-2978

Instrumental Ensemble Aide


Set up room for major instrumental ensembles; distribute and collect musical parts, photocopy,file music, setup equipment for concerts and various related tasks.

Positions:
1





Contact:
Trevor Jorgensen

Type:

FWS/SA






112 Tyler Hall











312-2980

Ensemble Clerk and Equipment Manager
Assist Director of Wind Ensemble or Director of Jazz Ensemble with management of music library, instrument and equipment inventory, rehearsal room set-up, publicity and general clerical/bookkeeping duties.

Positions:
1





Contact: 
Pam LaVallee

Type:

FWS/SA






106 Tyler Hall











312-2130



Media Access Assistant

     Help fulfill requests for media (CDs, scores, books, online media) from Music faculty and add times to class reserve lists.  Experience with computers, Angel course management software or digital audio media is helpful.

Positions:
2





Contact:
Aaron Reece


Type:

FWS







101B Tyler Hall











312-3058



Computer Midi-Lab Attendant


Maintain operations in the Computer Lab: clerical; operate and troubleshoot hardware/software problems; report malfunctions and maintain atmosphere conducive to study

Positions:
10





Contact: 
Aaron Reece

Type:

FWS







211 Tyler Hall











312-3058/2130





Stage/House Manager
Stage preparation and House manager for Music Department for concerts held in Waterman

Positions:
1





Contact: 
Todd Graber

Type:

FWS/SA






107 Tyler Hall











312-2976   



Recording Studio Manager
Supervise and operate the Music Dept. recording studio in Tyler Hall. Schedule and coordinate the responsibilities of student audio assistants.  Manage all student involvement with the recording studio, including studio sign out.  Enforce all studio policies and be available as a resource for students using the studio. Maintain an inventory of studio equipment.  Recording studio experience is desired.

Qualifications: Thorough knowledge of recording studio operations is required.  MUS 382 and MUS 383 required.  Broadcast or Music major with music industry learning agreement preferred.

Positions:
1





Contact: 
Dan Wood

Type:

FWS/SA






119 Tyler Hall











312-2985  



Audio Assistant
   
Provide audio support for faculty and ensemble directors at selected departmental recitals and concerts.  Responsibilities include recording and editing all Music Department concerts, recitals, and events.  Will also provide CD dubs of concerts and recitals for faculty and students.  Other audio duties in support of department events as assigned by Recording Studio Manager and Departmental Audio Technician.

Qualifications: MUS 382 and MUS 383 required.  Broadcast or Music major with music industry learning agreement preferred.

Positions:
2




Contact:
Dan Wood

Type:

FWS





119 Tyler Hall









312-2985

PARKING OFFICE

Office Aide

     Filing, answering phones, general office work

Positions:
2





Contact:
Vicky Tesoriero

Type:

FWS/SA






Parking Office











312-3227




PAYROLL OFFICE

Office Aide


Assist with alphabetizing and filing of employee payroll paperwork.

Positions:
2




Contact: John Trombly/Maura Caughey

Type:

FWS





    409 Culkin Hall








              312-2227

PENFIELD LIBRARY                                                 

Aide
Duties for the Public Service Departments include check out of library materials to patrons, customer service, cash transactions and shelving books. Public service jobs require working nights and/or weekends.  Other jobs are available working on projects in non-public service departments such as documents and gifts processing.

Qualifications: accuracy, computer skills, flexibility of work hours, cooperative attitude.      

Positions:
35




Contact: 
Carol Carter

Type:

FWS/SA





Penfield Library










312-2560






PHILOSOPHY

Research Assistant and Teacher Aide/Course Assistant


Duties include collecting and copying articles and books from the library on an ongoing basis, writing interlibrary loan requests, routine clerical duties including keeping track of class attendance, assist with marking three tests, using a key supplied by the instructor.


Qualifications: student must be motivated, organized, responsible and able to do their duties in a timely fashion. Knowledge of philosophy is an asset.

Positions:
1




Contact: 
K Brad Wray

Type:

FWS/SA





212D Campus Center










312-2781



PHYSICS

Lab Assistant
Assist faculty with running of freshman physics lab

Qualifications: Passing grade in Physics 351 and 352, or equivalent

Positions:
6




Contact: 
Dr Alok Kumar

Type:

SA






227 Snygg










312-2695

POLITICAL SCIENCE

Office Aide
Assist with clerical tasks: filing, operating office machines, answering phone, photocopying, collating, answering students' questions. Knowledge of MacIntosh computer desired, but not required

Positions:
1




Contact: 
Cynthia LeFlore

Type:

FWS






435C/ 105B Mahar










312-2350/3236



PRESIDENT’S OFFICE

Office Aide 
Assist with bulk mailings, copying, collating, running errands, telephone and special projects. Basic MacIntosh computer skills helpful

Positions:
2




Contact: 
Ellen McCloskey

Type:

FWS






706 Culkin Hall










312-2211

PROVOST’S OFFICE

Office Aide
Assist with basic office duties: mailings, copying, collating, running errands, filing, telephone; computer work, as needed.

Positions:
1




Contact: 
Darlene Abrantes

Type:

FWS






702 Culkin Hall










312-2290

PSYCHOLOGY

Office Aide
Assist with clerical tasks: operation of office machines, proofreading, collating, photocopying and sorting mail.

Positions:
2



Contact:
Dr.Karen Wolford –Kathy Ditoro

Type:

FWS





402 A Mahar









312-4013

Advisement Aide
Organize and maintain files related to advisement of majors and minors; become familiar with psychology programs and registration procedures; prepare and distribute appropriate information materials to faculty and students; analyze informational data concerning number and status of majors and minors; prepare reports periodically to be distributed to faculty

Qualifications: Psychology major

Positions:
1




Contact: 
Dr.Leigh Bacher

Type:

FWS/SA





455 Mahar Hall










312-3475

Computer Aide
Supervision of computer laboratory; aid students in log-in and exit operations; report problems to Contact. Experience and/or course work in computer desirable, but not required

Positions:
1




Contact:Kathy DiToro/Kathleen Aylward

Type:

FWS







459 Mahar Hall











312-3474

Program Evaluation Aide
Assist faculty and staff in collection and management of program evaluation information. Activities include preparation of mailings, keeping records of information obtained, preparation of data for analysis, data entry, etc.

Positions:
1





Contact: 
Dr.Thomas Darvill

Type:

FWS/SA






453 Mahar Hall











312-3467

Research Aide
Schedule and serve as experimenter for psychological research involving human(adult) subjects.  Some experiments involve operation of microcomputers.  Psychology major preferred; non-majors who have taken Psychology 100 will be considered. Computer experience helpful

Positions:
1





Contact: 
Dr.Rebecca Burch

Type:

FWS/SA






404 Mahar Hall











312-3463

Research Aide/Learning and Emotion
Looking for motivated students who are interested in doing research on learning and emotion.  Preferences are for students with skills and backgrounds that include: desire to learn more about cognitive psychology, education or computer science (especially Human Computer Interactions).  Successful completion of research methods and statistics courses needed.  Ability to work independently and experience with educational technologies, data mining or Java programming helpful.

Positions:
3




Contact: Kathy DiToro/Kathleen Aylward

Type:

FWS







402 Mahar










312-4013
Research Aide

Schedule and serve as experimenter for psychological research involving human(adult) subjects.  Some experiments involve operation of microcomputers.  Psychology major preferred; non-majors who have taken Psychology 100 will be considered. Computer experience helpful

Positions:
1





Contact:
Dr. Laura Brown

Type:

FWS/SA






403 Mahar Hall











312-3470

PUBLIC AFFAIRS

Office Aide               
Assist with posting of News Releases on the World Wide Web and basic office duties.

Positions:
1





Contact: 
Terri Denny

Type:

FWS







210 Culkin Hall

Status:          Filled 







 312-2265

Usability Tester


Perform pre-defined information seeking taskes on SUNY Oswego’s website and fill out short reports based on those tasks.

Positions:
1





Contact:
Rick Buck

Type:

FWS







202 Culkin











312-2265





PURCHASING

Office Aide


Assist with clerical tasks: filing, copying, running errands, and answering phones.

Positions:
1





Contact: 
R. Mark Cole

Type:

FWS







402 Culkin Hall











312-3627
QUEST


Assist in the preparation of publicity materials and data management of submissions and the program schedule for Quest 2008.

Positions:
2





Contact:
Jack Gelfand

Type:

FWS/SA






609A Culkin Hall











312-5631

REGISTRAR

Office Aide 
Assist with clerical tasks: filing, operation of office machines, answering phones and photocopying

Qualifications: dependability, accuracy and trustworthiness

Positions:
3





Contact: 
Patti Burnett


Type:

FWS







302A Culkin Hall











312-3614

Registration Aide (Grad area)
Assist with clerical tasks: filing, counter work, answering telephones and photocopying; assist with registration, add/drop and bulk mailing.

Qualifications: reliability, accuracy and pleasant to work with

Positions:
2





Contact: 
Donna Torrese

Type:

FWS







307 Culkin Hall











312-2235

RESIDENCE LIFE AND HOUSING

Office Aide


Assist with general clerical duties: filing, copying, running errands, answering phones

Positions:
1





Contact: 
Becky Truax

Type:

SA







303 Culkin Hall











312-2246





Hart Hall Computer Lab Assistants 


The computer lab assistant works in the open access labs and provides technical support to users as needed and monitors the lab to ensure proper use of equipment.  Responsibilities also include assisting users in using the hardware and software available to them, assists with printing, logging onto the system, and loading the application programs.  In addition, assistants are required to read their electronic mail that pertains to Hart Hall Lab, a minimum of once every 48 hours.  Assistants must comply with all CTS policies and procedures.  This position requires excellent customer service skills and the ability to provide one-on-one assistance.

Qualification: Must be a resident of Hart Hall

Positions:
15




Contact: 
Hall Director

Type:

FWS






Hart Hall Computer 



312-4201

Desk Attendant


Perform receptionist duties; enforce security and environmental control; collect and distribute campus mail, packages and U.S. mail; maintain desk inventory; assist RHD/AHD and Head DA in operation of desk operations; perform additional duties as identified by RHD/AHD


Qualifications: live in a SUNY Oswego residence hall, GPA of at least 2.0

Separate Application required: http://www.oswego.edu/student/residential/staff/student/da_cl_jd_app.pdf 

Type:

SA

Head Desk Attendant


Assist in maintaining forms used at desk, including payroll sheets; assist in collecting and distributing campus mail, packages and U.S. mail; assist in establishing and maintaining desk equipment inventory


Qualification: live in a SUNY Oswego residence hall, GPA of at least 2.0 Separate application required:

http://www.oswego.edu/student/residential/staff/student/hda_cl_jd_app.pdf 

Type:

SA

Recycling Technician


Monitor resident sorting of recyclables and trash; inform residents of correct recycling categories and procedures; sort bags/boxes left in hallway outside of recycling room; replace bags as required.


Qualifications: live in a SUNY Oswego residence hall, GPA of at least 2.0. 

Separate application required.

http://www.oswego.edu/student/residential/staff/student/rt_cl_jd_app.pdf
Type:

SA

Computer Technician


Oversee general operations of the computer lab; record all problems and schedule changes; maintain clean, noise-free environment; provide basic technical support to lab users.


Qualifications: live in a SUNY Oswego residence hall; GPA of at least 2.0

Separate application is required

http://www.oswego.edu/student/residential/staff/student/ct_cl_jd_app.pdf
Type:

SA

Fitness Center Attendants


Primarily responsible for checking in members, daily care and maintenance of equipment, and providing assistance to all members.

Separate application is required

http://www.oswego.edu/student/residential/fitness_center/fitness_pdf_files/Employment%20Application.pdf
Type:

SA

Fitness Center Personal Trainer


Primarily responsible for creating and demonstrating basic exercise program to members.


Qualifications:non-credit 8-week training course offered each spring

Type:

SA





Contact: Fitness Center Director

Fitness Center Group Exercise Instructors


Primarily responsible for leading avariety of group exercise classes including kickboxing, step, toning, indoor cycling and yoga.


Qualification: non-credit 8-week training course offered each spring

Type:

SA





Contact: Fitness Center Director

Fitness Center Student Manager


Managers have a variety of responsibilities including direct supervision of student staff, public relations, staff development, maintenance of equipment and assistance in overall Fitness Center programming


Qualifications: current fitness center student employee

Type:

SA





Contact: Fitness Center Director
RICE CREEK FIELD STATION

Field Station Aide 
Perform a variety of clerical, laboratory and field related tasks. Must provide own transportation

Positions:
4





Contact: 
Dr.Diann Jackson

Type:

FWS







Thompson Rd











Oswego











216-6878
STUDENT ACCOUNTS OFFICE

Office Aide 
Assist with preparation of records for billing, collection processes, and Attorney General programs.  Other duties such as data management, filing and other requested tasks.

Positions:
1





Contact: 
Rick Goodman

Type:

FWS







408 Culkin Hall











312-2225

STUDENT ADVISEMENT – See COMPASS CENTER
TECHNOLOGY

Laboratory Assistant
Assist faculty members in several applied technology laboratories including: Design, Technical Drawing, CADD, polymer, Transportation, Energy, Electronics, Manufacturing, Construction, Material Processing. Duties include routine care and maintenance of equipment, facility and inventory; assistance with classroom instruction possible

Positions: 
10





Contact: 
Phillip Gaines

Type:

FWS/SA






109 Park Hall











312-3697

Aide

Positions:
1





Contact:
Dan Tryon

Type:

FWS/SA






161 Wilber Hall











312-2832

THEATRE

Office Aide
Assist Theatre and Music Departments with basic office duties. Typing ability helpful as well as general knowledge of office procedures and machines

Positions:
2





Contact: 
Pam Lavallee 

Type:

FWS







106 Tyler Hall











312-2130

Research Assistant
Assist faculty in collecting and preparing both print and visual material for theater courses; assist faculty directors and designers in obtaining research materials pertaining to particular theater productions; maintain department slide, production and alumni files; process library book purchase forms; prepare bibliographies

Positions:
1





Contact: 
Mark Cole

Type:

FWS/SA






105 Tyler Hall











312-2140

Choreographer Assistant
Assistant to the Director for and/or Assistant Choreographer for current musical theatre production. 

Positions:
1





Contact: Jonel Langenfeld-Rial

Type:

FWS/SA






105  Tyler Hall











312-2221

Construction Assistant
Build and supervise building of stage scenery and properties, maintain shop machines and equipment, keep records of stock scenery; take inventories of supplies and equipment

Qualifications: interest in carpentry

Positions:
10





Contact: 
Johan Godwaldt 

Type:

FWS







47 Tyler Hall











312-2987

Scene Painting Assistant
Assist designer in painting of scenery, mixing paint and dye; keep paint area clean, including cleaning brushes; take inventories of painting supplies and equipment

Qualifications: interest in painting

Positions:
2





Contact: 
Johan Godwaldt

Type:

FWS







47 Tyler Hall











312-2987

Costume Assistant

Assist the Costume Designs and Costume Shop Contact in building, altering and maintaining costumes for theater productions

Qualifications: cutting and sewing skills, arts and crafts and organizational abilities are desirable; common sense a necessity.

Positions:
6




Contact:
Judy McCabe

Type:

FWS






48 Tyler Hall










312-2988

Lighting Assistant
Assist in stage lighting for concerts and lighting maintenance

Positions:
1




Contact: 
Steve Shull

Type:

FWS






47 Tyler Hall










312-2138




Microcomputer Aide

Assist in maintaining departmental microcomputers; perform data entry and software maintenance.

Qualifications: familiarity with MacIntosh 

Positions:
1




Contact: 
Steve Shull

Type:

FWS






47 Tyler Hall










312-2138




Properties Master


Organize and maintain the props storage areas. Find, build, procure and return props for departmental shows. Assist other props masters. Driver’s license and car a plus.

Positions: 
15




Contact:
Tim Baumgartner

Type:

FWS






105 B Tyler Hall










Phone: 312-2147

TRANSFER ADVISEMENT OFFICE – See COMPASS CENTER
TUTORING CENTER

Office Aide
Assist with taking of phone messages, record-keeping, filing, collating and answering questions related to operation of Center.

Positions:
7




Contact:
 Michael Regan

Type:

FWS






173 Campus Center










312-2559




Computer Aide
Duties include updating and maintaining computer records for the Math Center

Qualifications: familiarity with MacIntosh computers

Positions:
1





Contact: 
Mike Regan

Type:

FWS







173 Campus Center











312-2559



Computer Technician/Math Center
Assist students using the Center's computer lab

Qualifications: experience with MacIntosh computers and software such as ClarisWorks desirable.

Positions:
4





Contact: 
Mike Regan

Type:

FWS







173 Campus Center











312-2559



Lab Assistant
Assist lab sections of OLS Math courses. Duties include helping students with lab worksheets, preparing materials, grading, record-keeping, etc. 

Positions:
5





Contact: 
Mike Regan

Type:

FWS







173 Campus Center











312-2559


Receptionist


Greet patrons and explain the use of the tutoring center

Positions:
6





Contact: 
Mike Regan

Type:

FWS







173 Campus Center











312-2559

TYLER ART GALLERY

Office Aide


Assist with general office duties: posting, duplicating, collating reports, answerwing phones, preparing bulk mailings, distributing mail; occasionallyl helping in the gallery as an attendant or with exhibition preparation

Positions:
3




Contact:
Mali Dorsey
Type:

FWS






126 Tyler Hall










312-2113

Gallery Attendant
Ensure safety of objects on display in Gallery; answer visitors' questions and keep track of attendance; assist at Gallery openings. Attendant is expected to assist with installations of art exhibits during regularly scheduled hours. Apply on-line at www.oswego.edu/tylerartgallery 

Qualifications; prompt, dependable, work with little supervision, polite to visitors; responsible with valuable works of art

Positions:
8




Contact: 
Mali Dorsey

Type:

FWS/SA





126 Tyler Hall










312-2113

TYLER BOX OFFICE

Ticket Agents    
Answer phone, take reservation requests and give information on performances, price of tickets, dates and times; sell tickets. Must be available to work some weekend and evening shifts.

Qualifications: possess good phone manners, pleasing personality, able to work under pressure and make correct change. Be proficient in computers and able to learn ticketing software.  Must take 30 minute training on Box Office procedures

Positions:
10




Contact: 
Kelly Cullinan

Type:

FWS






130A Tyler Hall










312-2141   



House Manager

Attend and supervise every theater performance in Waterman sold through the Box Office. House manager will recruit and supervise ushers for each performance.  This person is a point of contact for theatre goers and backstage staff.

Positions:
1




Contact: 
Kelly Cullinan

Type:

FWS






130 A Tyler Hall










312-2141




VICE-PRESIDENT FOR STUDENT SERVICES

Office Aide 
General office duties including word processing, spreadsheet/database work, desktop publishing, merge documents, filing, telephone, research (web), photocopy and special projects.

Qualifications: Knowledge of Office Suite, Pagemaker and/or InDesign CS3, and previous office experience.

Positions:
1




Contact: 
Kristine Bushey

Type:

FWS/SA





711 Culkin Hall

Status:
Filled






312-3214

VOCATIONAL TEACHER PREPARATION

 Office Aide
Answer phones, typing, filing, prepare mailings and general office work. Knowledge of computers is preferred, will consider all academic major applicants.

Positions:
2




Contact: Dr. Margaret Martin/Terri White

Type:

FWS





    307 Park Hall









    312-2480


 Aide


Assist with recruiting project: assemble information into a database for mailings. Send mailings created. Maintain a VTP blog producing daily/weekly announcements, links to important sites, showcase faculty and student articles, create alumni corner.

Positions:
1



Contact:Matt Spindler/Dr.Margaret Martin

Type:

FWS





307 Park Hall









312-2480

WALKER HEALTH CENTER

Receptionist 
Responsible for greeting patients, obtaining proper charts, seeing that correct forms are completed by patients, filing accurately and answering telephones.

Positions:
6




Contact: 
Jean Grant

Type:

FWS/SA





168 Walker Health Center










312-4100 

WOMEN’S STUDIES

Office Aide
Assist with general clerical duties: typing and distributing minutes from meetings; typing and distributing Women Studies course description for semester, filing, circulating information ; possible research, layout, duplication and distribution of program publicity

Qualifications: familiarity and interest in Women Studies or Women's issues, or graphic design

Positions:
1





Contact: 
Tania Ramalho


Type:

FWS







224 Campus Center











312-3234

Website Aide

Positions:
1





Contact:
Tania Ramalho

Type:

FWS







224 Campus Center











312-3234
Writing Aide


Journalism student interested in writing about women’s studies issues

Positions:
1





Contact:
Tania Ramalho

Type:

FWS







224 Campus Center











312-3234

 

W R V O

Production Assistant 
Prepare pre-recorded program material for daily program schedule, assist in production of remote broadcast, assist in preparation of promotional material

Qualifications: minimum of 'B' in BRCT 220.

Positions:
1





Contact: 
Fred Vigeant 

Type:

FWS/SA






102 D Penfield











312-3690



Office Aide 


This position will provide office support to WRVO professional staff.  Tasks include: telephone answering, typing correspondence, copier operation, bulk mail preparation, and fundraising activities

    Qualifications: consistent availability, computer and telephone skills, familiarity withoffice operations in a professional atmosphere, and awareness of public radio a plus

Positions:
1





Contact: 
Pam Cantine

Type:

FWS/SA






102 Penfield











312-3690
   


Technology Assistant


Conduct various tasks including an inventory of equipment throughout the WRVO complex.  Assist with equipment and studio cleaning. May include cataloging, wiring, filing and other bookkeeping tasks. Must be able to work independently.

Positions:
1




Contact:
Jeff Windsor

Type:

FWS






102 Penfield










312-3690

OFF-CAMPUS WORK STUDY JOBS

AMERICA READS

Reading Tutor


Assist elementary classroom teachers as tutors in the areas of reading and/or math. Preference is given to upper level education majors with a B+ or better GPA. Students are primarily placed in the Oswego City School District, Mexico, Hannibal and Fulton districts. Other arrangements can be made with school districts for those who qualify for the program.

Positions:
35




Contact: 
Kathy Flaherty

Type:

FWS





    
206 B Culkin Hall









 
312-3578

OSWEGO SCHOOL DISTRICT PUBLIC LIBRARY

Library Aide 

     Assist in general duties related to the library: reshelving books; check-in and check-out of books; assisting library patrons as needed.

Positions:
2




Contact: 
Carol Ferlito

Type:

FWS






East Second St, Oswego










341-5867

Library Database Aide

Assist Library’s efforts to switch from the Follett circulation system to SIRSI. Assignments will include an inventory of the Library’s collection. This involves scanning barcodes on all books and materials; uploading the  data from the scanner to the network; saving the inventory scans to the network and clearing the hand-held scanner. Aide will change call number information on the Library’s database to make it conform to the North Country Library System’s catalog. Aide will edit and delete patron information from the Library’s database according to the schedule provided. Data regarding delinquent patrons will be copied and saved outside the circulation system for later import into the SIRSI database.

Positions:
1




Contact: 
Carol Ferlito

Type:

FWS






East Second St, Oswego










341-5867

Y M C A

Front Desk Receptionist
Answer questions about programs; computer input, filing, typing, answering phones.  Needs good customer and organizational skills

Positions:
1




Contact: 
  Mary Warnick

Type:

FWS






West First St, Oswego










343-1981



LatchKey Assistant

Assist with the LatchKey Program.

Qualifications: Must have experience working with children in a professional setting.

Positions:
5




Contact: 
Jean Romei 

Type:

FWS






West First St, Oswego

343-1981

Lifeguard

Assist with the operation of the pool and its programs.

Qualifications: Life guarding Certification, CPR and First Aid

Positions:
3




Contact: 
Deana Masuicca

Type:

FWS






West First St, Oswego










341-1981


Child Care Aide


Assist with the day care program provided at this Agency.

Positions:
6




Contact: 
Nasreen Mirza

Type:

FWS






West First St, Oswego










341-1981



Trainer


Maintain safe environment; setup cybex machines and demonstrate for new members; conduct orientations; give tours; maintain a clean environment; monitor room for safety and etiquette; teach additional training methods.


Qualifications: Current CPR; YMCA Healthy Lifestyle Principles; YMCA Personal Trainer Certification

Positions:
3




Contact:
 LuAnn Ketcham

Type:

FWS






Y M C A, West First St










Oswego, New York










341-1981




