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Job Leads Listings, August 9th, 2010


	

	Administrative Assistant- Association Management Firm seeks full time Administrative Assistant/Secretary with 5 years experience, minimum. Qualified candidate will possess excellent organizational skills, written and verbal communication skills, PC proficiency in Microsoft Word, Excel and Powerpoint. Convenient downtown location with free 
parking and good working conditions.  Send resume and salary requirements to: 
Thomas Associates Inc. ATTN: Sandra North 
1300 Sumner Ave. 
Cleveland, OH 44115 

snorth@thomasamc.com 

Receptionist General Office - Fast paced, growing west side distribution company seeks a part time organized professional with great people skills who can handle busy phones, multi-tasking and changing priorities. General office computer skills a must. Fax resume to:
216-661-5030. No calls or walk-ins please. An E.O.E. employer.
Hy-Tech Products Inc
4705 Brookpark Rd
Cleveland OH 44134 

Printer/ Multi-Function Service Technician 

Company Profile:   Founded in April 1978, Meritech is celebrating 32 years in business. Dedication to customer satisfaction and service excellence has paved the way for Meritech to be the premier servicing dealer in Northeast Ohio, and the oldest office equipment company in Cuyahoga County still owned and operated by its original founder. We are proud of our accomplishments and continue to put service and training at the forefront of the digital marketplace, focusing on the value of improving customer workflow with the latest office technology. Visit our website at http://www.meritechinc.com to see why Meritech is "NOT JUST ANOTHER  COPIER COMPANY". 

 We are currently looking for a self-motivated Printer/Copier/Scanner Service Technician. 

The ideal candidate must possess the following: 
High School Diploma 
Willingness & Ability to Learn 
Basic PC Skills 
Experience working with Laser and LED print 
engines 
Certifications on Laser / LED Printers, Wide Format, Scanners or Copiers 
(A plus but not required) 
Good Organizational Skills 
Strong Troubleshooting and Customer service skills 

Duties Required For This Position Include: 
Local travel to Field 
Service calls 
Onsite troubleshooting and repair of equipment 
Usage of PC for troubleshooting, resources and light clerical 
Working with customers and support staff to resolve issues 

We make a strong commitment to our employees allowing them to grow their professional career while contributing to success of the company. If you are interested in a challenging and exciting new opportunity, we would like to hear from you! 

Meritech is an Equal Opportunity Employer.   Meritech is a Drug-Free Work Place. 

Contact Information:   Mark McKay mmckay@meritechinc.com  or  Andy Furda 
afurda@meritechinc.com 

Administrative Assistant/Customer Service (Cleveland, Ohio )

Date: 2010-08-04, 5:04PM EDT   - Reply to: job-j6dae-1880951312@craigslist.org 

Spartan Logistics – Ohio Warehouse Specialists – Cleveland, Ohio Opening 
Spartan was founded in 1988 in Columbus, Ohio as a warehouse and distribution provider to service the growing industrial base and taking advantage of Ohio's central location. Our officers have over 100 years combined experience in the warehousing and distribution field. Spartan's sales focus has been in handling of food grade materials, glass, paper, and fragile/ high value products. In addition to warehousing, Spartan provides full-service transportation. This allows Spartan to provide seamless pick-up, storage and delivery to our customers. And we need a new Team Member to help keep us driving forward in our newest Ohio warehouse! 

Job Summary - The Administrative Assistant will provide customer service, data management, communication, invoicing, record keeping and communication for multiple customers in a busy warehouse environment. In addition, this person will schedule pick-ups and deliveries, coordinate dock management, maintain inventory control levels, data entry of daily shipping and receiving activities and process monthly invoices. 

Principle Job Duties - 
Schedule Deliveries 
Pick-ups at the Facility 
Deliveries to the Facility 
Data Entry 
Process daily receipts 
Process daily shipments 
Edit and print Bill of Ladings 
Post daily activities 
Inventory Control 
Inventory reconciliation 
Processing cycle counts 
Process EDI daily 
Billing -Create and process monthly invoices 
Accounts Receivables -Collect on past due accounts 
General Duties 
Order office supplies 
Order Warehouse supplies 
Filing 
Cleaning 
Organization 

( And other duties as assigned 
Minimum Qualifications 
• Customer service oriented 
• Strong oral communications skills 
• Strong written skills 
• Leadership skills 
• Multi-task orientated 
• Fluency in Microsoft Office 
• Experience in QuickBooks helpful 
• Attention to detail 
( Bonus Qualifications: 3PL & Inventory Control Background 
Spartan is an Equal Opportunity Employer. This Company does background check to include pre-employment & random drug testing. Hours generally are from 7-3:30 Monday thru Friday.

· Location: Cleveland, Ohio 

· Compensation: $10.00 - $10.50 per Hour 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

· Posting ID: 1880951312

Administrative Assistant 

Employer: International Society of Explosives Engineers

Non-profit association located in south east suburb of Cleveland has immediate opening for an Administrative Assistant.  Responsibilities will include order processing and fulfillment, working with database, purchasing, marketing, inventory control and product development along with other general office duties.  Some travel maybe required.

 

 

Requirements: 

Must have good communication skills, working knowledge of Microsoft Office and the ability to handle multiple projects simultaneously.  Knowledge of desktop publishing is a plus.

E-mail resume and salary requirements to hu-man-resources@yahoo.com (dashes equate to an underline)

Staff Accountant 

Hahn Loeser + Parks, a 100+ Attorney downtown law firm, has an immediate opening for an experienced Staff Accountant. This position requires dealing with highly confidential and deadline-oriented issues, working closely with the CFO, COO, and the Accounting Manager. Duties will include managing the A/R function, preparing monthly account reconciliations, journal entries and client analyses, entering expense reports, petty cash and serving as the backup to the Accounting Manager as well as others within the Accounting department. This is a non-exempt position. 


Candidate must possess the following: 


- Bachelor's Degree in Accounting or Finance a plus; 

- 3-5 years experience within an accounting department, supervisory experience a plus; 

- Law firm and Elite Enterprise application experience a plus; 

- Ability to work independently and as part of a team; 

- Excellent communication skills and strong sense of confidentiality and judgment. 

Email resume to: jmosack@hahnlaw.com 

ACCOUNTING -General Accountant needed for a NE Ohio Construction Co. Job rqmts are at least 2 years exp & Associates degree in accounting, strong computer skills is a must & exp. in the construction ind. a plus.   Send complete resume, salary history/rqmt to: hrconstruction1@ gmail.com 

Accounting/Office Assist. - Beachwood Real Estate Management office seeking part-time reliable, detail-oriented individual with pleasant telephone manner. Expanded duties include general accounting and payroll tax reporting. Quickbooks a must. Knowledge of property management software preferred. Fax resume to 216-595-1804 or Email to: commpk123@yahoo.com 
Administrative Assistant - Fast paced, Solon, OH based co. Looking for organized & efficient person to manage office & administrative needs of the co.. Salary plus benefits. E-mail resume to hr@mfssupply.com . Please specify position.
Admin Coordinator - Oppty in Oakwood Village. Team environment in a distribution center for someone well-organized, dependable, accurate in computerized data entry (10 key by touch), w/exlnt communication. May also help out in the warehouse. Apply to: MEDCO, 21548 Alexander Rd., Oakwood Village, OH 44146; fax: 440-735-1460; email: rzander@medcocorp.com    EOE M/F/D/V

Assembly, Technician & Chemical Packaging positions available at STERIS Corporation (Mentor, OH)! 12-14 month temporary assignments. Full-time hours. 1st, 2nd & 3rd shifts. HS diploma/GED required. Drug screen and background check required. Previous experience required.  Email resumes to: recruiter3 staffsol.com  or fax to: 440-461-5570

Electronic Assembly - A growing company seeks a highly motivated individual to assemble electronic devices and wiring harnesses. Mechanical skills required. Ability to understand and troubleshoot basic electronic circuits a plus. 2 year Technical Degree preferred.   Send resume to: PDI , ATTN: George Piscsalko , 30725 Aurora Rd. 
Solon, OH 44139   or e-mail to:   techsearch@pile.com
Machinist + Machine Operators - NTS, a Manufacturer in business for over 100 years, seeks experienced Machinists and Machine Operators. Machinists must have experience with manual machines like Lathes, Bridgeports, Boring Mills, and Drill Presses. Position requires setting up machinery and some operating. Must be willing to assist in various areas throughout plant. Competitive wages and benefits. 

Fax resume to HR Dept. at: 216-361-3111   Email: hr@nicopress.com  Or apply in person at: 5100 Superior Ave., Cleveland, OH  (NATIONAL TELEPHONE SUPPLY)

MANUFACTURING POSITIONS - West side Cleveland manufacturer looking for: 
Tool maker 
Cnc Mill/ Lathe Operators 
Maintenance / 
Machine Repair 
Please send resumes to: Gear Company of America, 14300 Lorain Ave, Cleveland, OH 44111

Machinist

2.4 Meter Vertical 
Turning Center 
Monday-Thursday (Nights) 
1 Position available & 
Weekend Shift 
Friday-Sunday (Nights) 
1 Position available 

Journeyman Machinist (Manual) 
Large Engine Lathe, ID/OD Grinding & Keyseating 
Monday-Friday (Days) 
1 Position available 
Monday-Friday (Nights) 
1 Position available 

4 Meter Coordinate 
Measuring Machinist 
Monday-Friday (Nights) 
1 Position available 

5.3 Meter CNC-Induction Hardening Machine 
Operator 
Monday-Friday (Nights) 
1 Position available 

2 & 3 Meter CNC - 
Gear Cutter 
Monday-Friday (Nights) 
1 Position available 

Contact Information: The Horsburgh & Scott Company  Hrpost2010@gmail.com 
216-432-3788 - Fax 

Flatwork Finishers -Lorain Co Concrete Contractor is seeking experienced concrete finishers. Must have valid driver's license and be insurable. 3 yrs min. exp. required. Must be able to run trowel machines, straight edge and do all types of forming. This is a full time position starting right away with a competitive wage, benefits and vacation. Please apply in person at MPW Construction Services, 41807 State Route 18, Wellington, OH 44090.  No phone calls please 

CLERICAL - Long-term employment.  All shifts. Full-Time.  Parma area. Good  computer skills required. Holidays plus benefits.  Full-Time.  Apply at www. keyofficeservices.com

Citizen's Academy-- a nationally recognized community public elementary school in University Circle is accepting applications for the following position: 

Part-time / Office Assistant -Ideal candidate will hold at least an Associates degree, have excellent computer skills, be self motivated, be a team player and have strong customer service skills. Expected hours are 8:30a.m.-1:30p.m. 5 days a wk.   ccash@ citizensacademy.org    1827 Ansel Road , Cleveland, OH 44106 

Secretary -Responsible for greeting clients, answering phones and other clerical tasks.  Resume to PacerConst@aol.com  (PRATT BOLTON CO)

Legal Secretary - Buckingham, Doolittle & Burroughs, LLP, has an opening in our Cleveland office for a full-time Legal Secretary. Ideal candidate must have at least 3 years of experience in litigation & employment law. Candidate must also possess 
excellent computer skills, have a strong work ethic, and must be able to work independently and as part of a team. Please send resume to Marianne Cecchi, at mcecchi@bdblaw.com . Deadline to apply is 08/20/10.

OFFICE MANAGER - REM OHIO, Inc, a service provider to people with intellectual and developmental disabilities, is accepting resumes for an Office Manager in our northern regional office. Minimum requirements include a high school diploma/GED, (advanced education preferred) with five years office related experience, including successful supervision of staff. Knowledge of computer software systems & general office equipment is required. 

The successful candidate will be dedicated employee who possesses positive office leadership qualities, including self-management, ethical work behaviors, professionalism, confidentiality & schedule flexibility.   Send resume, along with salary requirements by Friday, August 13, 2010 to:  REM Ohio, Inc. ,  Attn: Office Manager Position 
9775 Rockside Road, Suite 200, Valley View Ohio 44125 

No Phone Calls or Email Please EOE 

Front Desk - Energetic, friendly, customer service orien-tated individual. Apply in person Mon-Fri 10a-4p or send resume to: Staybridge Suites  6103 Landerhaven Dr., Mayfield Hts, OH 44124  hotelmanager@starybridge-east.com
Chief Engineer & Entry Level Front Desk Clerk – Looking for full time, energetic individuals that love working with people, are great at multi-tasking and want to grow with our company. We are looking for the following positions:  Cleveland Westlake, 30100 Clemens Road 
Westlake OH 44145 , 440-892-2254 

Chief Engineer 
Entry Level Front 
Desk Clerk 
Must be able to work 
flexible shifts 

Cleveland Airport, 17525 Rosbough Drive 
Middleburg Hts OH 44130 
440-234-6688 

Entry Level Front 
Desk Clerk 
Must be able to work 
flexible shifts 

Inquire Within 

RECEPTIONIST / SWITCHBOARD- St. Augustine Manor- Nursing Facility
Full-time.  Must be time-flexible.  Rotating weekend, holiday and vacation coverage.  Only those applicants with outstanding customer service skills will be considered.  Must be punctual, dependable, and courteous.  Superior telephone etiquette, professional demeanor and appearance are essential.  Light typing & clerical tasks.  Excellent benefits.  Pre-hire background and drug screening.  High school diploma/GED, required.  Mail or fax your resume or come in to apply.

St. Augustine Manor

Human Resources

7801 Detroit Avenue

Cleveland, Ohio  44102

Fax:  216-939-7630

www.staugustinemanor.org

E.O.E.

Rocky River Brewing Company - HOST/HOSTESS - AM/PM  LINE COOK - PM 
SERVERS  Please apply after 11:30 am at 21290 Center Ridge Rd., Rocky River, OH 

COOK - Must be exp'd.   Part time.   Apply In Person:   Katherine's Restaurant 7533 Pearl Rd. Middleburg Hts. Call 440-243-7373 

SUMMER HELP- Orlando Baking Company is accepting applications for Seasonal Help in the Production Plant. All shifts available, $7.90 hr. Work week will be any day of the calendar week (includes weekends).   Must join Baker's  Local Union 19.  Drug Free Environment/EEO  Place Applications At: 7777 Grand Avenue, Cleveland, Ohio 44104  Or Fax: 216-426-3701
*No Phone Calls Please* 

Community Health Worker, Moms First Program 

Employer: 

Merrick House 

Location: 

Cleveland, Ohio 44109 United States 

Under the supervision of the Case Manager, the Community Health Worker is responsible for recruiting, enrolling and retaining pregnant women.  The Community Health Worker provides care coordination and education in relation to the pregnancy through home visits to program participants and their families.  Specific duties include, but are not limited to:

· Locate and enroll women in need of prenatal care, and provide support services via community canvassing and other outreach efforts.

· Assist in the identification of families at risk for infant mortality, particularly where the child shows signs of failure to thrive, abuse and neglect.

· Perform home visits to women enrolled in the program to provide health education and and facilitate risk reduction activities.

· Make referrals to appropriate medical or social agencies and resources according to participant needs and  risk factors.  Follow up on all referrals.

· Provide education to program participants in the areas of prenatal risk and interconceptional care issues such as substance abuse, smoking and alcohol use.

· Participate in MomsFirst community activities and events while encouraging participants to attend as well.

· Maintain paperwork, reports and records as required meeting all deadlines.

  Requirements: 

Associate's Degree or higher.  Two to three years experience in the community performing outreach services.  Bilingual (Spanish) a plus.  Must have dependable transportation and car insurance.

Contact: Monica Seigers Fax: 216-961-4726 Address: Merrick House West
3167 Fulton Road, Cleveland, Ohio 44109

Software Technical Support - Entry level position. Learn networks, database, Internet, telecomm, programming as part of our technical team. Provide telephone & remote tech support for wireless software products; internal IS support; software testing. Strong foundation of PC's, Windows OS required.   Networking, HTML & PHP experience a plus. Starting wage $10 - $15/hr. 

Send resume to: 
InfoRad Inc,  Dept TS, 
635 East 185th St, 
Euclid, OH 44119; inforad@inforad.com ; www.inforad.com 

Order Entry - ProofingSeeking detail oriented individuals for our order entry and order proofing department. 
Skill:- Ability to enter data at a net rate of 8,000 keystrokes per hour
- Proficient in MS Word and Excel
- Ability to proof and correct the entered data against original order forms

Familiarity with Cardiff Teleform a plus.

Qualified candidates, please send your resume to jobs2010P@ohioschoolpictures.com
Contact: Rob Dirne Phone: 440 234 1337 Address: 1213 West Bagley
Berea, Ohio 44017

HVAC Repairperson - The Cuyahoga County Board of Developmental Disabilities seeks full-time HVAC Repairperson. All qualified applicants must have a HS diploma, a minimum 5 years experience in over-all school or commercial building HVAC maintenance or mechanical contracting, specialization in trouble shooting bldg mgmt systems with pneumatic and digital controls, and applicants must currently hold a Universal CFC Refrig License, and a valid Ohio drivers license with an excellent driving record. Equal Opportunity Employer. No walk-ins and no phone calls please. If you meet these qualifications, please send a detailed resume to: 

Employment Manager - HVAC 
Cuyahoga County Board of Developmental 
Disabilities 
1275 Lakeside Ave East , Cleveland, Ohio 44114 

Sales Position - A growing Cleveland-based Technology Company is seeking account managers, account administrators, and inside sales reps to work closely with our team members to manage our accounts and provide customer services. These positions offer the opportunity to work with strong, established accounts with no cold calling. 
Candidate requirements include excellent oral and written communication skills. 
We offer competitive salary, benefits, profit sharing, training, and more. Entry level 
candidates are welcome to apply.   Submit resume to: hr.ohiotech@gmail.com 

STAFF COORDINATOR -Industry leader in the staffing industry seeking a career-oriented individual with the ability to contribute professionalism, independence, and excellent people skills.   A background in the service industry is a plus. This position within our company entails inside customer service, hiring and testing of candidates, along with administrative duties in our Valley View office. Willingness to travel to other offices as needed is required. 

We are seeking motivated, results-oriented individuals who have the ability to work in a fast-paced environment and strive on excellent customer service skills. Serious inquires only can send salary history and resume to: mluther@callos.com or fax to: 330-645-9530 

Paralegal Position - Cleveland area law firm with ten attorneys seeks paralegal with strong background in workers' compensation and other administrative proceedings. Self-starter with good work ethic and the ability to problem solve. $35-45K doe. Mail or email resume & cover letter to: Paralegal Position , 3875 W. 33rd Street , Cleveland, OH 44109 
dma7602@yahoo.com 

TEAM PROCESSOR - Position requires strong Microsoft suite skills (Word & Excel). Provide client and carrier support by telephone and Email. 

Maintain client business rules, rates, and contact info. Full time. Benefits & 401(k). Salary commensurate with experience Cover letter with salary requirements must be submitted for consideration. Contact:  cromer@ctlogistics.com   216-267-5945 

Auto SERVICE TECH - Immediate opening for 2 certified service technicians with Lincoln Mercury Ford experience. Excellent working environment, pay, benefits and uniforms. Must have clean driving record. This is a drug free workplace. No phone calls please. Apply in person at: 

Nick Mayer , Lincoln Mercury,  24400 Center Ridge  Westlake, OH 44145 

School Bus Drivers COMPETITIVE PAY RATES Alternative Workforce, Inc. has immediate openings for Qualified Ohio School Bus Drivers for a possible position in the Cleveland Metropolitan School District. Training and Certification available to CDL license holders with no P and S endorsements. Clean driving record and Ohio School Bus Endorsement preferred Driver Abstracts, Criminal Background Checks and Drug Screens will be strictly enforced. Call 1-888-742-5023 EOE

Drivers CLASS A 
"STEEL HAULERS" 
Clean CLASS A license. MUST HAVE 1 yr. exp. 
Local & OTR 
Company & Owner 
Operators wanted! 
Call: 216-883-3600, 
Mon-Fri, 8am-5pm

Route Driver/ Customer Service -Magid Glove & Safety is looking for a detailed person to service key customers in Cleveland and Canton. Duties: Pick up and delivery of safety products, inventory, and taking orders. Must have valid D.L, clean record. Full-time, benefits.   Send resume to mikewalsh@ magidglove.com
Security Guard - Unarmed security needed at major sports complex in downtown Cleveland. Dependable transportation, clean background and drug screen required. EOE. 
Please fax resumes to: 440-918-6626  or call: 800-875-2939.

Security Officers - $9.50/HOUR- PT Officer needed in Chagrin Falls. MUST be drug free, have clean criminal background check (no felonies, no misdemeanors) & VALID Ohio driver's license. Apply in person Mon. and Tues. only at 1440 Rockside Rd. suite 109, Parma, 44134.   NO PHONE INQUIRIES United Security, LLC. 

Machine Operators - Due to unprecedented growth, Morgan Electro Ceramics, a manufacturing company in Bedford, is accepting applications for: 

Clean Room 
Machine Operators 
and Inspectors 
All shifts 

1st shift (7:30a - 4:00p) 
2nd shift (3:30p-12:00a) 3rd shift (11:30p - 8:00a) 

These positions will primarily handle product and operate equipment in a clean room environment. Basic computer knowledge is required. Starting rate is $12.50/hr. 

Grinder - 2nd Shift - The Grinder position consists of the set-up and operation of various pieces of equipment. 

Morgan Electro Ceramics is a drug-free workplace and we conduct pre-employment drug screening. We are a union shop with a full benefits package. You may apply in person Monday thru Friday 8:30-11:30 and 1:30-4:30 through August 13th. No applications will be accepted after August 13th. 

NO PHONE CALLS WILL BE ACCEPTED. 
Morgan Electro Ceramics, 232 Forbes Road, Bedford, Ohio 44146 

EEO/M/F/V/H 

MARC'S Fun for your money! Leading regional deep discounter is seeking qualified, highly motivated individuals to join our Maintenance Department Team. Positions will be responsible for Store Level Maintenance and Repairs, Store Remodels and New Construction, and On Call Support for Emergency response. Qualifications include Plumbing, Electrical, and Carpentry experience and a clean and valid driver’s license. HVAC experience is a plus! We offer a competitive salary commensurate with experience, excellent health benefits, 401K, vacation time, store discount, and much more. If you are interested in learning more about these great opportunities, please submit your resume to: Marc Glassman, Inc. 5841 West 130th St. Cleveland, OH 44130 Fax: (216) 267 – 0088 Email: humanresources@marcs.com (PLEASE DO NOT SEND ATTACHMENTS) 2504589-01

WELDER-Manufacturer of air craft components is seeking an individual in aerospace manual TIG Welding. EOE  Apply at Pako, Inc. 7615 Jenther Mentor, OH 44060

Welder-Level 2- Swagelok  - Requisition Number 10-0114   Job ID: 11858886
Position Summary:
To operate welding equipment within both cellular and non-cellular work environments. Position requires the ability to learn multiple types of welding and test equipment (Swagelok power supplies, Swagelok standard/micro weld heads, dual/single chuck weld lathes, leak detection equipment, bore scope, VAC Dri-Train, Comparator, buffing wheels, and appropriate inspection gages). A general knowledge of Control is preferred. Print reading ability is required. The ability to trouble shoot and make appropriate judgment calls based on experience is required. The welder must demonstrate a high attention to detail that is balanced by the ability to meet production demands.

Key Responsibilities:
· Custom stainless steel tubing fabrication per customer orders, 
· Manual and semi-automatic tig-weld, 
· Be able to perform piping blue-print reading, 
· Ability to plan and layout work
· Perform simple / complex changes, adjustments, and set-up to equipment
· Check machined parts visually and dimentionally according to quality standards
· Set-up parts, processes, and machine as required
· Troubleshoot and correct problems for set-up, non-conformance, tooling and machine processes
· Ability to learn new equipment and processes.
· Read manufacturing prints.
· Meeting production and quality objectives of the welding department.
· Use gages and test equipment.
· Performs all production welding operations.
· Performs required preventive maintenance.
· Enters required data in Control
· Must perform the above listed, as well as all other assigned responsibilities in a safe and efficient manner.
· Operate Lathe and Mills 
Requirements Position Requirements:
Education:  High school diploma or GED preferred

Experience: 3+ years tig-welding experience, Must be certified in manual welding skills in order to pass 6G pipe tests as well as ASME Code requirements/tests. Have an Understanding of advanced math and basic geometry, and Basic troubleshooting and set-up.

Skills/Knowledge :
· Basic understanding of manufacturing prints and products. 
· Basic computer skills.
· Basic shop math - ability to do simple calculations such as stack-ups
· Mechanical aptitude.
· Troubleshooting skills.
· Understanding of gages including calipers, go/ no-go, and comparator

Physical Requirements: 
· Good Vision: Must be able to sustain effective visual inspection over an 8-hour shift
· Lifting: May lift up to 25 lbs. Frequently
· Manual dexterity: Must demonstrate manual dexterity required to properly handle products and gages
· Sitting/ Standing: May be required to sit or stand 8 hours per day. Must be able to move throughout the shop floor to gather samples, move parts, etc 

http://cleveland.jobnewsusa.com/job/A615Y615S636C627X636T636A636F630.aspx
Employment Specialist - 2 Positions (Cleveland, Ohio)

Reply to: job-rwt7m-1881843954@craigslist.org 


Mental Health Services, Inc. , Cleveland, Ohio     www.mhs-inc.org 

Employment Specialist-Supported Employment 
(2 Positions) 

Under general supervision, carries out the services of the IPS-supported employment program by assisting consumers obtain and maintain employment that is consistent with their vocational goals. Completes and maintains progress notes and documentation according to agency and regulatory service standards. This position assists consumers obtain and maintain employment that is consistent with their vocational goals. Qualified candidates must be able to maintain progress notes and documentation according to agency and regulatory standards. 

Bachelor’s degree in social services, business, marketing or related field required. Valid Ohio driver’s license proof of automobile insurance also required. 

This is a full time, non-exempt, union position with a minimum starting salary of $12.98 per hour. The hours are 8:30am – 5:00pm, Monday through Friday. 

Please email (reichgotte@mhs-inc.org) or fax (216-861-7072) resume if interested. 

· Location: Cleveland, Ohio 

· Compensation: $12.98/hour ($27,000/year) Dental, Vision, Paid Time Off, Holidays, Flexible Spending, Medical, Life, Health Savings Account, 401K, Prescription Plan 

· This is at a non-profit organization. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

· Posting ID: 1881843954

Administrative/Data Entry/Bookkeeping (Westlake)

Reply to: job-em3ju-1880762818@craigslist.org 

Full-Time Administrative support for six CPA's including all front office duties, greeting clients, answering phones, assembling of personal and corporate tax returns, mail, purchasing, entry of employee hours and coding of services to insure proper billing to clients. All office A/P and A/R. General bookkeeping, coding and data entry for clients including monthly, quarterly and year end data and reconciliation of their accounts as well as payroll information and entry of monthly, quarterly and year end payroll information and processing of reports to be filed for tax purposes. 

Knowledge of tax software (ProSystem FX would be a plus) 
Must have experience in Microsoft Word, Excel and QuickBooks. 
Please send resume. 

· Location: Westlake 

· Compensation: TBD 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

· Posting ID: 1880762818

Bookstore now hiring (Cleveland)

Reply to: arn9@case.edu 

Bookstore hiring several workers for our upcoming busy season. You may work as a bookseller, stocker, or cashier. Must be friendly, dependable and a hard working. We are in the University Circle neighborhood.   We look forward to hearing from you. 

· Location: Cleveland 

· Compensation: $7.30 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

PostingID: 1880032205


Janitor/cleaner - needed for job in Maple Hts. Monday - Friday, to begin after 5:30 PM, approximately 3 hours per clean.  Interested in people who live in the Maple Hts. area.  Clean criminal background, drug test, dependable transportation and valid driver’s license required. Experience preferred. Go to website at www.ajaxcommercialcleaning.com and download an application - fill out and snail mail, fax or email. Information on website.  Call 330-928-4543 for more information.
Local Forge Shop in Cleveland Ohio is looking to fill an immediate need for a Die Polisher in our Tool and Die Shop. Experience is preferred, but will train the right individual. This is a Union Shop. First shift 7am-3:30pm with benefits after probationary period. Probationary wage is $8.50/hr. $10.99/hr after probationary period for 1st year. Please send resumes or letters of interest to : brett@ruppforge.com.

Maintenance Supervisor (Maple Heights, OH)

Reply to: job-p5twv-1880963953@craigslist.org 

An assisted living facility is searching for a maintenance supervisor. 

Duties: Performs a variety of work in the maintenance and repair of buildings and grounds at various facilities/sites including carpentry, electrical, plumbing, glazier, and painting tasks; repairs and treats structures such as floors, showers, sinks, walls, roofs, and carpets; performs minor troubleshooting, repairs, and adjustments of locks on doors, cabinets, desks, closets; repairs door hinges; cleans plugged key slots; changes filters on heating, ventilating and air conditioning units; services appliances, kitchen, and emergency equipment; hooks up appliances; reports mechanical malfunctions to appropriate party for action; moves and assists in moving furniture and equipment at various facilities/sites; exercises discretion in identifying projects requiring the services of a higher skilled crafts person; assists in obtaining quotes and arranging for services of outside vendors as needed; annotates and updates work logs for specific site requirements; activates and deactivates building alarms and responds to alarm calls during and after regular work hours; maintains clean, safe, and orderly work sites. 

To apply for this position, please use our online application at: http://www.lamplightcommunities.com/about-us/employment-opportunities.php. 

· Location: Maple Heights, OH 

· Compensation: TBD 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

	
	

	
	


PostingID: 1880963953
Service Technician - HVAC (Cleveland)

Reply to: job-gm5ut-1880081975@craigslist.org National retail facility service company seeks motivated and RELIABLE technician to handle a variety of repair services at our retail customers’ facilities in and around Cleveland and surrounding areas.  
This is a serious long-term career position – we are looking only for a RESPONSIBLE applicant. 
-Must be able to answer and be reachable by cell phone. 
-Must be able to perform the following tasks: Servicing, troubleshooting, installation and cleaning of HVAC equipment. Ability to service and maintain commercial ice machines, reach-in and walk-in coolers, freezers and related products is a plus. 
-Must be EPA and/or state licensed. 
-Must have Universal Refrigerant Certification. (minimum R-22 & 410) 
-Must be knowledgeable in electrical. 
-Must have own tools and vehicle. Larger tools and equipment may be provided. 
-Must be able to work overtime and on-call. 
-Must be able to respond to emergency requests on occasion. 
-Must be extremely detail-oriented and complete all aspects of projects. 
Candidates must be clean, neat, have a positive attitude, neat in appearance, be PROFESSIONAL and possess excellent people skills. 
On-call basis to start. 
MERIT-BASED RAISES AND BONUSES! 
Starting Pay $15-$20/hour PLUS mileage (based on experience). Salary paid in full weekly; 1099 employee. 

*Access to ladders, recovery machine, torches and/or vacuum pump equipment a PLUS! 

Please email cover letter with salary requirements and a resume confirming your skill level with above trades. A list of your actual skills in which you are proficient will assist us in evaluating your candidacy. You be called immediately after review and will receive all our direct contact information. 

· Location: Cleveland 

· Compensation: Starting Pay $15-$20/hour PLUS mileage (based on experience). Salary paid in full weekly; 1099 employee. 

· Principals only. Recruiters, please don't contact this job poster. 

· Please, no phone calls about this job! 

· Please do not contact job poster about other services, products or commercial interests.

	
	

	
	


PostingID: 1880081975

Data Entry Auditor- Broadvox is a VoIP telecommunications company that is actively seeking candidates to fill a newly created part-time position as a Data Entry Auditor.
Responsibilities will include:
     Auditing various electronic databases for data entry errors
     Researching and addressing conflicting information
     Maintaining objectivity 
     Documenting/quantifying findings
 To be considered for the position, candidates must:
     Have 2-4 years bookkeeping experience
     Be willing to learn new technology
     Be able to handle adversity with tact and diplomacy
     Have strong oral and written communication skills
     Have a strong aptitude for Microsoft Office (especially Excel) 
     Be a self-starter and able to work independently
     Be extremely well organized
     Have strong attention to detail
     Have the ability to meet multiple deadlines simultaneously
     Be willing to transition to full-time as the position develops
Preferred Qualifications:
     College degree in Business
     Experience as a business analyst 
We offer a competitive salary.  This is a great opportunity for a self-motivated individual who excels in a professional, fast pace work environment.  If you feel you have the right qualifications, please send a cover letter, resume, salary history and include the Job ID reference number in subject line of your email to the following address hr@broadvox.com. 
We regret that we will only be able to respond to candidates selected for an interview
EOE
Job ID No:  2010/DEA/31
   
Quality Coordinator                                               Location:   Cleveland East   
Job Code:   Quality Coord 060910                         # of openings:   1   
  
Regency Hospitals are national centers of clinical excellence, where we care for critically ill patients. How do we do it? We are committed to educating and training the most dedicated staff in a challenging and rewarding environment. 

We are a long-term acute care hospital company dedicated to giving people their lives back. We achieve this by having outstanding, caring physicians and nurses who love what they do and who practice aggressively with quality and compassion. Our solutions for patients also include providing the most technologically advanced equipment available, and by creating an environment where there is hope and a desire to get well. 

It’s our mission to give people their lives back when they thought they might never have the chance to live again. We are a different kind of hospital with a different kind of culture. And it shows in everything we do. Here at Regency, you’ll rediscover what it was you loved about caring for people. 

Position Description:  Quality Coordinator
The Quality Coordinator coordinates the comprehensive program for the review of patient care at the local hospital level. This person will collect data for the quality improvement, risk/loss prevention, infection control, employee health and safety and peer review functions for the medical and hospital staff. 

 

Primary Job Duties:
   o  Use clinical expertise to provide input on quality initiative design, measurement,
     implementation, and reporting

    o Work directly with physicians and clinical staff to pull data, evaluate accuracy, and make recommendations to ensure reliability of data

    o Oversee the investigation and tracking of quality issues and patient complaints

    o  Maintenance of quality related records.

    o  Research quality issues and analyze results for trends and opportunities for improvement.  

    o  Prepare and present cases for peer review as assigned; and document, implement, and monitor  corrective action plans to completion.

    o  Conduct audit processes to ensure compliance with regulatory and accrediting agency’s decision time frame and notification requirements. 

    o  Assist with monitoring utilization practice patterns of the contracted physicians, hospitals and ancillary providers to identify practice patterns and trends 

    o Prepare monthly meetings of the Quality Improvement Committees.

 

Position Requirements:
    o Current RN licensure required (State of Ohio)

    o 5 Years experience in either Infection Control or Quality Management 

    o Knowledge of Federal, State and Local regulations and laws as well as HEDIS, PIC, COLA,  CMS and other regulatory requirements

   o CPHQ certification highly desirable

   o  Must be highly detail-oriented and able to manage multiple priorities effectively in a fast-paced environment

Must be proficient with Microsoft Office software programs including Word, Excel and Power Point
Apply directly to website www.regencyhospital.com
Other openings STNA CLE061110D (day) 7 openings

	                                  
	                                       STNA CLE061110N (night) 6 openings
                                       RN Night Part Time   

                                               PT Unit Secretary (West)


Apartment maintenance - Experienced Maintenance Tech needed for westside apartment complex. Must have knowledge of plumbing, carpentry, electrical and HVAC . HVAC certified a plus! Package to include, salary, housing and insurance. Pre-employment, drug & criminal screening.   E mail your resume to:  valhala0054@yahoo.com or Fax: 440-886-1890 

Maintenance - F/T maintenance position available for southwest suburb apt. community. Applicant MUST have a min 3 yrs prior maint. experience in an apt. complex or similar employer & be knowledgeable in all areas of general maint. repairs including electrical, plumbing, HVAC, suite prep, etc. Qualified applicants must be able to multi-task, have excellent customer relation skills & problem solving abilities. Required to perform on-call duties & live on-site w/ apt provided. Pay suitable to knowledge & experience. Fax resume to:
440-843-7764. 

	The Rock and Roll Hall of Fame and Museum, the world's first museum dedicated to the living heritage of rock and roll music, is currently seeking candidates for the position of Library Assistant.  Reporting to the Catalog and Metadata Librarian, the Library Assistant is responsible for processing incoming library materials, performing basic copy cataloging of library materials, assisting with acquisitions duties, and providing basic reference service to Library and Archives users.

The Rock and Roll Hall of Fame and Museum is an equal opportunity employer and a Drug Free Workplace.



	

	Requirements: 

	A bachelor's degree in a related field is preferred.  The qualified candidate must possess two to three years library experience, preferably in an academic, research, or special library environment; experience processing monographs and serials in an integrated library system, preferably Millennium and experience performing copy cataloging of library materials in several formats.

 For consideration send resume and cover letter detailing your qualifications along with salary history to:  Rock and Roll Hall of Fame and Museum, 1100 Rock and Roll Boulevard, Cleveland, OH  44114-1022, Attn:  Human Resources - Library Assistant or e-mail at hr@rockhall.org or fax to: (216) 515-1998.  To see the detailed job description, please visit www.rockhall.com/careers.


STNA/Resident Assistants- The Harbor Court, 22900 Center Ridge Road, Rocky River 

The Harbor Court is hiring for Annie's Place, a secured memory care floor. We have immediate openings for STNA/Resident Assistants, all shifts to join our staff. A minimum of one-year experience working with Alzheimer's or Dementia residents strongly preferred. Competitive wages and benefits. Family owned and operated facility with friendly staff and residents. Resumes can be faxed to: 440-356-0031  or contact Jaime Inks for information at:  440-863-5024 
EOE 

	RESIDENT ASSISTANTS & KITCHEN HELPERS- Emeritus at Brookside Estates is an Assisted Living community committed to providing quality care for seniors. We are currently seeking reliable part time/ PRN Resident Assistants with assisted living and/or memory care experience. Also, part time Kitchen Helpers for evenings and weekends a must! 

Interested candidates please apply at: Emeritus at Brookside Estates, 15435 Bagley Rd., Middleburg Hts., OH 44130  or fax resume to 440-887-1126
EOE DFWP 



	

	


	


Dental Assistant -  Needed immediately at busy Chagrin Falls office. Applicants must have radiology license. Please mail resume to: Dental Health Group  551 E Washington St
LL 143 Chagrin Falls, 44022 

Childcare Supervisor - Christian church ISO experienced child-care supervisor for Sunday morning nursery program. Must be mature, dependable, and have strong leadership skills. Hourly rate based on experience. Send resume with three (3) business references to: 
Personnel Committee 14321 Detroit Avenue Lakewood , OH 44107 
Assembly/Production - GARFIELD HTS- 2ND Shift Openings $10 Hr – FT  No exp. Needed   Solid employment history reliability is required. Drug free work place. Health Ins & other benefits.   Call our manger at 440-567-0226 

Looking for fresh new faces! Now Hiring Cooks AND Servers Ohhh Boy! Full or part time • Day or night shift Great work environment • Competitive wages Many opportunities for advancement. Must be flexible with schedule. Apply anytime in person at: Valley View Big Boy 7800 Granger Road Valley View, OH 44125 Big Boy is an Equal Opportunity Employer Big Boy ©2010 Big Boy Restaurants International LLC Big Boy is a registered trademark of Big Boy Restaurants International LLC

Occupational Therapist - For nearly 50 years, Parma Community General Hospital has been part of this community and the lives of its people. Over that time, we've set new records in heart attack treatment and built first-rate cancer and orthopedic centers. But what truly sets us apart is our belief that knowing you better is essential to treating you better. 
In that spirit, we hope you'll take a little time to learn more about us. We are looking for caring professionals who enjoy getting to know their patients and making a difference. 

Current opportunities include: 

Part-time days, 10:00 am - 5:30 pm. Outpatient Services 

Full-time temporary, 8:00 am - 4:30 pm, Inpatient Services 

Follow us on Facebook: www.facebook.com/ParmaHospital . 

To apply, please visit our website at www.parmahospital.org/EmploymentOpportunities 
Cleaning - PT evenings.   2 - 5 Nights a week.   Get paid weekly. Fairlawn, Middleburg Hts. & Rocky River areas. Start ASAP!   Call: 440-646-8905 (Inner Space Cleaning)

Secretary- Holy Trinity Lutheran Church, Brunswick- Part-time secretary, strong computer skills req'd. Friendly, courteous. Confidentiality a must. Email resume to churchoffice@htlc.org
Events and Facility Operations - Coordinator 

Department/Division: College Union/Center for Innovation and Growth 
Classification:  Service Specialist (C) 
Minimum Starting Wage: $10.67 per hour 
Status: Part-time, non-exempt, new position 
Work Schedule:  Flexible schedule/20 hours per week. 
Application Deadline: August 20, 2010 

Job Summary: The Center for Innovation and Growth (CIG) building serves as a gathering place where students and faculty from all disciplines collaborate with external leaders to learn about innovation and entrepreneurship. Under the general supervision of the College Union Director, the Events and Facility Operations Coordinator provides special events support services and performs facilities operations tasks for CIG by coordinating activities with campus and external organizations to assure continuity and smooth operation of the facility and its programming efforts. Will also handle the day-to-day public liaison functions associated with the facility. 

Essential Duties, Tasks, and Responsibilities: (The following duties are not to be considered a complete list of duties and responsibilities assigned to this position.) 

Events Facilitator - Responsibilities 

· Checks in daily with the CIG Scheduling Coordinator in the Union for required details of pending events, especially room set-ups. 
· Assists and answers questions from faculty, staff, students, event guests and other building patrons. 
· Provides technical support and troubleshooting of equipment, as appropriate which will include the multi-media hardware i.e. set up microphones, AV equipment for speakers/events 
· Arranges set up of classrooms and meeting spaces for special events, meetings, and classes. 
· Serves as CIG contact for outside vendors regarding building upkeep, maintenance 
· Provides day-to-day leadership and guidance to graduate or undergraduate student employees engaged in similar activities. Includes training and monitoring of work performance. 
· At start of each shift and as activity dictates, checks the CIG building to ensure the following: 
o Atrium, Conference Center, and Parker Business Center are neat and clean 
o Classrooms are properly furnished with markers, erasers, etc. 
o Restrooms are clean and adequately supplied 
· Organizes workload to insure deadlines for such events are met. 
· Prepares and provides post-activity evaluation data, as appropriate to the objectives of the position; prepares special reports as required. 
· Responds to requests via pager. 

Facility Operations Responsibilities 

· Dusts horizontal surface, pictures, door frames, railings (including polishing brass), etc. 
on a weekly basis. 
· Will straighten chairs and clean bright boards in classrooms, when rooms are not in use. 
· Vacuums and empties trash as needed. 
· Informs CIG administration and work with Buildings & Grounds on special maintenance challenges. 
· Assists Buildings and Grounds to keep walkways clear of snow and ice by shoveling snow and spreading salt. 
· Makes minor repairs to furniture, replaces light bulbs and performs other routine maintenance tasks or refers to B & G if necessary. 
· Be available to work an occasional evenings and weekends for a special/large events. 
· Other miscellaneous related duties as requested. 

Qualifications:  High school diploma and related work experience with institutional maintenance. Ability to follow instructions and work independently. Problem solving skills and attention to detail. Strong interpersonal skills, so as to work closely with students, faculty, staff and community members in order to offer first-class customer service in meeting customer needs and concerns. Must possess basic computer skills such as use of PC and software applications such MS Word, Excel, PowerPoint and the internet. Must be willing and able to learn basic technical support and troubleshooting of multi-media equipment. Knowledge of R25 scheduling software helpful. Ability to be flexible to effectively manage time and schedules. Ability to communicate effectively both orally and in writing. Ability to train and supervise student employees. 

Working Conditions and Physical Requirements: 
Work will require on occasion, flexibility of work schedule, so as to staff important events. Physical activity will be required for moving and setting up tables and chairs. Work may involve occasional assistance of others in the manipulation of heavier objects. Moderate physical activity. May require handling of objects that can weigh up to 50 lbs. Work environment involves some exposure to hazards or physical risks, which require following basic safety precautions. Must successfully complete background check. 

Compensation: A competitive hourly wage, plus part-time benefits will be provided. 

To Apply: Email resume, cover letter and contact information for three professional references postmarked no later than August 20, 2010 to HR@bw.edu 

At Baldwin-Wallace College we support and encourage diversity in a variety of forms. We value and appreciate inclusive excellence in the classroom, within extracurricular activities, and as we engage our community partners. Learn more at Diversity Affairs - http://www.bw.edu/quickfacts/diversity/ 

	Teachers - (All Part-Time) Music, Guidance, Computers & Volleyball 
Send resume to:  Lutheran High School East, 3565 Mayfield Rd. , Cleveland Hts, OH 44118 
Attn: Personnel 


	

	


	

	Posting 
Job Title
	Dispatcher 1- Lakeside

	Requisition #
	121774BR

	Location
	United States - Ohio – Cleveland

	Area of 
Interest
	Engineering/Technical Operations
Operations/General 

	Position 
Type
	Full Time

	Posting Job Description
	Brief Job Description:

Communicate with the field personnel and monitor progress for timely completion of assigned work to ensure quality customer service.
Responsibilities:


-Track progress and check work status of installation repair technicians and preventive maintenance technicians to ensure the timely servicing of customers orders. 
-Answer and monitor technical communications including text messages. 
-Answer telephones and receive requests from service installers, installation/repair technicians, and preventive maintenance technicians. 
-Monitor PC for outage situations and report to appropriate supervisory personnel. 
-Coordinate all underground installation routes and check-in all work. 
-Prepare various written reports and logs regarding fieldwork. 
-Work with installation/repair technicians, preventive maintenance technicians and contractors on no-answer home terminals and modem problems. 
-Perform other duties as assigned.
Required Skills:

* High school education or equivalent is required.
*Previous experience or technical training dealing with telephones and/or radios preferred.
* Good telephone skills when dealing with customers.
* Excellent written, verbal, and interpersonal communication skills.
* Ability to operate a computer, printer, telephone, and two-way radio.

The OST group is a 24/7/365 operation. Employees must be willing and able to work rotating and/or non-standard work shifts, including evenings, overnight, holidays, weekends, and on-call.


Apply to company website: To Search for an Opportunity:       http://www.timewarnercable.com/
To search for other job opportunities go to: www.timewarnercable.com/Corporate/AboutUs/Careers/
	
	Requisition Number  10-0133

	Title
	Sr. Administrative Assistant

	City
	Cleveland, Ohio

	
	· Dealer Tire is an international tire, maintenance and light-repair product distributor that partners with automobile original-equipment manufacturers such as Mercedes-Benz, BMW, MINI Cooper, Lexus, Toyota, Chrysler, Dodge, Jeep, Nissan, Infiniti, Volkswagen, Audi, Saab, Kia, Jaguar, Land Rover, Volvo, Ford and Tesla to create complete replacement tire, maintenance and light-repair programs for their dealerships. These programs provide the training, support, technology, materials and inventory that enable more than 7,700 automobile dealers in the United States and Canada to increase sales and revenue by retaining their customers and contributing to vehicle safety and performance. Dealer Tire is a repeat winner of a number of business and industry awards for its innovative approach and accomplishment-driven culture. Honors include the Toyota Excellence Award, which is given to the top U.S. partner that provides the highest standards of quality assurance, warranty, purchasing, marketing and program management. In the company’s first 10 years, its revenue grew by a compound average growth rate of more than 36 percent, and continues to grow in a challenging automotive environment. Dealer Tire requires exceptional people to continue that growth and evolution. If you are an innovative individual who performs with excellence, energy, fairness and accountability, please consider a future with Dealer Tire. 

As a Senior Administrative Assistant, your essential job functions will include the following: 
• Coordinate meetings for Director(s)/Manager(s) and department as needed. Prepares pre-meeting materials and documents. 
• Coordinate IT/AV equipment for meetings, including setup and administration 
• Create and update Power Point presentations as requested. Gather data from various sources. Distribute presentations as needed. 
• Assist Executive Assistant as needed in coordination of corporate wide meetings and events. 
• Schedules and hosts Webex sessions as required. Provide back up to the Executive Assistant as needed. 
• Manage and coordinate Director(s)/Manager(s) calendar as requested through schedule coordination and independently making appointments. 
• Coordinate travel arrangements and prepare trip files. 
• Manage preferred programs/vendors as requested. 
• Prepare and process expense reports as requested; extensive skills in Excel required (formulas, vlookups, pivot tables) to create spreadsheets and track required data. 
• Maintain knowledge of the department budget. Assure adherence to department’s budget when planning meetings, events, and projects. Research cost saving measures and make recommendations. 
• Prepare invoices for signature and process for payment. Follow up as needed, both internally and externally to ensure payment. Knowledge of accounting codes and procedures to ensure accuracy of classification.
• Obtain data/information, update, and prepare all aspects of various reports. Ability to interpret data and reports. Gather and distribute financial data as needed. 
• Seek opportunities to learn new systems as needed to perform the job more efficiently/effectively.
• Answer incoming calls, arrange callbacks, prepare backup material for callbacks, and route calls elsewhere as needed. 
• Perform administrative tasks, including typing correspondence, handling mail, note taking, filing, copying and printing. May research, recommend and implement new systems and methods to increase efficiency.
• Handle confidential information appropriately and maintain high ethical standards. 
• Effectively respond to questions and requests from both internal and external sources. 
• Is able to effectively prioritize tasks and communicate as necessary.
• Complete project work as requested. 
• Order general office supplies and gain necessary approvals. Maintain Director(s)/Manager(s) office supplies and replenish as necessary.
• Provide switchboard relief.
• Provide backup assistance to the Executive Assistant on projects, tasks and duties as requested. 
• Miscellaneous tasks as assigned.

Competencies Required:
• Results Orientation • Initiative • Influence • Customer Focus

Physical job requirements include:
• Continuous viewing from and inputting data to a computer screen.
• Sitting for long periods of time. • Travel as necessary.
• Lifting, carrying, and moving meeting materials up to thirty pounds.

Personal Attributes:
• Personal Accountability; answerable for personal actions.
• Teamwork; the ability to cooperate with others to meet objectives
• Problem Solving; the ability to identify key components of a problem to formulate a solution or solutions.
• Results Orientation; the ability to identify actions necessary to complete tasks and obtain results.
• Self Management; the ability to prioritize and complete tasks, including multi-tasking abilities, in order to deliver desired outcomes within allotted time frames.
• Continuous Learning; the ability to take personal responsibility and action toward learning and implementing new ideas, methods and technologies.
• Self Starting; the ability to initiate and sustain momentum without external stimulation. 
• Integrity; adheres to the highest ethical standards in dealing with others.
• Flexibility, ability to adapt to rapid change, and thrive in a fast paced environment.

General Requirements:
• 4-6 Years Experience 
• Intermediate to Advanced Skill level in the following:
• Microsoft Excel  • Microsoft Word  • Microsoft PowerPoint 
• Microsoft Access • Microsoft Outlook • Webex Teleconferencing
• Data warehouse mining experience preferred.

Drug Policy: • Dealer Tire is a drug-free environment. All applicants being considered for employment must pass a pre-employment drug screening before beginning work.

https://www9.ultirecruit.com/DEA1001/JobBoard/JobDetails.aspx?__ID=*5219D692BE661373
· 


Koinonia Homes, Inc. , 
Independence, Ohio (United States) 

Web: 
Company Profile
Send Private Message
Leading Non-Profit Organization that specializes in dealing with adults with Mental Retardation and Developmental Disabilities is seeking: 

Benefit Clerk  Id: 148303    http://www.jobs.as/display_job/148303/
	Development Coordinator - NE Ohio 
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	Education: Bachelor (BA, BS, etc.) 
Location: Independence, Ohio, United States 
Posted by: Crohn's & Colitis Foundation of America, Inc. (CCFA) 

Job Category: Administration, Event planning, Fundraising & Development 
Sector: Nonprofit 
Language(s): English 
Job posted on: August 2, 2010 
Area of Focus: Foundations, Fundraising, and Philanthropy, Health and Medicine, Network of Nonprofit Organizations 

Type: Full time 
Salary: DOE 
Last day to apply: October 1, 2010 
Last updated: August 2, 2010 
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	Description: 
The Crohn's & Colitis Foundation of America (CCFA), is a private, non-profit national organization dedicated to finding the cure for Crohn’s Disease and ulcerative colitis. CCFA sponsors basic and clinical research of the highest quality, offers a wide range of educational programs for patients and health care professionals, and provides supportive services to patients and family members. 

CCFA seeks a Development Coordinator in our Northeast Ohio Chapter located in Independence, Ohio at 30 hours per week. The Development Coordinator is responsible for providing general operations support to the Chapter (including database management), and specific support for fundraising strategies that generate revenue (including special events) as well as mission-central patient education programs. The Development Coordinator works closely with the Executive Director to develop and coordinate a work plan which helps to ensure the success of the Chapter’s activities on behalf of CCFA’s mission and in accordance with CCFA’s policies and procedures. 

Additional Qualifications: 
The ideal candidate will be a College graduate or have equivalent experience in a development office working as an integral, self-motivated member of the team. He/She must have an understanding and adhering to basic accounting procedures (payable, receivable, batching) and to maintaining a reporting schedule; ability to monitor basic office operating systems and requirements. Training and experience in the applications of a relational database within a fundraising environment; experience in all phases of gift and pledge acknowledgment and management. Capacity and willingness to organize and manage programs/events, as assigned; Excellent customer service skills and availability to work the occasional evening and weekend. An interest in the mission of the Crohn’s & Colitis Foundation is a plus! 

How to Apply: 
Please send resume and salary requirements to marmstrong@ccfa.org. Use the subject heading: Development Coordinator Position. No phone calls please. Only those applicants who meet the hiring criteria will be considered and contacted. CCFA is an EOE. 


	


BSME-HVAC-Piping-Plumbing-Design

	Job title: BSME-HVAC-Piping-Plumbing-Design
Position type: Full-time
Job location: Cleveland, OH
Compensation: $ Annually, Benefits:
Job category: Logistics and Supply Chain
Posting date: Aug 06, 2010


BSME-HVAC-Piping-Plumbing-Design Cleveland, Ohio job#2062 


We are seeking a BSME who has experience designing HVAC Systems to include the piping and plumbing. 
Fire Suppression experience is a plus. 
Salary Range: $ OPEN $ 

Please email your resume to: 

Integrity Technical Services, Inc. 
14 Whitehall Drive Suite 102 
Akron, Ohio 44278 

Counter Parts Sales Associate 

PRIMARY JOB FUNCTIONS: 

·         Establish and maintain good relations with customers by providing prompt and courteous service for all customers and potential customers of the Branch, including walk-in and telephone calls. 

·         The ability to reference the parts application of the product lines in the extensive parts catalog or by computerized database (DaveNet). 

·         Effectively communicate features, benefits, and warranty policy information to customers. Ensure warranties are properly handled in a timely manner. 

·         Follow and adhere to all safety, health and security and environmental standards. May require lifting up to 50 lbs. 

·         Will perform as Branch Manager when needed, including scheduling, ordering and open/close procedures. 

·         Continuing education to learn all branch operations. 

· 50% of the time will be spent in the Counter Sales function. This includes: using a cash register, greeting customers face to face, up-selling products, and entering customer and financial information into software. E-mails will also be used to communicate to different off-site locations 

· Remaining 50% of the time will be utilizing a Forklift to unload product, stock shelves, and maintaining store’s inventory 

 Other Duties:
·         Restocking of shelves;

·         Assist in unloading products; and

·         Deliveries and inventory to ensure proper stocking of products

  Submit resume to: Send Email Now
· Previous experience in a similar counter sales role is required 

· Experience working in the HVAC industry, minimum 1-3 years, as well as at a wholesale company is highly desired 

· At least 1-3 years retail sales experience, counter sales, cashier and cash operations experience. 

· Professional, courteous, well spoken, goal oriented, self motivated 

· Good computer skills required; Microsoft applications and SAP a plus. 

· Forklift experience required, minimum of 1 year- Forklift certification is desired 

· Bi-Lingual preferred, not required 

· Follow and adhere to all safety, health and security and environmental standards. May include proper handling of hazardous material and may require lifting up to 50 lbs. 

· Some college with a high school diploma or equivalency required.  

· Effectively communicate features, benefits, and warranty policy information to customers. 

· Ensure warranties are properly taken care of in a timely manner 

  

Skills Required: 

SAP
Inventory
Warehousing
Customer Support
Full-time   $16.00Hr
http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?IPath=QHKCV0Q&ff=21&APath=2.21.0.0.0&job_did=JB91TS6WNSC0X09HSHY    (Shperion)

	Assoc, Store
	


Description: Unprecedented customer service and unrivaled innovation make OfficeMax the one to beat in the office products marketplace. With over $8 billion in sales, over 40,000 associates and almost 1,000 superstores, 25,000 products and a range of business services, only OfficeMax is qualified to meet the needs of enterprise-level, mid-size and small businesses, and individual customers. OfficeMax is an Equal Opportunity Employer. 

Position Summary: The Store Associate is responsible for positively contributing to the customer shopping experience by providing friendly, knowledgeable and professional service as well as assisting customers with a total solutions purchase.  This position is also responsible for the check-in and unloading of freight, stocking merchandise on shelves and cashiering as directed.

Position Responsibilities
1.  Seek out and engage customers in a friendly and professional manner and provide impartial,

     knowledgeable advice about all OfficeMax product offerings.

2.  Provide outstanding customer service by effectively engaging customers, identifying their
     needs,  and offering the best solution to successfully close a sale.

3.  Elicit information from customers to confidently sell in all areas of the sales floor
     including but not limited to ImPress, Furniture, Supplies, Technology and other areas
         including third party resources. 

4.       Seek and accept coaching and direction from the Store Leadership Team.

5.       Support the store's shrink and theft awareness program and advise management of any  

          Unusual activity using the various reporting methods provided by the company (800 
          number, Open Door Policy, contacting Loss Prevention or Human Resources team).

6.       When not with customers, keep aisles faced and shelves stocked as directed.

7.       Use radios and headsets to answer questions and assist store team members to recommend 
          The best total sales solution.

8.       Perform register sales transactions quickly and accurately in accordance with established 
          Cash control procedures and customer service guidelines.

9.       Adhere to all company policies and procedures.

10.     Answer the phone promptly and courteously and direct calls to the appropriate party.

11.     Ensure that the store is clean and organized and all pricing signage is in order.  Assist in 
          cleaning and maintenance of the store as directed.

12.     Use all available resources such as @Max Retail, OfficeMax University, and Advantage  

          TV to further associate's knowledge about the company and it's offerings. Utilize that 
          knowledge to educate customers about OfficeMax solutions that fit their needs.

13.     Advise Manager on Duty of any issues, special customer requests, customer complaints,
          etc.

14.     Immediately respond and resolve any potential safety hazards, and report to Manager on
          Duty.

15.     Unload and check in freight as directed.

16.     Implement new merchandise planograms as directed.

17.     Assist in the store's data integrity process:  identifying low stock levels, inventory
         discrepancies  

         and report them to management to ensure an "in-stock" store.

18.     Ensure returned merchandise is restocked to the correct location and that all damaged or 
          defective

          merchandise is labeled and placed in the appropriate area at the end of each shift.

19.     Demonstrate a commitment to OfficeMax core values.

20.     The position responsibilities outlined above are in no way to be construed as all 
          encompassing. 

          Other duties, responsibilities and qualifications may be required and/or assigned as 
          necessary.

Job Requirements

  Previous experience in retail/customer service environment preferred

  Ability to work a flexible schedule, including evenings and weekends as necessary

  Ability to interact with customers and associates in a professional, positive and courteous
    manner

  Ability to interact positively with other associates to promote teamwork

  Ability to use electronic communication devices during all working hours which includes
    wearing a  headset or a device on or in the ear

  Ability to lift and/or move up to 50 pounds occasionally and 25 pounds regularly and climb
   ladders

  Ability to stand and move about for extended periods of time with only brief periods of sitting
   Ability to reach, bend, or stoop to move and handle products
http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?IPath=QHKCVGV1K&ff=21&APath=2.21.21.0.0&job_did=J3F6L76GYPZYT0NVFH7
	Retail Keyholder
	


Keyholder – Commission with Weekly Guarantee Pay 
Location: Strongsville, OH
 

JoS. A. Bank is a Sales-Driven, Better Men’s Clothing store. We are seeking an energetic, responsible and outgoing Keyholder, with an eye for men’s fashion and a passion to succeed, in our Strongsville, OH location.

 

 

As a successful Keyholder, you will:
·        Assist in management of a retail store to achieve profitable sales

·        Manage store staff in absence of Store Manager (typically a staff of 6-10 associates)

·        Develop and maintain positive customer relationships

·        Develop a thorough knowledge of all JoS. A. Bank products

·        Reach and exceed Company directed performance goals (i.e.: Sales, Items Per Transaction, Corporate Cards, Average Dollar Sale, etc)

 

Compensation:
·        Commission on personal sales with a minimum weekly pay guarantee 
·        Year-end Bonus Potential

 

 Job Requirements 

Required:
·        Management experience is preferred

·        Prior experience in a commissioned sales environment

·        Ability and desire to sell in a retail environment 

·        Excellent interpersonal and communication skills

http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?IPath=QHKCVGV1W&ff=21&APath=2.21.21.0.0&job_did=J8H6PQ6FXV3HS19KLVJ
Shredding Specialist-10089616
Description
  

Cintas Document Management is a leader in document security, providing both shredding and storage services.  Cintas Document Management locations provide customers options that meet their financial and security needs.  We have been highly recognized by our customers.  In a recent 2004 independent research study, "9 out of 10 customers, overall, ranked Cintas Document Management the highest score possible and would definitely recommend our services to others."

 

Cintas is seeking a Shredding Specialist.  This position will be responsible for destroying customer's confidential documents by operating a shredding and baling machine.  The position will work independently in a warehouse.  The candidate should possess or have the ability to learn to operate warehouse machinery and equipment including a forklift.  

Qualifications
  

· High school diploma or GED 

· Basic minimum language communication skills in speaking and understanding English

Our Shredding Specialist positions enjoy: 

· Competitive Pay 

· 401(k)/Profit sharing/ESOP 

· Medical, Dental & Vision Insurance Package 

· Life Insurance Package 

· Paid Vacation & Holidays 

· Career Advancement Opportunities

Cintas Corporation is an EEO/Affirmative Action Employer M/F/D/V

Job Category : Production / Manufacturing
Location : US-OH-Brecksville
Organization : Document Management
Employee Status : Regular
Schedule : Full-time
Shift : First
https://cintas.taleo.net/careersection/10000/jobdetail.ftl?job=353264&src=JB-11100
To learn more about Cintas visit www.cintas.com
Production Supervisors 

Company: US Cotton 

Manufacturing | Cleveland, OH, United States 

Founded in 1983, U.S. Cotton is the leading manufacturer of cotton products in the Americas and the only major national manufacturer of organic cotton. With over 25 years of experience in all cotton categories, we hold the number one position in the market for health and beauty aide cotton products.
We are looking for Production Supervisors for our Cleveland OH location. 
This individual will be responsible for the following:

· Supervises a production unit and provides direction in the achievement of established goals.  

· Maintains working knowledge of schedules, costs, quality, safety, material utilization, and efficiency.  Develops and coordinates manpower planning.  

· Directs day-to-day support services, including, maintenance, house-keeping, and warehouse to insure continuous and effective production operations. 

· Maintain a safe work environment and promote safety using monthly and weekly safety meetings. 

· Direct employees and maintain positive labor relations by effective human relations techniques. 

· Maintain the strict production process control required. 

· Provides direct leadership to ensure conformity with US Cotton, LLC. policies and procedures 

· Develops, administers, and/or presents associate training. 

· Coordinate and communicate with associated departments and support personnel to assure efficient utilization of materials, time, and labor. 

· Accountable in maintaining budget responsibilities including direct and indirect labor. 

· Minimize scrap and recycle in assigned work area. 

In order to apply to this position you must possess the following requirements:
· Must have 3-5 years of manufacturing experience 

· Must have 3 years of management/supervisory experience 

· Bachelor’s Degree is preferred 

· Must have an Associate’s Degree 

· Kronos, excel, Proficiency in AS400, Microsoft Office software, good technical understanding, experience and knowledge of Lean principles and willingness to work all shifts. 

· Strong understanding of safety 

· Strong time management skills 
http://hire.jobvite.com/CompanyJobs/Careers.aspx?c=qtZ9Vfwg&s=Indeed&z=fec9Vfwe&page=Apply&j=otrmVfwV
Adecco is currently seeking experienced Forklift Operators for several top notch clients located in Solon.

Requirements:
Minimum of 6 months recent forklift experience 
Must have forklift operation within the last 6 months
Current forklift certification
Valid driver's license
Ability to provide two references for forklift operation
High School Diploma or equivalent required

Positions are for first and second shift. Some may have the possibility of a temp to hire opportunity. We are looking for both stand up and sit down forklift driving skills.
Local candidates only please - no relocation assistance is available
Apply online at adeccousa.com or submit your resume today!
Please attach your resume to your application.

Adecco is the global leader in employment and HR services, connecting people to jobs and jobs to people through its network of more than 6,000 offices in 71 countries/territories around the world. Check us out: www.AdeccoUSA.com
tHERESA cHECK, 26949 Chagrin Blvd.
Suite 100      2164642342

Delivery Agent-FT Cleveland, OH   

	Ref ID: 
	nest-00016107


Dreyer's Grand Ice Cream, Inc. is a division of Nestl� USA, which is owned by Nestl� S.A. of Vevey, Switzerland, the world's largest nutrition, health and wellness company. 

Position Overview: 

The Delivery Agents' primary function is delivery and distribution of Nestle products on an assigned route within prescribed timelines. Deliver and unload palletized orders; check product quantities for accuracy; and maintain paperwork from distribution center. Delivery Agents manage customer expectations regarding delivery and receiving instructions, and back room storage. The Delivery Agent effectively communicates with Salesperson and/or Zone Manager and continuously stays current on all State D.O.T. regulations and requirements. 

Primary Responsibilities: 

  Create rapport with appropriate staff members in all accounts, communicate with staff during deliveries, respond to customer requests, and forward customer requests on to sales representative as needed. Communicate with sales representative on special needs stores. 

  Follow the procedures outlined in the standardized work practices as verified on work-withs. Eliminate waste and maximizes productivity through standardized work (Keep product mobile, No re-work, grab pallets on the way in etc.) Follow Roadnet Schedule. 

  Maintain neat and Orderly Backrooms, pick up credits on appropriate basis, place loads in proper freezer area, follow store procedures, and complete paperwork appropriately. 

  Completing proper paperwork for returns, mispicks, and transfers, physically returning product to warehouse when needed. To achieve Above Expectation when physical inventory is completed the variance should be zero. 

  Conduct activities in a safe manner, follow corporate safety guidelines and requirements (no cell phones while driving, Pre-trip/ Post-trip inspections, proper bending, hand safety, etc.), use PPE, proactively addresses any unsafe conditions observed, locks vehicle, and completes DOT paperwork. Keep a clean and orderly cab and trailer. 

  Prepare truck for operation by inspecting general condition-validating adherence to DOT standards. 

  Decision Driving skills including proper following distance, proper eye lead, proper stopping distance, checking intersections, using safety wedge, proper use of horn, left/ right turn execution, seat belt use, checking and scanning mirrors, proper speed maintained, proper lane observance, parks in appropriate locations and avoids backing. 

  Respond to change with positive attitude, offers suggestions for improvements to increase effectiveness of change, support new initiatives, and maintain an open mind. 

  Model Grooves behavior and use Key Principles in interactions with customers and employees.   Communicate directly with team members on issues, openly shares ideas with others, encourage performance in others, give feedback when needed, train new employees when applicable. 
Work Conditions:    Location: Work is performed 50-80% of time at customer locations delivering products, 20-50% on the road driving vehicle.   Hazards: Driving a variety of 12-15 ton vehicles in all types of weather, slippery surfaces, lifting hazards, exposure to moving vehicles and equipment, traffic hazards, fall hazard from work on dock and tailgate, fumes, odors and some bouncing, jarring, vibration from truck operation.   Tools/Equipment Used: 12-15 ton truck, hand truck, pallet jack, forklift, carts, dollies, straps, lift gates, and pallets   Safety Equipment: Seat belts, gloves, hearing and eye protection as required. 

Behavioral Attributes:   Initiative: Self-starter, gets involved quickly, takes on difficult tasks with enthusiasm. Takes action to achieve goals beyond what is required.   Energy: Maintains high activity / productivity level. Operates with vigor, effectiveness and determination over extended periods of time.   Stress Tolerance: Maintains stable performance under pressure or opposition (such as time pressure or job ambiguity.)   Detail: Strives to understand the details. Balances analysis and action appropriately.   Communication: Presents ideas effectively, actively listens, and works across functional boundaries with the ability to effectively communicate with customers, co-workers and store personnel.   Team Work: Can work in group or alone; oriented towards the good of the whole.   Demonstrated ability to deliver consistent results while building organization capabilities.   Manage Job professionally: and with a high level of organization.   Able to work in the Grooves Performance culture.

Job Requirements

Physical Requirements: 

  Standing/Walking: Frequently, when not driving truck while performing duties at customer locations, loading/unloading truck and using pallet jack; walking, up to 1 mile per shift on concrete or asphalt surfaces. 

  Sitting: Frequently; while driving truck in between scheduled stops, up to 15-30 minute intervals or while performing brief paperwork tasks. 

  Lift/Carry: Frequently, 10-40 pounds off loading boxed ice cream products (up to 800 times per shift) from pallet to shelves or racks. Carry short distance up to 6 feet. 

  Push/Pull: Constantly, using both hands and arms while getting in/out truck, moving pallets via pallet jacks and boxed products via wheeled carts/ racks exerting a force up to 75 pounds. May encounter inclined slopes, uneven surfaces at delivery sites requiring greater force. 

  Climbing: Frequently, stepping in/out of truck, up to 16-42 inches, 2-3 steps depending on vehicle, up to 30 repetitions per shift. Requires balancing on rear lift gate when loading/off loading. 

  Bending/Twisting: Constantly, at waist/upper trunk/neck while driving/backing up throughout workshift, loading/unloading items from truck and performing warehouse duties. Items must be retrieved from floor level and placed up to heights of 40-70 inches in shelves or dollies while unloading pallets on to racks or carts. If pallets unloaded, may handle approximately 800 boxes of product. 

  Kneeling/Crouching: Occasionally, while inspecting truck, delivering orders and putting up stock at floor level, and during cleanup duties. 

  Hands/Arms: Constant use of both arms and hands throughout work shift Tasks can be highly repetitive, requiring fine and gross finger movement, power gripping/grasping, extended reaching/handling and above shoulder reaching. 

  Sight/Hearing/Speech: Constantly, required to provide safe operation of truck, communicate with personnel at variety of 
customer locations and meet federal DOT requirements. 

  Other: Hand-eye coordination, backing vehicle to customer dock, ability to operate foot controls on vehicle using standard and automatic transmission, pallet jacks and forklifts. 

  Temperature: Work regularly in cold temperatures (-20 degrees F) 

BASIC Requirements:    Be at least 21 years of age for DOT covered positions   High School Diploma / GED equivalent   Must have a valid Class A CDL, with airbrake endorsement, meeting DOT requirements  Successful completion of post offer background checks, drug screen, physical and motor vehicle report   Ability to work early morning/late night hours   Willing to work over 40 hours when required   Willing to work any day of the week, weekends and Holidays   Ability to work safely   Read, write and speak English   2 years or more Class A driving experience in a business environment preferred   Grocery/Retail experience preferred 

This description should not be construed to contain every function, responsibility that may be required to be performed by an incumbent in this job. Incumbents are required to perform other related functions assigned. 

EOE/M/F/D/V Dreyer's and Edy's Grand Ice Cream is an equal opportunity employer and is looking for Diversity in candidates for employment. 
http://www.careerbuilder.com/JobSeeker/Jobs/JobDetails.aspx?ipath=EXIND&siteid=cbindeed&Job_DID=J3H8C16ND1WRJ0NDBJL&cbRecursionCnt=1&cbsid=9ef950a98901444ab654f05fff5548ff-334660279-R3-4
NOTE:  Please apply accordingly to request of AD, CEOGC is not responsible for

              non-responsive employers.

Preparer:  Shirley Moret, Business Development Specialist

CEOGC, Workforce Development/Employment Services
1

