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	Upcoming Events at the Claremont Colleges (CMC events in bold) 
Visit the CSC Web Calendar and InterviewTRAK for information on upcoming events.
Friday, May 2

· Santa Clara Law-How to Apply to Law School, 12 Noon, Vita Nova Conference Room 104, SCR 
back to top

	Resume Drop Deadlines
Resumes due this week in InterviewTRAK  
Tuesday, May 13
· Medtronic – Intern
Friday, May 30
· Fresh & Easy – Supply Chain Strategies Analyst (Full-Time)
Sunday, June 1
· Law Offices of Ellen F. Driscoll – Family Law Legal Secretary (Full-Time)
back to top

	Full-Time Positions

fresh&easy Neighborhood Market

Supply Chain Strategies Analyst

Apply via InterviewTRAK by Friday, May 30, 2008. 
Company Description
fresh&easy Neighborhood Market is an innovative new concept based on a set of simple yet powerful ideas. 

First, we think high-quality food should be accessible and affordable in every neighborhood. We are here to create value for our customers and earn their lifetime loyalty. As a neighborhood market, it only makes sense that we care about our neighbors and the environment. 

We also believe in treating people the way we would like to be treated. That is why nobody tries harder than we do for our customers. By the same token, we try very hard to create a rewarding workplace for our employees because people who are valued are better able to value other people. 

Duties & Responsibilities: 

You will work with the Ordering Strategies Manager to identify key operational issues and then design, develop and perform complex analysis to help solve these issues including driving down waste, improving presentation, and decreasing backroom stock. Additionally you will handle key activities such as establishing operational data to perform analyses, designing data models, and automating key reports in Microsoft Excel and Access. 

How we reward you 
Because our job is to keep our customers coming back again and again, creating a rewarding workplace is very important to us. 

Keys to a positive workplace include growth opportunities, flexibility, rewards and treating people with respect. We use a team-based approach, offer good salaries and benefits, and work together to create a friendly, positive environment. We provide quality training and are an equal opportunity employer. 

Safe & Healthy 
fresh&easy is committed to providing a safe and healthy environment for our employees, customers, and visitors. We believe that in order to be a great place to work and shop, ALL employees must take responsibility and do their part to maintain a safe and healthy environment. This is an Equal Employment Opportunity 

Qualifications
You need to be strong with numerical and analytical skills, structured thinking, and have the passion and curiosity to seek out and solve complex problems by using data. You also need the ability to communicate complex information clearly, and have experience with building data models in Excel and Access. 
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	CMC-Development Office

PROSPECT RESEARCH ASSISTANT

Job Title: Prospect Research Assistant
Description: The Prospect Research Assistant conducts research to assist the Development staff in the collection and dissemination of information about prospective donors, often creating the first draft of a prospect profile and/or briefing or adding missing information to a research document already underway.   

Qualifications: Ability to think clearly, write concisely, and speak convincingly.  Ability to work with confidential financial and biographic information in a professional manner.  Proficient in Microsoft Word (IBM compatible), Excel and other databases.  A valid driver’s license is preferred.  Applicant must be a CMC student.

Job Description: Candidates for this position must have excellent critical thinking skills, as well as the ability to analyze and interpret the business and biographic information they find.  Because many requests for research require a quick turn around, the candidates must be able to multi-task and meet strict deadlines. Excellent writing skills and attention to detail are a must.  The ability to work both independently and to demonstrate initiative and problem solving skills, as well as the ability to work as a team are required.  Extensive computer experience is also needed, including database knowledge, Internet search skills, and superior ability in Microsoft Word, Excel and Access. Additional tasks would involve helping coordinate incoming requests for research, playing a role in maintaining the research calendar. 

Candidates must adhere to strict confidentiality policies in handling donor information.

Contact: Shirley Gottschalk
Director of Research and Prospect Development
Office of Development
Tel: 909-607-2363
Fax: 909-607-9350
shirley.gottschalk@cmc.edu 
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	Law Offices of Ellen F. Driscoll
Position: Family Law Legal Secretary
Apply via InterviewTRAK by Sunday, June 1, 2008. 
Company Description:

A single attorney office located in Pasadena. 

Duties & Responsibilities: 

Provide legal secretarial support to solo Family Law practitioner and assist in daily operation of law practice. Duties include word processing, preparation of all court documents, extensive client contact. The ability to perform all aforementioned duties with the possibility of frequent interruptions is a MUST. Responsibilities will increase as time goes on. 

Hours: Full-Time: Monday-Thursday 9am to 5pm; Friday 9am to 2pm; Part-time hours are flexible.  Office takes all court holidays. 

Qualifications: 

College degree completed or in process of completion (Junior or Senior in college). Cooperative, cheerful attitude, patient, personable. Excellent computer word processing skills. Office, sales, or administrative experience a plus. Must be able to meet deadlines and manage time. Organizational skills are a must. Great opportunity for students interested in a legal career. 
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	Internships
Claremont Red Cross

TITLE: Summer Youth Program Coordinator (Part-Time, Temporary, Non-Exempt Position)

PAY: $10.00-$11.00/hr (DOE), 20 hours per week

PERIOD: Mid-May through Mid-August 2008

BENEFIT: Paid Holidays (Memorial Day Holiday, July 4th)

PURPOSE:  

Assists in planning, coordinating, and directing the Chapter’s summer youth activities.  Assumes responsibility for recruitment including training, screening, assigning and follow-up of summer youth participants.  Works under the supervision of the Executive Director.

DUTIES:

· Learn as much as possible about the American Red Cross: its history, mission and programs. Become familiar with the Claremont Chapter: its structure, programs and services.

· By researching the files, determine how the Youth Program has functioned in past years in order to build on the successes.

· Contact the groups (i.e., the city, convalescent homes, schools) to assess the need for youth volunteers.

· Notify all those who were involved in the previous year’s program to invite them to be involved again.

· Notify area high schools, junior high schools, and media to publicize the program.

· Keep the chapter Board of Directors apprised of the program since it is they who determine policy.

· Set up a schedule, based on needs.

· Have youth volunteers fill out the proper forms.

· Arrange an orientation for the volunteers to learn about the Red Cross and to tell them about all the opportunities for summer volunteering.

· Assign volunteers to specific jobs based on their interest, capability, and maturity.

· Arrange for training (e.g., at the convalescent homes) or provide training for each job so the volunteers are prepared and know what is expected of them.

· After positions have been filled, make sure that all jobs are being fulfilled, as specified and that jobs are being covered at the times agreed upon, with on site visits.

· Keep track of hours that are worked and quality of work.

· When the program is "in place," organize the Babysitting class.

· Plan appropriate "thank you" with awards, recognition, and party.

· Evaluate the program after contacting those groups served to determine if the anticipated need has been met. Also ask the youth volunteers to fill out an evaluation.

· Recommend outstanding youth volunteers for an opportunity to attend the Leadership Development Center or to participate as a youth member of the Board of Directors.

TRAINING AND EXPERIENCE
It is an asset if the Youth Coordinator has some knowledge of the American Red Cross and/or has worked with a youth group (such as Scouts), organizational skills needed to keep track of records, an interest, understanding and enjoyment of young people, the ability to communicate, and last a neat appearance and a good disposition.

QUALIFICATIONS

· Currently enrolled college student or a high school graduate currently enrolled in or accepted for a post-secondary education program.

· Should be at least 18 years old.  Exceptions may be granted on a case by case basis.

· Must successfully pass a background investigation consisting of a social security number trace, national criminal database check, and sexual predator database check.

APPLICATION DEADLINE: Friday, May 9, 2008
Fax, Mail, or Email (MS Word Attachments) Cover Letter, Résumé and Application to:

Executive Director, Claremont Chapter

American Red Cross

2065 N. Indian Hill Blvd

Claremont, CA.  91711

Fax (909) 624-6399

mconley@arcclaremont.org 
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	Federal Service Student Ambassadors

WHO:    

The Partnership is seeking Ambassadors for the 2008-2009 school year who will be participating in an internship with a federal agency in Washington, DC for the summer of 2008. Ideal candidates will possess strong interpersonal and communications skills, demonstrate a commitment to public service and be actively involved in leadership roles and/or extracurricular activities. 

WHAT:  

The Federal Service Student Ambassadors, sponsored by the nonpartisan, nonprofit organization, Partnership for Public Service, is designed to increase interest in federal service on college campuses through developing a corps of passionate student advocates (you!) who will actively promote public service following their completion of a summer federal internship. 

WHEN:  

Ambassadors will return to campus following their internship ready to lead major outreach efforts to their campus community during the 2008-2009 school year. Apply soon because applications will be reviewed as they are received! 

WHY:   

Our government is facing a crisis: In the next five years, nearly one-third of the 1.9 million federal employees will be eligible for retirement. In order to meet the challenges that we face as a nation, it is critical that we have talented and skilled applicants that want to make a difference in our country by applying to be a part of the federal workforce. 

BONUS!   

Ambassadors will attend a dynamic training in July in Washington, DC with nine other Ambassadors from universities across the country. Ambassadors will also receive regular feedback and assistance from staff members in Washington, DC as well as from their school and fellow Ambassadors. They will also receive a $2,200 stipend for their service.  Ambassadors will have an experience to add to their resume that really sets them apart from other applicants. They will lead a major outreach effort on their campus, meeting with faculty and staff, writing articles for newspapers and magazines, and educating their campus communities about opportunities in the federal government. 

HOW:    

For more information regarding this opportunity, including a full position overview, qualifications, and application instructions, download the application at: www.makingthedifference.org  
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	SAP Training

Want to go into IT SAP Consulting, but don't think you have the right skills? 

 

TransWeave Inc., a global firm with offices in the US, Canada and India, is offering SAP Retail Solution, commonly known as SAP IS Retail, training to students of the Claremont Colleges. SAP technologies have transformed enterprises around the globe. Retail industries world-wide are adopting SAP to run their day-to-day business. Hence, there has been a significant increase in the demand for Retail industry-specific SAP consultants. The course is a 12-week INTENSIVE boot-camp covering basic to advanced technical and functional aspects of the SAP technology along with hands-on experience from real case studies. After clearing SAP IS Retail Certification exam, students will be given an internship in the field to provide even more hands-on experience. Class size is limited and admission is granted on a first-come-first-serve basis.

 

The program is offered to Claremont College students at a 50% discount on the course package. 

Original Price: $39,000.00

Claremont College Price: $19,500.00

 

Course Dates: May 19, 2008 to August 9, 2008

 

For more information, visit http://www.transweave.com/education.html or contact Lorne Olfman (CGU) at (909) 621-8209. 
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	Career Services Center Homepage
Questions or comments about this newsletter? Contact us
Career Services Center

Monday – Friday: 8 am – 5 pm
Heggblade Center, 2nd Floor
(909) 607-7038





[image: image1.png]


[image: image2.png]


[image: image3.png]















