Industrial/Organizational

Working in the Field While Attending College

Employment Specialist

Work settings and scheule is varied.

Duties:  Assisting people with identifying and pursuing career goals.  

Requirements:  Insured car and valid driver’s license.

Human Service Assistant

Requirements:  Requires someone with a minimum of 1 year of Human Resources experience including working knowledge of State and Federal Employment Laws.  Word processing skills along with excellent interpersonal, communication (both written and verbal) and organizational skills are required.

Human Service Provider

Duties:  To perform interviewing and pre-screening of applicants for agency.

Requirements:  Well ogranized with excellent communication skills.  Experience and knowledge of human service field preferred.

Job Coaches

Duties:  Provide teaching and suport to individuals both on-site and at various employment sites throughout the Boston area.Requirements:  Good communication skills, a valid driver’s license.

Job Developers/ Employment Counselor

Duties:  Assist people in finding and succeeding at work.  

Requirements:  Interest in sales/job coaching/human resource development. 

Bachelor Degree Level Positions

Human Resources Assistant

Requirements:  Minimum of 1 year of Human Resources experience including working knowledge of State and Federal Employment laws.  Word processing skills along with excellent interpersonal, communication (both written and verbal) and organizational skills required.

Human Resources Generalist

Duties:  Assist department in high volume recruitment and employee relations.

Requirements:  2-3 years experience.

Housing Counselor

Duties: help low-mod income persons become homeowners and protect themselves from predatory lenders. 

Requirements: Must be good with math, communicating with the public and self-motivated.

Retirement Board Administrator

Duties: Implement provisions of MA Genreal Laws Chapter 32 Public Employee Retirement Administration Commission (PERAC) regulations and Retirement Board policies relating to benefits,  maintain retirement system database using TACS/Tyler Technologies software, prepare monthly payroll and year-end tax information, and process monthly warrants.

Requirements: BA, minimum of 4 years related experience or equivalent combination of education, training and experience.
Masters Degree Level Positions

Workers’ Compensation specialist

Duties: to help clients bring closure to their open comp claims by advising them on effective claims management techniques. Coordinating communication with health care providers, insurers and clients to help reduce or close open claims. Assist with implementation of general occupational safety, health, and loss control programs. Advise clients on effective hiring techniques. 

