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 JOB AND CAREER E-BLAST 

Let us help you navigate your career options.  Review this e-publication the Elms College Office 
of Career Services publishes featuring employer postings.  In this e-blast the Elms College Office 
of Career Services will share information on part- and full-time jobs, seasonal jobs and 
internships opportunities with our students, alumni, faculty and staff.  

 

 
Email careers@elms.edu if you have a job opportunity you would like the Elms College Office of Career 
Services to publish to help our students and alumni navigate their careers.   

Elms College Office of Career Services, Center for Student Success, 2nd Floor Alumnae Library 
291 Springfield Street 
Chicopee, MA 01013 
413-265-2272 
careers@elms.edu  

 
facebook.com/elmscareers  
@elmscareers           

           February, 2018 
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employers/companies/organizations and or their products and or services. 
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Medical Integration Clinician at Behavioral Health Network 

Do you want to help mentally ill and emotionally disturbed members of your community? 

Become a part of our team of competent and compassionate professionals as an: 

Independently licensed Medical Integration Clinician at Behavioral Health Network 

Independently licensed clinicians (LICSW or LMHC) provide integrated behavioral health services to 
children and/or adults in our rapidly growing and innovative medical integration program, offering 
person-centered and solution focused treatment.  Medical Integration Clinicians work collaboratively 
with medical personnel and serve as an integral part of the medical team. In this position, you will 
provide comprehensive intake evaluations with clinical formulations and recommendations based on 
sound clinical principles and judgment, individual family, couples, and/or group treatment and brief 
encounters based n sound clinical theories and principles, brief assessment, intervention, and short 
term therapy based upon the assessed needs of the client and the resources available to serve these 
clients, and follow-up services and resources to individuals appropriate to the identified needs. Medical 
Integration Clinicians refer the patient in need of behavioral health services for full assessment and on-
going services at a specialty behavioral health clinic. People in this position also maintain a direct service 
caseload and direct service productivity as established by the program, and provide consultation to 
primary care providers about behavioral health and social services topics and interventions of private 
patients, as appropriate. 

In this role, Medical Integration Clinicians deliver health-promoting psycho-education to clients, provide 
comprehensive risk/crisis evaluations and take appropriate actions to keep clients and others safe, and 
maintain flexibility in providing services in settings other than clinics, such as a home or community 
setting. They document and bill for services in a manner that is compliant with all applicable rules and 
regulations, and recognize when crisis and critical services are indicated and coordinate with the medical 
site(s) to ensure safety. Medical Integration Clinicians complete documentation as required in the ECR of 
the medical site(s), complete all documentation utilizing Collaborative Documentation whenever 
possible, and produce paperwork that addresses relevant clinical issues and is consistent with best 
practices. Candidates must enjoy working in a dynamic and fast paced environment. This opportunity 
provides applicants with the chance to work in start-up program in many different locations. BHN 
provides high quality training, excellent benefits and opportunities for professional growth and 
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advancement. Full time, part time and fee for service positions are available at urban and suburban 
medical practices.  

BHN’s Medical Integration program has the goal of integrating behavioral health services to improve the 
health outcomes of the individuals we serve. Medical Integration provides targeted, flexible behavioral 
health support in the primary care setting through treatment that is person-centered, evidence-
informed, and focused on collaborate goal-setting. Behavioral Health Network is a growing non-profit 
community behavioral health agency that has been providing services to children, adults, families and 
communities in Western Massachusetts since 1938.  BHN provides comprehensive, outcome-driven 
behavioral health care. We are dedicated to offering high quality, affordable and culturally appropriate 
care to people of all ages and income levels in our constituent communities. 

Independently Licensed Medical Integration Clinicians at BHN have the following qualities: 

• Licensed or actively working towards a license (required). 
• Minimum of one year experience working as a master’s level clinician.  
• Master’s degree in Social Work, Psychology, Mental Health Counseling or Marriage and Family 

Therapy (required). 
• Effective communication and collaboration with medical personnel is essential in this role 
• Bilingual in Spanish and English (preferred). 
• Broad knowledge of mental illness and treatment techniques, particularly severely and 

persistently mentally ill adults or severely emotionally disturbed children.  
• Familiarity with the internet, word processing, and email systems. 
•  Experience working with Substance Use Disorder (SUD) Population. 
• Cultural competence in dealing with clients with a variety of cultural backgrounds. 
• Working knowledge of community resources and how to help clients access them. 

 

If you are interested in this opportunity, please visit our website at www.bhninc.org and click on “Work 
Here and Make a Difference” to apply! 

  

http://www.bhninc.org/
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Program Director for Behavioral Health Network 

Are you passionate about behavioral health and ready to take your management skills to the next level? 

 Join one of Behavioral Health Network ‘s vibrant outpatient teams of dedicated and skilled clinicians as 
the Program Director of our Westfield child/adolescent and adult services!  The Program Director will 
lead the combined Management Team of Carson Center for Children & Youth and Carson Center for 
Adults & Families, and together, with the Team, work on innovative program development initiatives as 
well as provide on-going clinical and administrative oversight of the services.  Specifically, the Program 
Director is responsible for ensuring that the programs meet performance targets related to the 
provision of  quality clinical services, including the use evidence-based treatments, compliance with all 
relevant licensing and regulatory guidelines, and active engagement in both ACO and BHN team-based 
care initiatives.  The Program Director also ensures their programs meet administrative performance 
targets—including productivity and staffing goals as well as compliance with BHN administrative 
protocols and those of external stakeholders and regulators.    

This Program Director position affords the right candidate the opportunity to take their fiscal, 
administrative, and clinical management skills to the next level in a large behavioral health organization 
on the cutting edge of health care delivery in a rapidly evolving healthcare environment.  In this 
environment, the right candidate will find exciting opportunities for cross-disciplinary work and 
collaboration across BHN departments and a comprehensive array of service lines as BHN charts a 
pioneering path in health care in our region. 

 Behavioral Health Network is a growing non-profit community behavioral health agency that has been 
providing services to children, adults, families and communities in Western Massachusetts since 1938. 
BHN provides comprehensive, outcome-driven behavioral health care. We are dedicated to offering high 
quality, affordable and culturally appropriate care to people of all ages and income levels in our 
constituent communities. 

Outpatient Program Directors at Behavioral Health Network have the following qualities: 

• Experience and strong interest in leading change. Innovative, outside-the-box thinking. 
• Facility with technology, including an electronic health record, and data-driven approaches to 

care and management. 
• Strong interest and experience in both clinical and administrative management. 
• Demonstrated experience in helping staff develop into competent clinicians and/or supervisors. 
• Experience in the delivery of both child/youth and adult mental health services. 
• Experience, familiarity, or certification in one or more evidence-based practice. 
• Experience in and commitment to the assessment and treatment of co-occurring disorders. 
• Commitment to trauma-informed care:  recovery-oriented, person-centered, strengths-based. 
• Demonstrated interest and experience in leading and /or providing team-based care. 
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• Familiarity with the changing landscape of healthcare (preferred). 
• 5-10 years of experience supervising and/or leading an outpatient team. 
• Master’s or Doctorate degree in social work, psychology, or other related mental health field. 
• Independent Licensure in MA (required). 

If you are interested in this opportunity, please visit our website at www.bhninc.org and click on “Work 
Here and Make a Difference!” 

http://www.bhninc.org/
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Forensic Psychologist at Behavioral Health Network 

Are you looking for a way to use your Psychology licensure to help vulnerable juveniles and their 
families? 

Behavioral Health Network is looking for candidates with a Doctorate in Psychology who is licensed or 
license-eligible to be the latest addition to the Juvenile Court Clinic Program! Only serious applicants 
need apply. 

The Forensic Psychologist will provide court-ordered evaluations in Care and Protection, Child Requiring 
Assistance (CRA), Delinquency, Youthful Offender cases. You will also conduct evaluations for emergency 
and civil commitment proceedings to determine if individuals require psychiatric hospitalization or 
substance abuse commitment. You will also have the opportunity to testify in legal proceedings. If you 
don’t yet have forensic experience, you will be provided the supervision and training necessary to help 
you become a Certified Juvenile Court Clinician. Once you are certified you will take on more challenging 
cases and enjoy the independence in managing your own caseload. You will also have the ability to 
consult with court personal and engage in many other exciting initiatives within the juvenile justice 
system throughout all of Western Massachusetts’ four counties: Berkshire, Hampden, Hampshire, and 
Franklin.  

BHN’s Juvenile Court Clinic program consists of a multi-disciplinary professional team. They are 
approachable, collaborative, cohesive, down to earth, knowledgeable, and supportive colleagues. All of 
the team members are highly motivated, independent, and demonstrate exceptional organizational and 
clinical skills. Services are provided for youth involved in both the Court and child welfare systems. The 
Juvenile Court Clinic facilitates a multi-disciplinary meeting with families, the Department of Children 
and Families, Department of Youth Services, and court personnel to promote the development of 
enhanced cross-system practices that enable achievement of improved youth and family outcomes. The 
program has obtained the trust and respect from the Courts in which they served. The staff is known for 
being responsive to the needs of partner agencies and allies in the legal system. Their dedication to the 
work grows out of a passion to support the learning and growth of adolescents and families who are 
court involved.   

BHN is a growing nonprofit community behavioral health agency seeking caring and dedicated 
individuals who want to use their talents to help others. BHN offers a warm, supportive environment 
that values professional expertise and creative community building. We offer competitive salaries, 
excellent benefits and supervision in a setting committed to increasing your ability to meet your 
personal career goals.  

Forensic Psychologists at Behavioral Health Network have the following qualities: 

• Doctorate in Psychology, licensed as a Psychologist and Health Service Provider in 
Massachusetts or license eligible (license obtained within 9 months of hire). 

• Meets eligibility for Certified Juvenile Court Clinician I and II. 
• Minimum of one year experience working with children and families (required). 
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• Excellent communication and relationship building skills. 
• Genuine desire to be a team player. 
• Commitment to being part of a program that is highly respected. 

 
If you are interested in this opportunity, please visit our website at www.bhninc.org and click on “Work 
Here and Make a Difference” to apply! 

http://www.bhninc.org/
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Substitute Teacher at Behavioral Health Network 

 

Are you looking for some teaching experience and love working with young children? 

Join our team of competent and compassionate professionals as a Substitute Teacher at the Kidstop 
Children’s Centers at Behavioral Health Network! Substitute Teachers assist teachers as they create a 
safe and caring environment for children ages 3 months to 5 years. This position would be ideal for 
someone interested in a career in the child care field.  It also works well for people who love young 
children and who likes or needs flexible, part-time hours.  An effective Substitute Teacher who is can be 
offered a more permanent position as an Aide or a Teacher if they qualify. Center Directors assist all 
staff in obtaining experience and certifications needed to advance if they choose.  There is no pressure 
to move on.  We are always looking for wonderful substitute teachers!  

Our Kidstop Infant, Toddler, and Preschool programs are licensed and accredited by the National 
Association of the Education of Young Children serving the children and families of the Ware and 
Palmer, MA area. These various programs provide children from 2 months to 5 years old with care and 
educational services, keeping the small ratio of teachers to children to ensure the quality of care. Our 
programs offer a structured curriculum, free play, meals, snacks, planned rest and daily outside 
play.  Behavioral Health Network is a growing non-profit community behavioral health agency that has 
been providing services to children, adults, families and communities in Western Massachusetts since 
1938.  BHN provides comprehensive, outcome-driven behavioral health care. We are dedicated to 
offering high quality, affordable and culturally appropriate care to people of all ages and income levels 
in our constituent communities. 

Substitute Teachers at Behavioral Health Network have the following qualities: 

• Able to multi-task. 
• Able to work as a team member in a fast-paced setting. 
• Able to communicate clearly. 
• Experience in Early Childhood or a related field (preferred). 
• Flexibility in assignments and work hours is (required). 

 

 If you are interested in this opportunity, please visit our website at www.bhninc.org and click on “Work 
Here and Make a Difference” to apply! 

  

http://www.bhninc.org/
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Counselor at Behavioral Health Network 

Are you wondering how you can be a positive force in the lives of men recovering from substance 
abuse? 

Become a part of our team of competent and compassionate professionals as a Counselor at the 
Opportunity House at Behavioral Health Network! As a Counselor, you will support the growth, 
independence, and safety of the individuals we serve. Counselors oversee individuals’ activities to 
ensure compliance with program activities and policies and provide guidance and direct counseling. In 
addition, Counselors develop and facilitate treatment plans and diverse psycho-educational groups and 
provide crisis intervention and emergency services when needed. They also assist individuals with 
aftercare planning by providing referrals and access to appropriate agencies and provide transportation 
for them with insured and registered personal vehicles, as needed. 

Other responsibilities of Counselors include communicating with other staff members as needed and 
completing program specific documentation such as incident reports and progress notes, as well as 
reporting specific safety concerns. Counselors at BHN work collaboratively with program supervisors to 
ensure quality of services for individuals served. Counselors learn to work as a collaborative team with 
the goal of delivering high quality sound clinical treatment.  Counselors will grow through ongoing 
training and firsthand experience that will enhance their skills and provide additional employment 
opportunities. 

At the Opportunity House, Behavioral Health Network provides a structured setting for men 18 year of 
age and older to progress from early recovery to a productive community living environment. Our 24-
hour long-term residential program assists individuals using a variety of services, including counseling, 
case management, education and pre-vocational services, and family reunification. Behavioral Health 
Network is a growing non-profit community behavioral health agency that has been providing services 
to children, adults, families and communities in Western Massachusetts since 1938.  BHN provides 
comprehensive, outcome-driven behavioral health care. We are dedicated to offering high quality, 
affordable and culturally appropriate care to people of all ages and income levels in our constituent 
communities. 

Counselors at Behavioral Health Network have the following qualities: 

• Must be committed to empowerment and growth, human rights, and community integration for 
individuals served. 

• Familiarity with Internet, word processing and email systems. 
• Have a working knowledge of DPH Bureau of Substance Abuse regulations. 
• Must be LADCI or LADCII or equivalent. 
• Must have 1-2 years experience in Human Services with minimum of one year experience 

working in substance treatment environment. 
• High School Diploma or G.E.D.  
• Valid Driver’s License. 
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About us 

The Brien Center is a 501(c)3 not-for-profit corporation that operates a network of 
comprehensive and integrated community mental health and addiction treatment services 

in Berkshire County, Massachusetts. Berkshire County is ideally located in the Berkshire 
Hills on the western edge of Massachusetts, and is just 2 ½ hours from both Boston and 

New York City and is thriving with business, as well as cultural and recreational amenities. 
 

Career Opportunities –  

The following require a HS Diploma/GED and may require additional 

education/experience as notated: Accountant – Full-Time in Pittsfield 
 This position provides accounting and analytical support to the Finance Department and 

management. In addition, 
the Accountant coordinates the tracking and application of all payments and recording to the 
general ledger, while performing a variety of accounting functions. Associates degree in 
related field with accounting experience required; Bachelor’s degree and 2-4 years of 
accounting experience, non-profit or medical, preferred. 

 
Client Services Support – Full-Time in Pittsfield 

 These positions provide clerical/front desk support to the Child and Adolescent Community 
Service Agency weekday mid-shift and weekdays 1st shift in the Outpatient Program. Duties 
include copying, filing, typing, data entry and other general clerical duties; Positions also 
provide medical records and intake support. 1-3 years prior switchboard/reception/ 
office experience required; Medical Office experience preferred. 

 
Direct Care Specialist – Therapeutic Training and Support and Options For Youth – Full-
Time in Pittsfield 
 These positions provide outreach to children, families and collateral contacts throughout the 

individual’s school, home and other community agencies. The DC Specialist supervises young 
persons-served in the day treatment (using a group-based model for intervention) and after 
school programs while participating in program planning, preparation and coverage of the 
program. Positions require a High School Diploma or equivalent and two years of 
experience working with the Child/Adolescent population; A BA/BS in a Human Services 
field and one year experience working with children/adolescents OR an AS in a Human 
Services field and two years of experience working with children/adolescents 
preferred. Either educational level must meet requirements as stipulated in the CBHI 
approved listing of degrees that meet MCE credentialing criteria. 

Direct Care Support/Recovery Facilitators and Specialists – Full-Time, Part-Time and 
Per-Diem in Pittsfield and North Adams 
 Provides assistance in the population living with a chronic behavioral health disorder with 

daily living activities, passing medications in accordance with MAP, while providing outreach 
as needed. Available in our Acute Services, Addiction Services, Community Based Supports 
All positions require 7-days, 24- hours flexibility and a driver’s license with use of an 
insured vehicle. A 4-year degree in Human Services or a related field OR 3-5 years 
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Human Services experience required for Specialist positions. 
Peer Mentor – Part-Time in Pittsfield 

 This position actively supports and assists youth in experiencing success and satisfaction by 
improving their quality of life by modeling, being an active listener, and sharing the reality 
of wellness and recovery. The Peer Mentor will promote person-centered self determination 
and decision making through the use of their own recovery stories and lived experience. 
This position requires 6 months to a year of recovery with lived-experience with a 
behavioral health disorder. 

 
 

Peer Specialist – Full-Time in Pittsfield 
 This position provides a safe, intensely-supervised and supportive therapeutic environment 

for children/adolescents needing acute crisis stabilization, while implementing an 
individualized treatment plan for each consumer. Individuals with experience working 
with families with a child under the age of 21 required – personal, “lived experience” 
strongly preferred; Certification as a Peer Specialist required post-hire. 

 
Program Assistant(s) – Per-Diem in North Adams and Pittsfield 

 In our Adult Day Health Program, these positions direct recreational and physical activities; 
provide assistance to participants in daily living and provide rehabilitative and maintenance 
services according to participants care plan. 3 years of recent experience working with 
the elderly or chronically disabled and First Aid and CPR Certification required. 

 
Shift Coordinator – Community Services – Full-Time in Pittsfield 
 This position is responsible for oversight of the evening residential shifts including: site 

operations, staffing, internal audits, compliance with external audits, staff development, 
consultation, supervision, documentation requirements, site beautification and participate 
in implementation of individual action plans for person’s served. This position requires a 
bachelor’s in Human Services AND/OR 5 years Human Services experience. 

 
Site Supervisor – Child Crisis Stabilization Unit – Full-Time in Pittsfield 

 This position includes a combination of work in a residential environment, coupled with 
directly assisting the Child Crisis Stabilization Unit Program Coordinator with the facilitation 
of structured and therapeutically-informed programming. This position serves as the 
immediate supervisor to direct care staff, while facilitating the professional development of 
the staff with the delivery of consistent, structured therapeutic services to youth and 
families. This position requires at least 5 years of experience working with 
children/adolescents in a clinical setting. 

The following require a Bachelor’s Degree and may require additional 

education/experience as notated: Community Support Provider – Full-Time in 

Pittsfield 
 The Community Support Provider (CSP) position is responsible for delivering services which 

promote access to 
aftercare and other community-based services following inpatient treatment service 
discharge. The CSP supports linkages with resources in the community and develops and 
coordinates plans for specific activities to assist clients in achieving recovery goals. This 
position requires experience in case management. 

 
Crisis Triage Coordinator – Part-Time in Pittsfield 
 This position is responsible for triaging incoming calls, dispatching clinicians as needed, 
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maintaining on-call schedules and providing additional support to the Acute Services staff. 
This position requires previous reception/office support experience and a Bachelor’s 
Degree in a related field. 

The following require a Master’s Degree and may require additional 

education/experience as notated: Child and Adolescent In-Home Therapist(s) – 

Full-Time in Pittsfield 
 These individuals will work as part of a dynamic team, providing In-Home Behavioral Health 

Services. Also completing 
diagnostic mental health assessment and providing treatment for youth and caregivers on 
an outreach basis throughout Berkshire County. Position requires independent license in 
social work or mental health counseling (LICSW or LMHC) OR eligibility and receipt of 
license within 6 months of eligibility date. 

 
Clinical Service Coordinator I or II – South 40 Therapeutic Day Services in – Part-Time in 
North Adams 

 These positions provide Behavioral Health Treatment, Case management, Therapeutic 
Recreational services, coordination of family meetings, intake assessments, maintaining 
of collateral contacts with providers and clinical oversight in Day Services. 

 
Clinicians (Social Workers/Mental Health Counselors) – Available in the following 
Divisions: Adult, Child and Adolescent Outpatient and Crisis Stabilization; Acute 
Services; Addiction Services – Full and Part-Time and Fee-For-Service in all of 
Berkshire County 

Clinician(s) – Community Services (Licensed Practitioner of the Healing Arts) – Full-Time 
in Pittsfield 

 These positions provide recovery services to adults within the Community-Based Flexible 
Supports Program in Central Berkshire County. All clinicians must receive license in Social 
Work or Mental Health Counseling within 6 months of eligibility date. 

 
Clinician – Family Resource Center – Part-Time in North Adams 

 This position will provide comprehensive mental health assessments including the 
Child/Adolescent Needs and Strengths (CANS) Assessment, short-term treatment and care 
planning to youth and families within the Family Resource Center. This position requires 5 
years of experience working with the child/adolescent population as a licensed social 
worker or mental health counselor. Also, CANS Certification required within 1st week 
of employment. 

 
In-Home Therapist – Child and Adolescent Services – Full-Time in Pittsfield 

 These positions provide mental health and addiction treatment services to children and 
families within Berkshire County. Services are provided on an outreach basis. These 
positions require license-eligibility and one year of post-degree experience. 

 
Program Director – Care Coordination – Behavioral Health Community Partners – Full-
Time in Pittsfield 
 This position will provide leadership and management of the Brien Center’s Behavioral 

Health Community Partner Program. The Program Director will directly and indirectly 
supervise a team comprised of Senior Care Coordinators, Nurse Case Managers and other 
program staff. The Director will build and enhance relationships with Community- Based 
organizations and Accountable Care Organizations within the Executive Office of Health 
and Human Services (EOHHS) in collaboration with Brien Center management. This 
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position requires a master’s degree in a behavioral health services field and an 
independent license in social work (LICSW) or mental health (LMHC). 

The following positions require a professional license or certification in the State of 

Massachusetts: Licensed Practical Nurse – Respite – Full-Time in Pittsfield 
 This weekday, 1st shift position provides psychiatric nursing care, i.e., assessment, 

medication, education and 
monitoring of medication regimes and supervision of the general health care of the 
Respite Program persons-served. The nurses also complete nursing assessments, referrals, 
and play an integral role within the psychiatric/medical team. 

Licensed Practical Nurse(s) or Registered Nurse(s) – Crisis Stabilization Unit – Full-Time 
in Pittsfield 

 This weekday, 2nd shift position and weekend, double 1st and 2nd shift position provide 
psychiatric nursing care, i.e., assessment, medication, education and monitoring of 
medication regimes and supervision of the general health care of the Child Crisis 
Stabilization Unit residents. The nurses also complete nursing assessments, referrals, and 
play an integral role within the psychiatric/medical team. 

 
Registered Nurse – Adult Outpatient – Full-Time in North Adams 

 This RN position provides psychiatric nursing care, i.e., assessment, medication, education 
and monitoring of medication regimes and supervision of the general healthcare of the 
Adult Outpatient population served. The RN also completes nursing assessments, referrals, 
and play an integral role within the psychiatric/medical team. 

 
Registered Nurses and Licensed Practical Nurses – Per-Diem - Crisis Stabilization Unit 
in Pittsfield and Adult Day Health in Pittsfield and North Adams 

 These positions provide psychiatric nursing care, i.e., assessment, medication, 
education and monitoring of medication regimes and supervision of the general health 
care of the persons-served. The nurses also complete nursing assessments, referrals, 
and play an integral role within the psychiatric/medical team. Nursing positions 
require flexible availability to include some nights and weekends. 

 
**We are currently accepting applications for Undergrad and Graduate 

Internships. Human Services Degrees including Social Work and 
Counseling Psychology are encouraged to apply!** 

Benefits Include: Extraordinary leave time accrual, Health Insurance with an 
available Health Reimbursement and Savings Account; Dental; Vision; 
Disability and Life Insurance and Flexible Spending. Also, Competitive salary 
with supplemental “overflow” for outpatient clinician positions and free 
supervision towards licensure (where applicable) 

 
For more information on benefits available and to apply, please visit 
www.briencenter.org 
 

A pre-employment CORI and RMV background check are required. 
The Brien Center is an Affirmative Action/Equal Opportunity Employer 

 

http://www.briencenter.org/
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Teacher Assistant/Bus Monitor (Amherst):  Head Start Preschool Program seeks part time 
assistant to float between classrooms.  Duties include interacting with children on a daily bus 
ride.  EEC Teacher Certification and multi-lingual candidates preferred.  27.5 hours/week full year.  
Salary Range:  $12.10-$12.90 plus $1.25 full day differential. 

Teacher Assistant (Ware):  Head Start Preschool Program seeks part time assistant to float 
between classrooms.  Must have good driving record.  EEC Teacher Certification and multi-lingual 
candidates preferred.  27.5 hours/week full year.  Salary Range:  $12.10-$12.90 plus $1.25 full 
day differential. 

Lead Teacher/Education Site Supervisor (Agawam):  Excellent Leadership Opportunity for Early 
Childhood Professional!  Head Start Program seeks experienced preschool Teacher/Administrator 
to join our skilled team in running this one-classroom part day site.   Must have demonstrated 
ability to develop authentic and professional relationships with children, families and staff.  
Minimum qualifications include an AA in Early Childhood Education with 3 years’ experience, 
must complete BA within 5 years.  Current BA preferred.  EEC LT-Pre-K certified.   Salary Range 
$17.40-$18.50, 35 hours/week school year.   

Education Site Supervisor/ESS (Turners Falls):  Excellent Leadership Opportunity for Early 
Childhood Professional!  Early Head Start Program seeks leader to join our experienced team in 
running a two-classroom full day site for infants and toddlers.  Spacious rooms in a rural 
community, NAEYC Accredited, and excellent teacher: child ratios.  Must have demonstrated 
ability to develop authentic and professional relationships with children, families, and 
staff.   Minimum qualifications include a BA in Early Childhood Education or directly related field 
with early education and supervisory experience, Director II certified.  Salary Range is $19.00-
$20.20, 35 hours/week full year.  Minimum qualifications include a BA in Early Childhood 
Education or directly related field with early education and supervisory experience, Director II 
certified.  Salary Range is $19.00-$20.20, 35 hours/week full year.  

Lead Teacher Preschool (Greenfield):  Head Start Program seeks experienced preschool teacher 
to join our team.  NAEYC Accredited, excellent teacher: child ratios.  Successful candidate must 
be EEC LT/Pre-K certified and have a minimum of an AA in Early Childhood Education or related 
field; will enroll in a BA program. Position is 37.5 hours a week/full year.  Salary Range:  $16.38-
17.48 plus $1.25/hr full day differential. 

Teacher (Amherst): Early Head Start program seeks Infant/Toddler teacher.  NAEYC Accredited, 
excellent teacher: child ratios.  Minimum AA in Early Childhood Education or related field with 
EEC Infant Toddler Teacher Certification. 37.5 hours/week full year.  Salary Range:  $14.42-$15.42 
plus $1.25/hr full day differential.  
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Substitute Teacher (Orange):  Minimum requirement is high school diploma or GED and 
experience with young children.  EEC Teacher Certification and multilingual preferred.  Salary 
Range:  $11.25-$12.25. 

Community Action is committed to building a diverse workforce.  Qualified multi-lingual 
applicants encouraged to apply.  Excellent benefits, training, supervision and collaborative work 
environment. 

 
Send Cover Letter and Resume (Word or PDF only) to pcdcad1@communityaction.us. Include 
the position and location you are interested in on the email subject line. 
 
For more information and full job descriptions visit www.communityaction.us.   AA/EOE/AD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

mailto:pcdcad1@communityaction.us
http://www.communityaction.us/
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 POSITION 
DESCRIPTION 

                                            Job Title: Cheerleading Coach 

Incumbent: Division: Student Affairs 
Department:   Student Activities Supervisor: Director of Student Activities 
FLSA: Exempt Date: REV May 2017 
Status: Part Time – 13 hours/week Benefits: N 
Job Code: IPEDS Code: SOC Code: Grade/Level: 

SUMMARY OF POSITION 
Develop and implement a safe and effective training environment for members of the Elms College 
Cheerleading Team. Display a sincere concern for student welfare, demonstrating excellent leadership, role 
modeling, organizational and interpersonal skills. Strong commitment to Elms College policies and regulations. 

PRIMARY DUTIES & RESPONSIBILTIES 
• Plan and implement 3 weekly workouts/practices per week. Responsible for teaching skills and providing 

opportunities for specific knowledge. 

• Planning overall program goals, organizing practice and performance management. 

• Recruitment of Cheerleaders throughout the academic year utilizing the most currently used methods, i.e., 
telephone, mail, email, game visibility, etc. 

• Serve as advisor to the Cheerleading team, with regard to budget management, and club standing 
responsibilities as outlined by the Elms College Student Government Association (SGA). 

• Coordinate with the Elms Athletic department a series of cheerleading performances during the Men’s and 
Women’s home basketball games. 

• Investigate the possibility of away game performances. 

• Coordinate annual youth cheerleading clinic each November. 

• Coordinate Cheerleading Team Fundraisers. 

• Participate in monthly meetings with the Director of Student Activities to discuss performance evaluations. 

• Work with the Assistant Athletic Director to reserve practice space in accordance to departmental 
procedures. 

• Work with the Assistant Athletic Director to coordinate game day performances, in accordance to 
departmental procedures. 

• Other duties as assigned. 

MINIMUM QUALIFICATIONS 
Education High School Diploma required.  Associates degree or higher preferred. 
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Experience Coaching or athletics administration experience is essential. 

Required 
Knowledge, 
Skills & 
Abilities 

• Up-to-date ACCAA certification. 
• Proven ability to relate to students, academic community, student body, off-campus 

constituents, professional colleagues and the general public. 
• Proven administrative, organizational and recruiting skills. Ability to use various software 

applications and standard office equipment. 
• Valid driver’s license and good driving record required. 
• Ability to work with a diverse campus community. 

 

 

 
SUPERVISORY RESPONSIBILITIES 

• Student employees 
STANDARDS OF PERFORMANCE 
• Demonstrated high level of commitment to the Elms College mission statement. 

• Demonstrated high level of commitment to the philosophies of the department of Student Affairs and the 
Athletic Department. 

• Demonstrated high level of commitment to the ideals of the coaching manual. 

• Ability to plan and implement successful programs as required. 

• Ability to recruit academically qualified cheerleaders. 

• Demonstrated willingness to work with various departments to encourage and strengthen student interest in 
Elms College. 

⋅ 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 
• Background check will be conducted upon hire and on a routine basis thereafter. Valid driver’s license 

and good driving record required. 

• Requires working nonstandard work hours including evenings and weekends. 

 
SIGNATURE OF INCUMBENT 

I understand the responsibilities as listed for the position as described above. 
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2017-2018 Student Employment Job Description 

 

Department: Residence Life Location: Front Desk, CC Suite 209 

Student job title: Office Assistant 

Is Federal Work-Study eligibility required for this position? X YES ◻ NO 

 

Brief description of job duties: Job responsibilities include greeting office guests, organizing 

overnight guests, record duty switches, roommate changes, purchasing lists, program proposals, 

organize program advertisements, tasks as assigned. 

Specific skills the job requires: Basic understanding of Google Drive, personable and positive, some 

confidential materials. 

 

If a specific major is required for this position, please list major here: 

Number of positions open: 1 Number of hours per week available: Negotiable 

Are available hours restricted? X Yes ◻ No 

If yes, please indicate the available hours below: 

 

Monday 8:30 AM-4:30 pm Tuesday 8:30 AM-4:30 pm Wednesday 8:30 AM-4:30 pm 

Thursday 8:30 AM-4:30 pm Friday 8:30 AM-4:30 pm  

 

How should the student contact the department for an interview? 

Supervisor’s name: Katelyn Campbell 

Phone number: 413-265-2260 

Email: campbellka@elms.edu 

  

mailto:campbellka@elms.edu
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The position overview: 
JOB OVERVIEW 
The Volunteer & Community Engagement Coordinator will develop and cultivate relationships with diverse 
community partners, including but not limited to, schools, youth groups, faith-based groups, clubs and individuals. 
The primary objective of this position is to oversee all aspects of the volunteer experience. The Volunteer & 
Community Engagement Coordinator will also strategically recruit, train and retain volunteers to meet the needs 
of the organization. 
 
REPORTING RELATIONSHIPS  
Reports to:  Development & Marketing Manager    
Supervises: No direct reports. Leads volunteer recruitment with schools, colleges, youth, faith-based and 
corporate groups, clubs and other interested individuals and community organizations. 

ESSENTIAL FUNCTIONS 

Volunteer & Community Engagement Coordinator 

Recruiting 

• Recruit volunteers for all Food Bank events and campaigns 
• Recruit volunteers for all departments and events via community volunteer fairs, internship fairs and 

direct college recruitment and other resources 
• Continuously improve procedures for the recruitment and placement of skill-based volunteers 
• Develop and/or maintain ongoing relationships with other volunteer recruitment organizations  
• Maintain current volunteer position descriptions and participate in community recruiting activities 

(summits, fairs, exhibits, direct recruitment, etc.) 
• Facilitate relationships with schools (K- college) and youth groups to engage youth in The Food Bank’s 

work through volunteerism 
 

Scheduling, Training, Facilitation and Coordination 
 

• Conduct volunteer intake activities to include skills assessment, experience, interests and special 
requirements to match volunteers with the appropriate opportunity and to provide applicable training  

• Schedule and facilitate  all corporate, student, civic, club, family, and individual volunteers as well as 
groups 

• Facilitate volunteer orientations and tours of The Food Bank (1 - 2 per month, including evenings and 
weekends) 

• Facilitate monthly family volunteer days (1 – 2 per month including evenings and weekends) 
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• Work with the Development Coordinator to organize and host event- and campaign-specific volunteer 
trainings 

• Lead tours for prospective volunteers and donors 
• Serve as the first point of contact to volunteers and act as a liaison between volunteers and staff to 

ensure a positive volunteer experience 
• Work with the Food Processing Coordinator to assist in planning and facilitating volunteer activities (15-

20per month including evenings and weekends) 
• Develop and execute volunteer recognition, including thank you notes and events (during national 

volunteer month, etc.) 
• Update, distribute and field questions about volunteer program (policies and procedures, applications, 

etc.)  
• Maintain volunteer database of involvement status, hours and generate monthly activity reports 
• Conduct monthly meetings with all Food Bank staff who engage volunteers to review their needs 
• Work with educators (K-college) to promote and implement The Food Bank’s education curriculum and 

activities as requested 
 
Food Drives 
 

• Organize food drives with schools, youth groups, civic organizations, corporations, individuals, etc.  
• Work with Food Operations staff to ensure the most efficient use of transportation and other logistics for 

delivery or pickups of food and food drives for partner agencies  
• Track all food drives appropriately and maintain donor thank you notes to acknowledge contributions 
• Sets up and coordinate any virtual food drive requests from schools or other organizations 

 
OTHER RESPONSIBILITIES 

• Work with the Communications Team to post volunteer and food drive information through social media, 
Food Bank website, newsletters and other volunteer web resources  

• Collaborate with appropriate staff to develop processes that will cultivate volunteers into donors and 
engage donors in acts of volunteerism  

• Assist the Development and Marketing Teams on an as-needed basis on other related activities including, 
but not limited to:     

o Table-station and/or speak at community events to help promote the work of The Food 
Bank 

o Assist with Food Bank events and campaigns  
o Other duties as assigned by the Development and Marketing Manager 

DAILY SCHEDULE 
• On alternating Saturdays, the individual in this position is required to work a 5-hour shift to facilitate 

volunteers in the warehouse 
• During busy times of year, the individual in this position is required to work one evening a week until 8pm 

to facilitate volunteers in the warehouse 
• Serve as the first back-up for corporate volunteer group support to the Development Coordinator and The 

Development Manager, including extra help for large groups or coverage when others are unavailable 
• Also includes additional nights/weekends beyond the set schedule, as they arise 

WORKING CONDITIONS 
• Ability to work standing or walking for up to 5 hours at a time 
• Ability to occasionally lift up to 50 lbs 
• Ability to stand, walk, sit, squat, bend, use hands to finger, handle, or feel objects, tools, or controls; reach 

with hands and arms 
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JOB SPECIFICATIONS/ REQUIREMENTS 
• Education & Training – Associate’s Degree or equivalent 
• Experience – Minimum 2 years’ with a non-profit organization with emphasis on development or 

volunteer programs 
• Strong diplomacy, written and interpersonal skills, public speaking skills with experience 
• Strong organizational and time management skills with a proven ability to coordinate trainings and to 

work independently as well as part of a team 
• MS office and database management skills 
• Experience and comfort working in a variety of cultures and communities  
• Valid driver’s license and positive driving record 

 
JOB PREFERENCES 

• Knowledge of, and experience with, issues related to hunger, poverty, and nutrition 
• Experience with volunteer management systems (Volgistics, etc.) 
• Bi-lingual Spanish speaking and writing skills are preferred 

 
 
How to Apply: Please submit a cover letter and your résumé to: jobs@foodbankwma.org with the subject line 
“VC2018”. The Food Bank of Western Massachusetts is an equal opportunity employer encouraging excellence 
through diversity and inclusion and a Living Wage Employer. 
 

In accordance with federal law and U.S. Department of Agriculture Nondiscrimination Policy, this institution is 
an equal opportunity provider and prohibited from discriminating on the basis of race, color, national origin, 
sex, religion, age, and disability, marital or familial status. To file a complaint of discrimination, write USDA, 
Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, 
D.C. 20250-9410, or call 202/720-5964 (voice and TDD). USDA is an equal opportunity provider and employer. 

 

  

mailto:jobs@foodbankwma.org?Subject=WHA2014
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Greta Shwachman 
Farm to School Program Coordinator 
Chicopee Public Schools 
Phone: (781) 752-6672 
Office: (413) 594-3453 
www.chicopeefresh.com  

tel:(781)%20752-6672
tel:(413)%20594-3453
http://www.chicopeefresh.com/
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Licensed Clinician 

 

Gandára Center provides residential, mental health, substance abuse and preventive services for 
children, adults and families across the Pioneer Valley of Massachusetts. Founded in the Hispanic 
community, we value cultural diversity and strive to provide culturally competent, innovative services to 
a diverse community. 

Gandára Center's mission is to promote the well-being of Hispanics, African Americans, and other 
culturally diverse populations through innovative culturally competent behavioral health, prevention, 
and education services. Established in 1977 The Gandára Center provides outpatient mental health and 
substance use services to the growing and largely underserved Hispanic community in Western 
Massachusetts. Gandára Center serves more than 10,000 people from all backgrounds per year at 45 
locations across the state of Massachusetts. 

The Gandára Center provides a progressive, team-based environment with many exciting job 
opportunities. Are you ready to work in an environment where caring is a way of life? Come join the 
Gandára Center today to be on your way to a rewarding career! 

General Description: 

The Clinician shall perform trauma-informed intakes, and conduct the intake, screening and assessment 
functions for family’s members experiencing CRA (Children Requiring Assistance) related issues. The 
Clinician works hand in hand with the Family Partner and are both housed within the Family Resource 
Center. 

Duties: 

• The Clinician is responsible for completing the modified CANS, as well as other identified 
supplemental behavioral needs assessments. 

• The Clinician oversees the development of the Family Support Plan 
• Provides ongoing supervision and case management oversight to the Family Partner. 
• Participate in quality assurance and program evaluation for the programs. Participate in the 

planning of community and Coalition events. 
• Facilitate family and parenting support groups. 
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Recruiter 
The Gándara Center, based in West Springfield, has been providing culturally sensitive 
behavioral health, substance use, prevention, and educational services to the region since 
1977. The agency was founded to advocate and provide for equal services in the Hispanic 
community. Today, the Gándara Center serves a diverse multicultural clientele in more than 45 
locations across Massachusetts and its family-centered and community-based approach 
reaches more than 13,500 children, families, and adults every year.  

Responsibilities 

• Recruiting staff for multiple locations throughout Massachusetts 

• Schedule and attend job fairs 

• Assist in the interviewing, background checking and credentialing of potential 
employees 

• Establish relationships with colleges, universities and recruiting sources 

• Establish retention initiatives for current employees 

• Assist with social media efforts 

• Post job opportunities on multiple recruiting websites 

• Spanish / English bilingual language skills strongly preferred 

BENEFITS 

• Retirement Plan 403(b) 

• Health Insurance 

• Dental Insurance 

• Vision Insurance 

• Life Insurance 

• Paid vacations 

• 11 paid holidays & 8 discretionary days a year 

 
---------- Forwarded message ---------- 
From: Angelo Cosme <acosme@gandaracenter.org> 
Date: Wed, Dec 6, 2017 at 9:47 AM 
Subject: Job Post 
To: "Center, Career" <careers@eldu 

mailto:acosme@gandaracenter.org
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 Accounts Payable/Accounts Receivable Assistant (Chicopee) 
 

Guardair Corporation is searching for an AP/AR Assistant.   This is a permanent part-time opportunity; 
approximately 29 hours a week.   The ideal candidate should have prior experience and/or knowledge 
working within an AP/AR environment and will be expected to perform the following tasks: 

• Run daily invoice and collection reports 
• Assist with credit and collections by maintaining records for delinquent accounts and retrieving 

documentation to support proof of delivery 
• Prep & meter outbound invoicing  
• Input daily invoicing through various EDI portals 
• Sort & distribute inbound USPS mail 
• Code inbound customer cash receipts 
• Download & print online vendor invoices and transaction details; as well as customer remittance 

advices 
• Maintain customer’s invoice delivery method preferences in ERP system 
• Maintain master database of customers requesting Certificates of Insurance 
• Assist with proper filing of all paid vendor invoices and receiving documents 
• Provide general accounting and clerical support to the accounting department, as needed. 

Strong attention to details and organization skills  

Working knowledge of Microsoft WORD and EXCEL are a must 

ERP experience a plus. 

Contact: careers@guardaircorp.com , Guardair Corporation, 47 Veterans Drive, Chicopee, MA 01022, 
Phone: 413-594-4884 

 
 
 

mailto:careers@guardaircorp.com
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http://www.humanserviceforum.org/ 

 

  

http://www.humanserviceforum.org/
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Our Climate 

Fellowship info: 
 
I am excited to share that the Put A Price On It Fellowship is accepting applications for the Spring 
Fellowship until December 15th. Please consider forwarding this description or sending an email of the 
attached flyer to any interested students or networks. Students can apply here.  
 
A little about us: Put A Price On It is a national campaign led by Our Climate and the Years of Living 
Dangerously, which mobilizes young people to advocate for strong and fair carbon pricing policies at the state 
and national level. By putting a price on carbon, we will hold polluters accountable and transition our economy 
to a clean energy future. Students will train and organize other students, rallying public support for carbon 
pricing policy, and engage directly with elected officials. Applications are currently being accepted for our 
Spring 2018 fellowship positions. 
 
A little about the Fellowship:  Fellows will work closely with Our Climate staff to achieve mutually agreed 
upon goals. This educational and supportive arrangement is designed to build a stronger and more diverse 
coalition of leaders needed to pass fair and effective climate policy. In order to strategically pass equitable and 
science based-policy, Spring Fellows will be based in regions where there is currently policy being considered, 
specifically the Northwest and Northeast. Fellows will be trained to conduct public outreach on the local, state, 
and national level, including but not limited to: 

• Seeking and securing campaign endorsements from businesses, cities, college and university 
presidents, organizations, and prominent individuals; 

• Identifying and securing opportunities to attend and participate in community events; 
• Participating in phone banks, door-to-door canvasses, and other list-building activities; 
• Writing and submitting media materials, including letters to the editor, op-eds, and press releases; 
• Helping to organize informational and community-building events (concerts, house parties, forums, 

etc.). 
Additionally, fellows will be encouraged to actively participate in team decisions around strategy, effective 
messaging, targeted outreach, and more. Spring (January-May) fellows will work on similar activities but with a 
stronger focus on the campus community. Learn more here! Questions can be directed to our Program 
Director at cassidy@ourclimate.us. 
 

https://docs.google.com/a/ourclimate.us/forms/d/e/1FAIpQLSebcsNuT8rQ580Rfivwha7gQmvjS9REjAtdLaLlc45TTa6UbQ/viewform?c=0&w=1
http://www.ourclimate.us/fellowship
mailto:cassidy@ourclimate.us
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Scribe America  

Start Your Career in Healthcare! No Previous Experience Required! Part-time and full-time positions 
available! 

The central role of the Medical Scribe is to relieve the physician of clerical or secretarial duties; thus, allowing the physician to focus 
more directly on clinical care. The scribe observes the physician during patient encounters and performs documentation on the 
physician’s behalf. Under the direction of the physician, they enter information into the patients electronic or written chart. At the 
physician’s request, the scribe must be able to locate past medical records, prior lab/radiology results, or past visit histories for the 
physician to review. Additionally, within the EMR itself the scribe needs the ability to enter data into the chart on the physician’s 
behalf. All scribe-entered data is reviewed and authenticated by the physician. 
 
The role of a Scribe America Scribe offers exciting first-hand experience in healthcare and full one-on-one shifts working with board 
certified physicians. The job is second-to-none for exposure to medicine, disease processes, medical decision-making and 
procedures performed in hospitals and outpatient facilities. 
JOB HIGHLIGHTS: 
-Offers one-on-one time with physicians 
-Exposure to an emergency or outpatient environment 
-Paid training providing a crash course in medicine including terminology, disease processes, emergency procedures, medications, 
medical decision making and more 
-Excellent resume builder for medical school or start to your career in healthcare 
-Great alternative career for those interested in CNA, MA, EMT, or Paramedic careers 

QUALIFICATIONS: 
-Must have a high school diploma or GED. A college degree, or current enrollment in a health related program is preferred 
-Computer and typing skills are required - minimum of 45 WPM 
-Familiarity with medical knowledge preferred 
-A responsible and mature individual with a passion for medicine 
 
POSITION TYPE: Entry-level. Part-Time typically 2-3 shifts per week. Full-time 4-5 shifts per week. Average shift is between 8-12 
hours. Hours will vary depending on location and specialty. 

Opportunities for advancement for those who qualify. Apply today! 
 
HOW TO APPLY: www.scribeamerica.com/apply 

For more information, you may also visit our website www.scribeamerica.com.  Please contact me if you have any questions about 
our program at fabiola.martinez@scribeamerica.com. 
Have a wonderful day!  
--  

 

Fabiola Martinez 
Recruiter 
Direct: 786.279.1061 | Corporate: 877.488.5479 | Fax: 786.497.4105 
fabiola.martinez@scribeamerica.com 

 
1200 East Las Olas Boulevard, Suite 201 | Fort Lauderdale, FL 33301 
ScribeAmerica.com | Doctors Save Lives. Scribes Save Doctors. 

  Point of Service Coding - Learn More 

 
NOTICE: This message is confidential, intended for the named recipient(s) and may contain information that is (i) 
proprietary to the sender, and/or, (ii) privileged, confidential and/or otherwise exempt from disclosure under 
applicable state and federal law, including, but not limited to, privacy standards imposed pursuant to the federal 
Health Insurance Portability and Accountability Act of 1996 ("HIPAA"). Receipt by anyone other than the named 
recipient(s) is not a waiver of any applicable privilege. Thank you in advance for your compliance  

 

https://scribeamerica-dot-yamm-track.appspot.com/Redirect?ukey=1NtYODaIAJ8ppy-NCk4gb14bpPrRB3bAZpodez9b42d4-2126684692&key=YAMMID-72612900&link=https%3A%2F%2Fscribeamerica-dot-yamm-track.appspot.com%2FRedirect%3Fukey%3D11Dmkigzzf5gTIiLJJUhh58MFTB-d1IcLF2_I6GzwJ1U-1769419124%26key%3DYAMMID-26199118%26link%3Dhttps%253A%252F%252Fscribeamerica-dot-yamm-track.appspot.com%252FRedirect%253Fukey%253D1CDsHGhgoIIUoZAUCkEj_6XH0JEv28Wt268gcGxw589E-1692219407%2526key%253DYAMMID-60934591%2526link%253Dhttp%25253A%25252F%25252Fwww.scribeamerica.com%25252F
mailto:essica.monroy@scribeamerica.com
tel:(786)%20279-1061
tel:(877)%20488-5479
tel:(786)%20497-4105
mailto:fabiola.martinez@scribeamerica.com
https://maps.google.com/?q=1200+East+Las+Olas+Boulevard,+Suite+201+%7C+Fort+Lauderdale,+FL+33301&entry=gmail&source=g
https://scribeamerica.com/
http://www.scribeamerica.com/pointofservicecoding
http://www.scribeamerica.com/pointofservicecoding
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By joining Teach For America, you will lead alongside people who are shaping the 

 future of our country—career educators, civil rights attorneys, ed tech entrepreneurs,  

socially conscious CEOs. 

Start your senior year with a job offer in hand, connect with our vast network of change makers,  

and access leadership development opportunities and paid internships available exclusively for  

early admitted applicants. 

If you will graduate between July 2018 and June 2019, you are eligible to apply early to  

the 2019 corps. 

Applying Early to TFA 
1. Application Details 
2. Early Admissions Opportunities 
3. Frequently Asked Questions 

 
  
 

      

  

 
Board of Health Internship 

https://www.teachforamerica.org/user/register
https://www.teachforamerica.org/join-tfa/how-to-apply/apply-early#application
https://www.teachforamerica.org/join-tfa/how-to-apply/apply-early#opportunities
https://www.teachforamerica.org/join-tfa/how-to-apply/apply-early#faqs
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Pool Compliance Inspector 

Town of Longmeadow 

Summer inspectional services needed by the Longmeadow Board of Health (BOH) for pre-permitting and on-going 
routine monthly inspections and emergency inspections of the 13 BOH- permitted Seasonal Pools.  These pool 
locations are generally at municipal locations, country clubs and apartment community/ housing complexes in the 
Town of Longmeadow.  Residential pools are not included.  This is an unpaid internship.   

 

The career building assets that will be garnered through the internship include: 

- Acquire or advance experience within a municipal Board of Health department.  

- Obtain or advance a working knowledge of Mass. Dept. of Public Health regulations (105 CMR 435.00, 
State Sanitary Code) 

- Acquire or advance experience in BOH compliance, evaluation and regulatory enforcement of health 
code and permitting process. 

- Once trained and mentored the candidate will utilize independent leadership and management skills 
working with pool facility owners to complete public pool inspections and evaluations.  

- Optional:  FREE online classes are available through the state for individuals interested in obtaining 
certification in specialized aspects of Massachusetts public health.  Certifications acquired can 
supplement the internship and public health career experience.     

 

The ideal candidate will be a student with an education focus in STEM, Public Health, or related field, or has related 
experience.  The candidate selected will receive training and mentoring.  Internship requirements: 

   

  -Internship mid-May to September, 2018 

   May = approximately 15hrs per week 

   June- September = approximately 2-3hrs per week 

  -Flexible schedule to be arranged with BOH director.  

  -Personal vehicle required (mileage will be reimbursed) 

 

The internship will be open for consideration until filled.  Interested individuals should submit a resume and cover 
letter by February 13, 2018 to: 

 

  Town of Longmeadow 

  Attn: Beverly Hirschhorn, Health Director 

  735 Longmeadow Street 

  Longmeadow, MA 01106  

  bhirschhorn@longmeadow.org  

  

mailto:bhirschhorn@longmeadow.org
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United Personnel 

Partnership and Communications Associate – Proteus Fund 
Are you passionate about progressive social justice movements? Are you eager to work in the non-profit and 
philanthropic sectors? Proteus Fund seeks a full-time Partnership and Communications Associate to be based 
out of Amherst, Massachusetts. 
  
Proteus Fund partners with foundations, advocates and individual donors to advance democracy, human rights 
and peace. We work towards the realization of a just, equitable and democratic world. Our current major 
initiatives work to reform money in politics and protect fair courts; to counter anti-Muslim sentiment and build 
the capacity of organizations representing Muslim, Arab, and South Asian communities; and to support 
collaboration between reproductive justice and LGBTQ advocates and faith leaders to protect fundamental 
rights. 
Come be a part of a growing function to serve as the key support associate in coordinating relationships with 
funding partners, implementing branding efforts, managing data systems, and creating communications 
material! This is an exciting opening for an enthusiastic and motivated person looking for a fast-paced 
opportunity to assist in building a new communications focus for a national social justice organization. 
  
As the Partnership and Communications Associate, you will: 

•         Work cross-functionally with all departments at Proteus Fund, both creatively developing 
big picture ideas and processes with the Director of Partnership and Communications and 
tactically implementing new tools and approaches; 
•         Support partnership staff with prospect and donor cultivation, solicitation, and stewardship 
efforts; 
•         Facilitate the organization’s income processes, including working with finance and project 
staff to ensure receipt and acknowledgement of funds via grants, gifts, memberships, and online 
fundraising efforts; 
•         Support the production of grant proposals and reports as needed for all programs; 
•         Contribute to monitoring and improving software tools and systems related to 
communications, partnership, and the organization’s digital presence; 
•         Contribute to the administration and coordination of the organization’s communications 
and marketing tools including email, social media, and content for digital and print as well as the 
Proteus Fund website including updating and refreshing web content, editing and managing 
news and updates, and ensuring brand integrity; 
•         Research current issues and trends related to social justice movements and philanthropy 

We are looking for an associate with excellent research, problem solving, and analytical skills. You will need to 
be creative, innovative, curious, and flexible; a thorough big picture, systems-thinker; and be able to thrive in a 
start-up type of environment. Fluency with digital communications and knowledge of the non-profit and 
philanthropic sectors as related to social justice movements is preferred. A Bachelor’s degree in 
Communications or a related field and 3-5 years of professional experience are preferred. 
For immediate consideration, email resume and cover letter to search firm United Personnel, c/o Abbie Emeigh 
at aemeigh@unitedpersonnel.com by January 10, 2018. 
Thanks, 
Abigail Emeigh 
Executive Recruiter |United Personnel 
Phone: 413.314.6083 
1550 Main St., Ste. 108 
Springfield, MA 01103 
How Great People Get to Wo 

mailto:aemeigh@unitedpersonnel.com
tel:(413)%20314-6083
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UMASS 

AMHERST 
 

Computer Science Career Fair 
09 FEB 
Add to Calendar 

Friday, 02/09/2018 10:00amto 3:00pm 
Campus Center Auditorium 

 
Career Development 
  
The College of Information and Computer Sciences (CICS) is hosting the Computer 
Science Career Fair on Friday, February 9th in the Campus Center Auditorium. 
@EMPLOYERS 
Interested? Contact CICS Careers for more information. 
Note: Space is limited and priority is given to IAP members. 
@STUDENTS 
Come find your next internship or job. Additional details and registration are available to 
computer science students on Handshake.  
Non-Handshake and non-UMass students are welcome to attend. 
LIST OF REGISTERED EMPLOYERS INCLUDES: 
ArcLight Consulting, Change Healthcare, Constant Contact, Fidelity, Galatea Associates, 
Global Prior Art, Google, Liberty Mutual, MassMutual, Optum, Oracle, Paytronix Systems, 
SilverRail Technologies, ViaSat 
Tommie Joyner Jr. 
Assistant Director for Career Planning, 
College of Information and Computer Sciences 
University of Massachusetts Amherst 
243 LGRC LOW RISE 
Amherst, MA 01003 
 Email:   tjoyner@umass.edu  
 Office:  (413) 545-4822 

 Fax: (413) 545-1249T THO 

mailto:cicscareers@cics.umass.edu?subject=Feb%209%20CS%20Career%20Fair%20-%20Employer%20Interest
https://www.cics.umass.edu/outreach/industrial-affiliates
https://app.joinhandshake.com/career_fairs/4005
mailto:tjoyner@umass.edu
tel:(413)%20545-4822
tel:(413)%20545-1249
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SUPPLY CHAIN OPPORTUNITIES 
  

Engineering Technician 
Internal & External Search 

DEPARTMENT:   Engineering 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:    Monday – Friday, 7:00am – 3:30pm or 
    Monday – Friday, 8:00am – 4:30pm  
 
 

 
Job Summary:  
Assist with the design, layout, testing and evaluation of mechanical and electro-mechanical parts, 
equipment and/or systems.  Participates in the development, evaluation and improvement of 
manufacturing processes and methods, developing SOPs and associated training programs, utilizing 
knowledge of engineering principles in accordance with product specifications and quality standards. 
 

•   Ensures the safe operation and optimum utilization of manufacturing and/or logistics machines and 
equipment through process review and equipment design reviews.  Qualifies and validates safety 
standards of equipment as they relate to OSHA and as regulated by the company. Provide design 
change recommendations to processes and/or equipment in order to meet safety standards. 
•   Participates in redesign efforts of existing processes, and provides manager with analyses and 
recommendations.  Creates documentation associated with new or modified process design. 
•   Provides technical support and initial training to customers including hourly production employees 
and mechanical staff for new equipment, processes or process changes. 
•   Reviews and establishes critical spare parts for all new equipment ensuring a cost effective supply 
of parts are available to minimize downtime and communicates this to the parts department.  
Establishes key non-standard maintenance tasks for new equipment and communicates the tasks and 
schedule to the maintenance department. 
•   Researches latest equipment as assigned and makes recommendations based on findings to 
improve productivity, quality or safety.  Designs changes to processes as assigned and reviews with 
manager or project lead.  Supports these changes as needed. 
•   Supports management of capital projects, including resources, research and ordering of 
components, and installation guidance.    
•   Supports project management team with raw material and product specifications.  Provides 
product development guidance including label sizing, and line compatibility. 
•   Support Technical documentation and develop schematics as required for all changes and new 
installations, including process documentation, electrical schematics and mechanical 
drawings/layouts. 
•   Assists in the development of CAPEX budgets for assigned projects.  Advises Engineers or project 
lead of costs and provides supporting data.  Assist in the tracking of Capital or project budgets but is 
not directly responsible for these budgets. Helps develop capital project financial justifications.   
•   Act as a technical expert in equipment and system analysis for troubleshooting and problem 
solving in both electrical and mechanical disciplines.   As a result ensuring equipment downtime is 
minimized and failures are mitigated in a timely manner. 
•   Work independently on assigned design and engineering tasks to support new product 
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development or process improvements. 
 
 

Minimum Requirements:  
• Previous machine operation experience in a manufacturing environment required for Machine 

Operator position.   
• Good analytical skills to troubleshoot and problem solve equipment. 
• Expectation to produce product at specific rates for each piece of machinery while maintaining 

quality standards. 
• Ability to exert physical effort up to 40% of the time for weights up to 60 lbs. 
• Be an effective team player, as well as have the ability to work independently. 
• A good working knowledge of basic arithmetic and the ability to calculate percentages.   
• Strong attention to detail a must. 
• Basic knowledge of computers a plus. 

Flexibility in work schedule is also required for possible overtime, work on holidays, weekends and extended hours with minimal notice and as 
required by operational need.  
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Job Flow Specialist 

Internal & External Search 
DEPARTMENT:   Production Planning 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  3rd Shift, Monday – Friday, 9:30 PM – 6:00 AM  
 

SALARY GRADE: U18 

 
 
Job Summary:  
 
This position supports and performs routine clerical duties relating to the work flow within 
Manufacturing.  Based upon established guidelines and criteria, this position is responsible for 
selecting and releasing jobs for both finished goods and sub-assemblies utilizing the 
manufacturing computer system.  Assists in maintaining a smooth workflow and coordinates 
necessary work tasks on the manufacturing floor by working closely with Facilitators, 
Operations Leaders, Planning Department, and others who support the production control 
function.  Additional job duties include: following set procedures to select and sequence jobs, 
processes and assignments to individual work centers or lines; documents and maintains job 
status for clear communication between shifts and to external customers; develops and maintains 
reports required to provide information about the activities of the manufacturing team; prepares 
production reports and other related functional data; contributes to the development of process 
and procedures for the area including flow charting and writing of Standard Operating 
Procedures. 
 
Minimum Requirements:  
 

• 1-2 years experience in a manufacturing environment.   
• Strong computer skills and proficient with MS Word and Excel required.  Familiarity 

with Manufacturing/Logistics job release systems strongly preferred. 
• Ability to work in a fast paced environment while maintaining accuracy and a positive 

attitude.   
• Proven communication skills; including both written and oral.   
• Strong attention to details.   
• Ability to write reports and perform simple analysis.    
• Basic math skills.    
• Ability to manage multiple tasks while meeting strict deadlines. 

 
 
 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends and 
extended hours with minimal notice and as required by operational need.  
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Lab Tech II 

Internal & External Search 
DEPARTMENT:   R&D 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  2nd Shift, Monday – Friday, 2:00pm – 10:00pm  
 

SALARY GRADE: U18 

 
 
Job Summary:  
 
Conduct or monitor a wide range of laboratory test procedures utilizing a variety of specialized 
equipment and materials.  Perform research testing on raw materials, new products and equipment.  
Provide assistance to the Wax Prep department and Production toward issue resolution. 
  
Minimum Requirements:  
 

• High School Diploma or equivalent required. Associate degree preferred. 
• Previous experience preferred or experience in related discipline. 
• Demonstrated strong written and verbal communication in order to accurately & 

succinctly report data and test results. 
• Demonstrated flexibility, problem solving and organizational skills including strong 

attention to detail.   
• Ability to multi-task. 
• Ability to successfully prioritize one’s own work in a fast-paced environment.  

Demonstrated ability to work independently. 
• Posses moderate to strong math skills. 
• Basic skills in Word, Excel, and Access.   

 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends and 
extended hours with minimal notice and as required by operational need.  
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Licensed Electrician 1st Shift  

Internal & External Search 
DEPARTMENT:   Electrical 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  1st  Shift, 5:30am – 2:00pm, Monday – Friday  
 

STATUS:    Non-Exempt, Full-time 
 

 
Job Summary:  
 
A variety of electrical maintenance work such as designing, installing, maintaining, 
troubleshooting and repairing a wide range of electrical operations on a variety of machinery and 
equipment in production and all other areas of Yankee Candle facilities.  
 
Minimum Requirements:  
 

• A valid Massachusetts State Journeyman Electrician license absolutely required (a 
photocopy of the license must accompany your application). 

• A minimum of 1-2 years’ experience with the installation, maintenance and repair of 
electrical work on production equipment within a commercial or industrial environment. 

• The ability to design, install, maintain and troubleshoot and repair a wide range of 
electrical circuitry including motors, control panels, PLC operated machinery, heating 
units, lighting, etc. 

• The ability to read electrical and mechanical blueprints and schematics. 
• Demonstrated ability to work independently in the successful performance of assigned 

projects.  Good decision-making skills including considerable initiative, clear judgment 
and some ingenuity. 

• Must have excellent problem solving skills, written and verbal communication skills, 
organizational skills and strong attention to detail. 

  
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need. 
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Licensed Electrician 2nd Shift 

Internal & External Search 
DEPARTMENT:   Electrical Department 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  2nd Shift, 1:30pm – 10:00pm, Monday - Friday 
 

STATUS:    Non-Exempt, Full-time 
 
 
Job Summary:  
A variety of electrical maintenance work such as designing, installing, maintaining, 
troubleshooting and repairing a wide range of electrical operations on a variety of machinery and 
equipment in production and all other areas of Yankee Candle facilities.  
  
Minimum Requirements:  

• A valid Massachusetts State Journeyman Electrician license absolutely required (a 
photocopy of the license must accompany your application). 

• A minimum of 1-2 years’ experience with the installation, maintenance and repair of 
electrical work on production equipment within a commercial or industrial environment. 

• The ability to design, install, maintain and troubleshoot and repair a wide range of 
electrical circuitry including motors, control panels, PLC operated machinery, heating 
units, lighting, etc. 

• The ability to read electrical and mechanical blueprints and schematics. 
• Demonstrated ability to work independently in the successful performance of assigned 

projects.  Good decision-making skills including considerable initiative, clear judgment 
and some ingenuity. 

• Must have excellent problem solving skills, written and verbal communication skills, 
organizational skills and strong attention to detail. 

  
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need. 
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Licensed Electrician 3rd Shift Weekend 
Internal & External Search 

DEPARTMENT:   Electrical Department 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  Weekend PM Shift: Friday & Monday, 9:30PM – 6:00AM 
         Saturday & Sunday, 5:30PM – 6:00AM 

 

STATUS:    Non-Exempt, Full-time 
 
 
Job Summary:  
A variety of electrical maintenance work such as designing, installing, maintaining, 
troubleshooting and repairing a wide range of electrical operations on a variety of machinery and 
equipment in production and all other areas of Yankee Candle facilities.  
  
Minimum Requirements:  

• A valid Massachusetts State Journeyman Electrician license absolutely required (a 
photocopy of the license must accompany your application). 

• A minimum of 1-2 years’ experience with the installation, maintenance and repair of 
electrical work on production equipment within a commercial or industrial environment. 

• The ability to design, install, maintain and troubleshoot and repair a wide range of 
electrical circuitry including motors, control panels, PLC operated machinery, heating 
units, lighting, etc. 

• The ability to read electrical and mechanical blueprints and schematics. 
• Demonstrated ability to work independently in the successful performance of assigned 

projects.  Good decision-making skills including considerable initiative, clear judgment 
and some ingenuity. 

• Must have excellent problem solving skills, written and verbal communication skills, 
organizational skills and strong attention to detail. 

  
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need. 
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Machine Operator 3rd Shift 
Internal & External Search 

DEPARTMENT:   Manufacturing 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  3rd Shift, Sunday - Thursday, 10:00pm – 6:00am 
 

STATUS:    Non-Exempt, Full-time 
 

 
Job Summary:  
Specific responsibilities include running equipment and troubleshooting, following schedules and 
calculating formulas, exercising good judgment to comply with instructions and standard 
procedures.  Will need to be knowledgeable in using automated and manual equipment including: 
basic hand tools, temperature gauges, wax tanks, pumps, hoses and packaging equipment.   
 
Minimum Requirements:  

• Previous machine operation experience in a manufacturing environment required for 
Machine Operator position.   

• Good analytical skills to troubleshoot and problem solve equipment. 
• Expectation to produce product at specific rates for each piece of machinery while 

maintaining quality standards. 
• Ability to exert physical effort up to 40% of the time for weights up to 60 lbs. 
• Be an effective team player, as well as have the ability to work independently. 
• A good working knowledge of basic arithmetic and the ability to calculate percentages.   
• Strong attention to detail a must. 
• Basic knowledge of computers a plus. 

 
 
 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Machine Operator 5th Shift (12 Hour Days) 
Internal & External Search 

DEPARTMENT:   Manufacturing 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  5th Shift, 5:45am – 6:00pm, rotating schedule (2 on, 2 off, 3 on, 2 
off, 2 on, 3 off) 

 

STATUS:    Non-Exempt, Full-time 
 

 
Job Summary:  
Specific responsibilities include running equipment and troubleshooting, following schedules and 
calculating formulas, exercising good judgment to comply with instructions and standard 
procedures.  Will need to be knowledgeable in using automated and manual equipment including: 
basic hand tools, temperature gauges, wax tanks, pumps, hoses and packaging equipment.   
 
Minimum Requirements:  

• Previous machine operation experience in a manufacturing environment required for 
Machine Operator position.   

• Good analytical skills to troubleshoot and problem solve equipment. 
• Expectation to produce product at specific rates for each piece of machinery while 

maintaining quality standards. 
• Ability to exert physical effort up to 40% of the time for weights up to 60 lbs. 
• Be an effective team player, as well as have the ability to work independently. 
• A good working knowledge of basic arithmetic and the ability to calculate percentages.   
• Strong attention to detail a must. 
• Basic knowledge of computers a plus. 

 
 
 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Machine Operator 6th Shift 
Internal & External Search 

DEPARTMENT:   Manufacturing 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  6th Shift, 5:45pm – 6:00am (2 on, 2 off, 3 on, 2 off, 2 on, 3 off) 
 

STATUS:    Non-Exempt, Full-time 
 

 
Job Summary:  
Specific responsibilities include running equipment and troubleshooting, following schedules and 
calculating formulas, exercising good judgment to comply with instructions and standard 
procedures.  Will need to be knowledgeable in using automated and manual equipment including: 
basic hand tools, temperature gauges, wax tanks, pumps, hoses and packaging equipment.   
 
Minimum Requirements:  

• Previous machine operation experience in a manufacturing environment required for 
Machine Operator position.   

• Good analytical skills to troubleshoot and problem solve equipment. 
• Expectation to produce product at specific rates for each piece of machinery while 

maintaining quality standards. 
• Ability to exert physical effort up to 40% of the time for weights up to 60 lbs. 
• Be an effective team player, as well as have the ability to work independently. 
• A good working knowledge of basic arithmetic and the ability to calculate percentages.   
• Strong attention to detail a must. 
• Basic knowledge of computers a plus. 

 
 
 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Maintenance Worker, Part-Time  
Internal & External Search 

DEPARTMENT:   Maintenance 
  

BUILDING:   YCM - Logistics 
 

HOURS:  Saturday and Sunday, 6:00am – 4:00pm   
 

STATUS:    Non-Exempt, Part-Time  
 
 
Job Summary:  
 
Perform a variety of custodial duties to maintain Yankee Candle Company’s physical facilities in 
an orderly and habitable condition both indoors and outdoors.  Specific duties include daily 
routine custodial work (trash removal, cleaning bathrooms, floor care, etc.); minor building 
maintenance (light plumbing, patching walls, paint touch-ups, hanging objects, etc.); seasonal 
work (snow removal, raking, lawn maintenance, etc); and other specially assigned task as 
required.  This position primarily supports YCM distribution center but can include other local 
campus buildings, grounds and parking lots.   
 
Minimum Requirements:  
 

• Minimum 1 year of custodial/maintenance experience strongly preferred.  Light 
plumbing experience a plus. 

• Must be able to work independently with minimal supervision to complete daily and 
specially assigned tasks.   

• Must be flexible to work both indoors and outdoors to perform a variety of duties ranging 
from emptying trash to shoveling snow. 

• Experience operating power tools and hand tools including electric drills, saws, 
wrenches, screwdrivers, hammers, etc. required.  

• Experience to operate power equipment such as golf carts, lawn tractors, and snow 
blowers strongly preferred. 

• Strong commitment to customer service to maintain pleasant, service-oriented contact 
with employees and guests.  Strong communication skills and diplomacy are essential. 

• Must be able to exert physical effort up to 40% of the time with weights over 60 lbs.  (A 
post-offer pre-placement physical will be conducted due to the high level of physical 
demand required for this position). 

 
 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Manufacturing Facilitator 
Internal & External Search 

DEPARTMENT:   Manufacturing 
  

BUILDING:   YCP – Manufacturing  
 

HOURS:  3rd Shift, Sunday – Thursday 9:45PM – 6:00AM    
 

STATUS:    Non-Exempt, Full-Time  
 
Job Summary:  
Perform a variety of duties in an assigned work center to manufacture our candles.  Specific 
responsibilities include ensuring quality control standards are met or exceeded; ensuring safety, 
productivity and customer service; maintaining department inventory; operating, 
troubleshooting, repairing and conducting preventative maintenance to various pieces of 
equipment; participating in the work completion of product; closing out jobs and reporting 
negative variances to operations leaders; training Machine Operators and providing direction to 
associates in the absence of an Operations Leader; assisting with the creation of standard 
operating procedures within the candlemaking and packaging areas; and other similar duties 
primarily to support the manufacturing goals of Yankee Candle Company. 
 
Minimum Requirements:  

• Previous Machine Operator experience and demonstrated mechanical aptitude a must. 
YCC machine operations experience in a variety of manufacturing areas is preferred.  
Additional manufacturing experience is strongly desired, particularly in 
candlemaking/production.  

• Strong attention to detail, good organizational skills and excellent communication skills 
are required. 

• Demonstrated problem solving skills and the ability to prioritize ones own work and the 
work of others. 

• Ability to work independently as well as work in a team environment is essential. 
• Ability to read and write in the English language, and knowledge of basic arithmetic required. 
• Ability to exert physical effort up to 40% of the time for weights up to 50 1bs. 
• Must be able to effectively lead others to provide direction to a group of employees; 

training, assisting and instructing employees; and directing and maintaining workflow.  
• Working knowledge of company policies, practices and procedures as they pertain to manufacturing  

operations. 
• Knowledge of computers including Excel and MS Word strongly preferred 

Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Mechanical Technician 3rd Shift 

Internal & External Search 
DEPARTMENT:   Mechanical 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  3rd Shift, Sunday – Thursday, 9:30pm – 6:00am  
 

STATUS:    Non-Exempt, Full-time 
 

 
Job Summary:  
 
The mechanical technician position performs a variety of mechanical duties to adjust, trouble 
shoot, repair, maintain, install and rebuild customized industrial machinery to support operational 
business goals. The mechanical technician will work from mechanical drawings and schematics in 
accordance with standard practices; will read and interpret hydraulic, pneumatic and electrical 
schematics and drawings. Analyze and trouble shoot programmable logic controllers, input, and 
output devices using ladder logic interpretation. In addition, the mechanical technician will work 
with our team of engineers to determine root cause and corrective actions.  
 
Minimum Requirements:  
  

• A minimum of 3 years previous work experience performing industrial mechanical work 
on various systems, including pneumatic, hydraulic, electronic, electrical control systems.  

• Demonstrated ability to troubleshoot, repair, rebuild and install mechanical components, 
or closely related experience, is required. 

• Must be service-orientated including strong skills in communication, cooperation and 
diplomacy.   

• Ability to work independently in the successful performance of assigned projects. 
• Ability to exert physical effort to lift weights up to 60lbs on a frequent basis. 
• Ability to read and write in the English language required in order to interpret blueprints 

& schematics, as well as to complete work-order requests and record work performed. 
• Basic computer skills including e-mail usage and PLC control experience preferred.  
• Electrical knowledge and ability to operate fork trucks and man lifts a plus. 

 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need. 
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Mechanical Technician 3rd Shift Weekend  

Internal & External Search 
DEPARTMENT:   Mechanical 
  

BUILDING:   YCP - Manufacturing 
 

HOURS:  3rd Shift, Friday and Monday 9:30pm – 6:30am,  
  Saturday and Sunday 5:30pm – 6:00am  

 
 

 
Job Summary:  

The Mechanic Technician performs a variety of mechanical duties to adjust, trouble shoot, repair, 
maintain, install, and rebuild special purpose industrial machinery and support equipment including 
minor electrical trouble shooting and repairs. Assures the reliability of all production equipment in 
support of operational business goals. 
Responsibilities:  

•      Performs necessary repairs and adjustments to systems and components to ensure the proper 
operation of production machinery and equipment.  Maintains and repairs all racking systems and 
safety systems including performing of audits.  

•      Analyzes, diagnoses, and trouble shoots problems, determines the extent of, and makes repairs. 
Performs scheduled preventive maintenance on equipment as assigned.  

•      Operates drill press, lathe, milling machine, sheet metal breaks, shears, and other equipment used  
in fabrication or modification of machine parts and guarding. Operates mig, tig, and arc welding 
equipment.  

•      Fits black iron pipe, copper pipe, and tubing includes cutting, threading, and soldering while working 
from scissor lifts, ladders, catwalks, or in confined spaces.  

•      Works from mechanical drawings and schematics in accordance with standard practices. Reads and 
interprets hydraulic, pneumatic, and electrical schematics and drawings.   

•      Analyzes and trouble shoots programmable logic controllers, input, and output devices using ladder 
logic interpretation. Works with engineers to determine root cause and corrective actions.  

•      Maintains and repairs any facility item or system which they are qualified such as dock doors, dock 
plates or fork trucks and other logistics equipment.   

• Works safely in order to help preserve the safety and health of coworkers, guests and visitors as well 
as their own.  Follows all company safety/accident polices and procedures and adheres to all 
applicable safety laws and regulations.  Notifies management promptly of any safety 
hazards/violations or accidents/injuries.  Participates in safety training.  Properly uses and maintains 
Personal Protective Equipment.   

Key Qualifications: 
• High School diploma or equivalent experience.  
• 1-2 years related experience.  
• Mechanical experience on various systems, such as pneumatic, hydraulic, electrical, and controls 

systems. 
• Service oriented. 
• Strong communication skills including cooperation and diplomacy. 
• Basic arithmetic and computer skills and strong attention to details. 
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Receiver 2nd Shift  
Internal & External Search 

DEPARTMENT:   Logistics   
  

BUILDING:   YCG 
 

HOURS:    2nd Shift, Monday – Friday 2:00pm – 10:00pm  
 

STATUS:    Non-Exempt, Full-Time 
 

 
Job Summary:  
This position is responsible for performing a variety of highly manual operations to expected 
productivity standards in support of the receiving functions in the Receiving Department, 
primarily at YCG.  Position will include: receiving;; material and stock handling; unloading and 
moving incoming shipments/deliveries; recording discrepancies; visually inspecting items for 
damage; checking, counting and comparing quantities received against freight bills and purchase 
orders; working with the Radio Frequency corporate inventory and performing 
scanning/checking functions; powered equipment operation and similar other duties in support of 
the Receiving and Stockhandling departments. 
Minimum Requirements:  

• Willingness and ability to operate various types of powered equipment, (i.e. turret, pacer, rider jack, 
reach truck, etc.), hand trucks, and related manual equipment.  

• Knowledge and awareness of warehousing guidelines, and/ or safe storage techniques preferred. 
• Ability to exert physical effort for weights up to and over 40 lbs.  Safety awareness and thorough 

knowledge of lifting procedures is also required.   
• Strong attention to detail including speed and accuracy in counting and checking. 
• Ability to read and write in the English language, and knowledge of basic arithmetic is needed. 
• Familiarity with freight terms and abbreviations, various forms such as freight bills, purchase orders, 

transfer sheets, and/or similar documents would be a plus. 
• Computer experience needed. Word and Excel preferred. Experience with Oracle warehouse 

management system a plus. 
• Ability to work independently or as a team member in a busy manufacturing/warehouse environment. 
• Flexibility to work at YCM and YCI as operationally needed. 

 
 
 

 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends and extended hours 
with minimal notice and as required by operational need.  
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CORPORATE OPPORTUNITIES 
 

Associate Regulatory Affairs Specialist 
Internal & External Search 

DEPARTMENT:   Regulatory    
  

BUILDING:   YCO – Corporate  
 

HOURS:    1st Shift 
 
 
Job Summary:  
Provides internal and external support to the Regulatory Department by assisting in gathering data and 
information, entering and maintaining the ingredient information database as well as generating hazard 
communication documents for Yankee Candle manufactured products.   Provides support for product 
safety and regulatory compliance. 
 
Responsibilities:  

• Assist the Hazard Communication Regulatory Affairs Specialist in the development of US and 
global Safety Data Sheets. 

• Assist the Product Safety Specialist in the development of fragrance and non-fragrance 
ingredient information dossiers. 

• Organize and index all existing safety and regulatory files and documents.  
• Under supervision, enter and maintain formulation database, add fragrance attributes, generate 

fragrance spec sheets, and verify international inventories. 
• Under supervision, check in and maintain regulatory documentation: including incoming 

fragrance regulatory documents; drug and poison control information (DPIC) reports and file 
appropriately. 

• Assist in conducting Fragrance Review: runs reports, request and catalog vendor regulatory 
information, adds new skus , verifies accuracy of documents against YCC requirements, forwards  
information to appropriate personnel  for review , updates as necessary and provides  
notification to the Data integrity group. 

• Assist in conducting fragrance review for purchased products by: logging the incoming 
purchased product fragrance requests for the appropriate Project Managers, request the 
regulatory documents form the vendors, review the documents per the YCC regulatory 
requirements and then notify the requestor of the results.  Gathers additional information as 
necessary. 

• Assist in collecting and filing REACH compliance documentation 
• Assist in conducting product testing. 
• Assist in research projects as necessary for the Regulatory and Product Safety Department 

Key Qualifications: 
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• Associate’s Degree or equivalent experience.   
• Minimum 2 years of applicable experience. 
• Experience with chemical, cosmetic and toxic substances (air care or fragrance 

experience) strongly desired. 
• Experience working with MSDS's, labels, Life Cycle Management, 
• Demonstrated success in project management / coordination 
• Experience with MSDS software. 
• Must be detail oriented with effective verbal and written communication skills  
• Ability to manage multiple tasks and projects effectively and independently 

 
Notice:  
This position is subject to a criminal background check and potentially and an education verification as part of the application process.  At the 
time of interview, internal and external applicants will be required to sign a release authorizing the company to conduct criminal background 
check and/or education verification. 
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International Account Specialist 

Internal & External Search 
DEPARTMENT:   International Distributors, Wholesale 
BUILDING:   YCO – Corporate  
 

HOURS:    Monday – Friday, 1st Shift  
 

STATUS:    Exempt, Full-time 
 
Job Summary: 

The International Account Specialist is responsible for and provides order fulfillment support for 
our large International Accounts. The ideal candidate will act as the primary communication 
and operational liaison to International Accounts ensuring all customer order expectation is 
reached.  

Responsibilities:  
• Responsibilities include order processing from point of receipt to shipment ensuring 

that customer routing requirements are adhered to.  
• Reviews incoming orders, checks for accuracy, including customer specific pricing, 

promotional discounts, ship dates, terms, routing requirements, etc. before the order is 
released.  

• Proactively monitors product availability on open orders and communicates potential 
backorders to customer and Internal Sales and Operation Teams.  

• Provides customer planner/buyer with feedback on future product availability and 
makes recommendations for cancel and reorder if necessary.  

• Keeps abreast of customer routing guide changes and ensures new requirements are 
communicated throughout sales, operations and is to avoid chargeback’s. 

•  Assists in researching/disputing customer chargeback’s. 
Key Qualifications: 

• Associates Degree or equivalent preferred 
• Strong computer skills (Excel and Word) 
• 1-2 Years of Inside Sales and/or Customer Services experience or closely related experience in a 

Sales office or similar environment. 
• Ability to juggle multiple tasks and prioritize one’s own work. Strong self-motivation.  
• Attention to detail and strong organizational skills.  
• Ability to work independently or as part of a team. 

 
 

N otice: This position is subject to a criminal background check and potentially and an education 
verification as part of the application process.  At the time of interview, internal and external applicants 
will be required to sign a release authorizing the company to conduct criminal background check and/or 
education verification. 
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Manufacturing Facilitator 

Internal & External Search 

DEPARTMENT:   Manufacturing 
  

BUILDING:   YCP – Manufacturing  
 

HOURS:  3rd Shift, Sunday – Thursday 9:45PM – 6:00AM    
 

STATUS:    Non-Exempt, Full-Time  

Job Summary:  

Perform a variety of duties in an assigned work center to manufacture our candles.  Specific 
responsibilities include ensuring quality control standards are met or exceeded; ensuring safety, 
productivity and customer service; maintaining department inventory; operating, 
troubleshooting, repairing and conducting preventative maintenance to various pieces of 
equipment; participating in the work completion of product; closing out jobs and reporting 
negative variances to operations leaders; training Machine Operators and providing direction to 
associates in the absence of an Operations Leader; assisting with the creation of standard 
operating procedures within the candle making and packaging areas; and other similar duties 
primarily to support the manufacturing goals of Yankee Candle Company. 

Minimum Requirements:  

• Previous Machine Operator experience and demonstrated mechanical aptitude a must. 
YCC machine operations experience in a variety of manufacturing areas is preferred.  
Additional manufacturing experience is strongly desired, particularly in 
candlemaking/production.  

• Strong attention to detail, good organizational skills and excellent communication skills 
are required. 

• Demonstrated problem solving skills and the ability to prioritize ones own work and the 
work of others. 

• Ability to work independently as well as work in a team environment is essential. 
• Ability to read and write in the English language, and knowledge of basic arithmetic required. 
• Ability to exert physical effort up to 40% of the time for weights up to 50 1bs. 
• Must be able to effectively lead others to provide direction to a group of employees; 

training, assisting and instructing employees; and directing and maintaining workflow.  
• Working knowledge of company policies, practices and procedures as they pertain to manufacturing  

operations. 

• Knowledge of computers including Excel and MS Word strongly preferred. 
Flexibility in work schedule is also required for possible overtime, work on holidays, weekends 
and extended hours with minimal notice and as required by operational need.  
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Customer Service Associate, 1st Shift, Full-Time 

Internal & External Search 

DEPARTMENT:   Consumer Direct   

BUILDING:   YRS 

HOURS:    1st Shift, Full-Time  

The Customer Service Rep is responsible for a variety of routine customer contacts via the telephone, 
email and letters.  This position will be responsible for accepting and assessing customer orders as well 
as addressing customer concerns and questions.  The ideal candidate will be able to place and review 
orders, review gift certificates, process claims and special requests and credits/returns.  The candidate 
will also be called to answer questions with regards to YCC retail operations and will require above 
average phone etiquette and excellent communications skills.  This position will also require the ability 
to work with logistics equipment and follow logistics processes. Duties include but are not limited to: 

Responsibilities:  

• Performing various duties within the Standard Operating Procedures to ensure accurate 
Stockhandling, Returns, Restocking, Shipping, and Receiving processes to meet the department’s 
mission of providing excellent and on time customer service 

• Operating electric and motorized material handling equipment in a safe, accurate and efficient 
manner 

• Loading and unloading trailers; taking inventory; documenting and invoicing orders and product 
movement; retrieving and stocking materials and product 

• Counting, comparing, checking and inspecting quantities of materials and product. 

Key Qualifications: 

• Demonstrated customer service skills preferably in a retail sales office and/or a call center 
environment.  

• Exceptional oral & written communication skills including business correspondence.  
• Safety Awareness and thorough knowledge of lifting procedures.  Ability to exert physical effort 

to lift weights up to 30lbs on a frequent basis. 
• Highly adaptable to various clerical routines requiring speed, accuracy, flexibility and 

confidentiality.   
• Ability to operate, with accuracy, Computer, ten-key calculator/adding machine, and facsimile 

machine. 
• Thorough knowledge of basic math, including addition, subtraction, multiplication and division 

in the process of calculating customer order costs, credits, and/or shortage information. 
• Demonstrated ability to work independently as well as a team member in a very busy office 

setting. 
• The energy, enthusiasm, time and dedication to take on a fast-paced, demanding, and dynamic 

position 
• Flexibility to work overtime hours including weekends and holidays as needed                                                                                                                                                                                                                                                                                                                                                        
• MSWord experience is a plus.  
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	UMASS
	Computer Science Career Fair
	    Researches latest equipment as assigned and makes recommendations based on findings to improve productivity, quality or safety.  Designs changes to processes as assigned and reviews with manager or project lead.  Supports these changes as needed.
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