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Retail Sales Representative (Chicago IL)

Job Number: 14002484

Nestle Waters North America

Chicago, IL

Key responsibilities for this position include but are not limited to:

[image: image1]·Sell relentlessly to maximize volume on display (case pack/thematic),   inventory, merchandising (POS, IRC, Sell Sheets) and POI's · Execute the prescribed daily activities/programming · Build superior relationships and communication with multiple points of contact in each store (effectively wired at store level) · Preplan properly for calls in order to execute the routed day · Leverage entire portfolio to maximize volume on display, merchandising, and POI's · Communicate effectively internally at all times when reporting results, sharing successes, working closely with teammates, RUL, KAM, etc. · Performance Metrics around: Case pack volume on display, Productivity and Work With Rating

Key qualifications for this position include: · 4 year College Degree (Preferred); Military experience · Physical demands to include lifting/carry up to 40 lbs., frequent standing, walking, stooping , bending, kneeling, etc. · Valid Driver’s License with a good driving record · Strong sales and negotiation skills · Systems Aptitude to navigate the tablet appropriately--to navigate the tablet appropriate and comfortable with Microsoft Office

· Initiative; Self Starter · Organizational and Time Management skills (ability to prioritize and effectively execute day) · Effective Communication Skills · Sound judgment and ability to receive and internalize constructive feedback (emotional intelligence) · Results focused

This is a tremendous opportunity! We offer competitive pay (starting salary between $36k-$40K) based on education, experience, and other qualifications, 10% bonus target, $500/month car allowance + gas card, company supplied laptop, cell phone and tablet.  We also offer comprehensive benefits including medical, prescription, dental, vision, flex, life, disability, EAP, 401(k) with match, profit sharing, tuition reimbursement, paid vacation, and more.

Equal Opportunity Employer   M/F/D/A/V

The Nestle companies are equal opportunity and affirmative action employers and are looking for diversity in candidates for employment: Minority/Female/Disabled/Protected Veteran
Apply online at http://nestlejobs.com/us/chicago/nestle-waters-north-america/jobid5224104-retail-sales-representative-(chicago-il)?apstr=%26src%3DJB-10172&ss=paid
Receptionist - Chicago, IL (Job Number: 014539)

Walgreens

[image: image13.png]US-IL-Chicago
Description

At Walgreens, we help people get, stay and live well. That’s our core purpose and the difference we make in people’s lives every day. Our purpose has shaped the direction of our company since Charles R. Walgreen Sr. founded his first drugstore in 1901, and it still does today.

Walgreens has something for everyone who wants to build a successful career. Here, you’ll find supportive co-workers, an innovative environment and the tools you need to expand your skills, help build healthy communities and advance your career. 

Job Summary: Responsible for greeting of customers, telephone reception and general clerical assignments, as necessary.

Job Responsibilities
Screens telephone calls and redirects to individuals who can quickly and efficiently respond. May give appointment callers directions to the office when needed.

Greets visitors and ensures they are directed to their appointment in a quick and efficient manner. Maintains office calendars, issues reminders and monitors appointments to assure the office operates efficiently. Screens correspondence and prioritizes the mail. Ensures office supplies are replenished when needed.

Requests and administers ID process for consultants and the offshore team.

Qualifications

Basic Qualifications & Interests

High School Diploma / GED and at least 1 year of experience in an office environment.

Experience answering phones and directing caller to appropriate parties.

Basic level PC skills (for example: start up and shut down computer, use mouse to point and click, start and close programs, switch between programs, save files, print documents, access information on-line, etc.).

Experience providing customer service to internal and external customers, including meeting quality standards for services, and evaluation of customer satisfaction.

Experience establishing and maintaining relationships with individuals at all levels of the organization, in the business community and with vendors.

Apply online at http://jobs.walgreens.com/us/united-states/administrative/jobid5200131-receptionist-chicago-il?apstr=%26jobBoardId%3D1112
Receptionist/General Administrative Assistant 

Zentis North America Operating LLC - Chicago, IL

We currently have an opening for a Receptionist/General Administrative Assistant. Take the opportunity to work with a fast growing food manufacturer with three manufacturing facilities across the country, and more that 400 employees committed to excellence. In this position you will be responsible for Answering the phones and taking messages for the staff, greeting of visitors and guests also. Retrieving mail from the mail box, open and distribute. Inventory of office supplies.


This position will be responsible for the travel and expense reports. Creating and presentation of the Power Point and excel reporting.

The ideal candidate will have an Associate’s Degree. Strong computer skills required with Microsoft Word, Excel, and PowerPoint. Good communication skills and the ability to work with employees at all levels of the organization.

We offer an excellent benefits and compensation package to include: medical, dental, prescription, vision, 401K, short term and long term disability plans, as well as life insurance.

Interested candidates should apply on-line, mail or fax resume and salary requirements to:

Zentis North America Operating LLC  

Attn: Hiring Department

2050 North Oak Road 

Plymouth, IN 46563 Fax: (574) 941-1198

Please...no phone calls.

EOE/M/F/H/V
Apply online at http://www.indeed.com/viewjob?cmp=Zentis-North-America-Operating LLC&t=Receptionist+General+Administrative+Assistant&jk=7255fecb28936703&sjdu=QwrRXKrqZ3CNX5W-O9jEveHqPp7SkltPCOiTFLjIr2MGy8opFjn19t7nHBNrRTbZs355Oswrdkd473aKItvxr1mJC2SRJmV-q3F8vQoJdW8yHtRyqoItvzoiJWKYUpkh
Title Facilities Worker

Requisition Number
14-0049

Post Date 4/11/2014

City Chicago

Description: The American Hospital Association (AHA) is a national organization that represents and serves all types of hospitals, health care networks, and their patients and communities. We are currently seeking a Facilities Worker, for Administrative and Printing Services, a division of AHA, for our Chicago Office.

Position Purpose: To provide operational and administrative support, general maintenance service and driving services for the Association. 

Performance Metrics

1. Customer service. 

2. Timeliness and responsiveness to department and employee needs.

3. Condition of all onsite meeting and lunch/coffee/pantry space throughout the day.

Qualifications

1. High School Diploma required. 

2. 3 to 5 years of experience.

3. Customer service, Office/administrative services.

4. Working knowledge of Microsoft Office applications. 

5. Customer service, Office/administrative services and basic maintenance, current/valid driver’s license required.

We offer an excellent total compensation package, which includes medical/dental coverage (PPO/HMO), vision care, life insurance, short and long-term disability plans, 401(k), tuition reimbursement, paid vacation/holidays/sick days, wellness programs and more!

The American Hospital Association (AHA) is an Equal Opportunity Employer: EOE AA M/F/Vet/Disability. Qualified applicants will receive consideration for employment without regard to their race, color, religion, national origin, sex, protected veteran status or disability. We will provide reasonable accommodation for individuals protected by Section 503 of the Rehabilitation Act of 1973, the Vietnam Era Veterans' Readjustment Assistance Act of 1974 and Title I of the Americans with Disabilities Act of 1990.
Apply online at https://www5.ultirecruit.com/AME1048/JobBoard/JobDetails.aspx?__ID=*4AD48C2539F512F2
“Off Hours Stock Crew”

Company:  Toys'R'Us, Inc. 
Location: Chicago, IL 
Description The Off Hour Stock Clerk is responsible for maintaining a well stocked appearance in the store which helps ensure the best guest experience is achieved. This individual will work closely with the Store Management team to ensure company standards are met during the stocking process. The hours for this shift are commonly early morning, however in certain locations or during holiday seasons, overnight shifts may be available. 
**Responsibilities**: * Replenish a shelf, bin or pegged area with stock and transporting merchandise by hand/pulling. This also includes picking up loose pieces of merchandise from the floor. * The physical removal of goods from a truck and putting empty pallets, security cages, and transfers back on the truck. Requires the use of various material-handling equipment. * Re-merchandise any selling space, to regroup items, or to make space for new merchandise. * To read both written and numerical verbiage, comprehend spatial relationships, and have the ability to set merchandise according to the layout. * Take empty cardboard cases from the sales floor to the baling machine. * Safe operation of a blade-type instrument designed for opening cased merchandise, as well as returning the blade to its non-operational position when not in use. * Returning merchandise to its proper location on the sales floor as designated by aisle layouts. This requires knowledge of sales floor locations and proper merchandising techniques, and can be accomplished either by hand or pushing a sales cart. * Manually placing price shelf labels on lip below merchandise or on scanner peg hooks. * Moving merchandise to and from the perimeter and gondola overstock areas and requires climbing a ladder up to 12 feet. * May also be assigned other duties within the store at the direction of the store management team. ## Qualifications * Knowledge of shipping and receiving process in a Retail environment * Ability to lift up to 25 pounds * Ability to climb ladders, up to 12 feet * Ability to multi task and prioritize projects Please note that we recruit for this position on an on-going basis in order to build a talent pool of potential candidates. When a position becomes available, we will review applicants at that time.** **Due to the volume of resumes that we receive, only those candidates selected for interviews will be contacted.** **Thank you for your interest in Toys"R"Us, Inc.!
** *Job Function:* Store Team Member *Primary Location:* USA-IL-Chicago *Work Locations:* Chicago, IL SBS 3330 N Western Ave Chicago 60618-6213 *Brand:* Toys"R"Us/Babies"R"Us *Req ID:* 41314
Apply online at http://administrativejobinsider.com/job_detail/apply/?id=D-1a1f716e803868ff9d6b98ac0e&utm_source=darkstar&utm_source=darkstar&utm_medium=cpc&utm_campaign=admi-gD713HHO-ON2_43&utm_term=D-1a1f716e803868ff9d6b98ac0e
Property Management 

Brit Properties - Rosemont, IL
Brit Properties is a property management company based in Rosemont, Illinois. We are seeking an experienced industrial/commercial property manager. 
You will have direct daily contact with tenants at our 30 Chicago area office/warehouse buildings. 
You must have a car and be able to drive to locations within the Chicago area and suburbs. 
It would be beneficial if you are familiar with lease terms, have experience with tenant improvement projects, HVAC, roofs, physical inspections, scheduling landscaping and snow removal. 
Preferably you have experience with property insurance, budget preparation, approval of A/P invoices and correspondence with tenants. 
Helpful skills are Microsoft Word, Excel and preferably experience with property management software. We use Sage Timberline. 
Candidate must be a well organized, self starter. 
This could be an ideal position for someone who wants the flexibility to spend part of the time working remotely.

Candidate must be an excellent communicator with superior people skills. 
We are looking for a self starter with the desire to grow in an entrepreneurial environment.
Apply online at http://www.indeed.com/viewjob?cmp=Brit-Properties&t=Property+Management&jk=21eb6547b20777c6&sjdu=QwrRXKrqZ3CNX5W-O9jEvQYOYn14tEBGGMmoiPnCM9uVtMKDVOQaOyEdF-sXuKwfybm9D513Mq3hy-qqmy2oTg
Distribution Manager II- Alsip, IL

Talent Area: Warehouse Operations

Location: Alsip, IL, USA

Requisition Number: 00021924

Full or Part Time: Regular Employee FT 


Position Description

Ensures all logistics activities for a Sales Center are operating efficiently. (delivery, merchandising, and in some sales centers warehouse)

- Management, training, and development of all subordinate personnel.

- Establish distribution goals, manage all delivery KBIs and review processes regularly.

- Manage daily routes working closely with the Dispatch group to ensure route plans are maintained and improved.

- Ensure communication of daily plans and compliance to CCE and facility policy on OSHA/safety standards, DOT regulations, and EEOC guidelines.

- Ensure commitment to superior customer service.

- Ensures that all Corporate/NABU initiatives are implemented (OFS, etc.)

- Develop and manage the sales center distribution budget

- Work with sales, warehouse & fleet departments to ensure deliveries are timely, accurate, and efficient.

- High School diploma or equivalent required.

- Bachelor's degree preferred.

- Previous supervisory experience required.

- Experience in direct sales delivery, beverage industry, and/or market development required.

- DOT knowledge required.

- Merchandising knowledge required.

- Ability to work hours exceeding 40 hours per week required.

- Ability to work under time stress in meeting deadlines required.

- Ability to lift 35-65 pounds required.

We are an Equal Opportunity Employer and do not discriminate against applicants due to race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state or local protected class.

Apply online at http://www.enjoycareers.com/en/jobs/descriptions/distribution-manager-ii-alsip-il-alsip-illinois-job-1-4371058
Inventory Control Assistant-Alsip

Talent Area : Warehouse Operations

Location : Alsip, IL, USA

Requisition Number : 00021270

Full or Part Time : Regular Employee FT 


Position Description

Responsible for warehouse inventory maintenance and reconciliation on a daily basis.

- Count all full goods and raw materials in the warehouse on a daily basis, manually or using a handheld scanner.

- Research and reconcile daily inventory variances.

- Reconcile the daily, monthly, and annual inventory to the SAP computer system.

- Identify and report close dated product.

- High school diploma or GED required.

- Associate's degree preferred.

- 0-3 years warehouse/inventory experience required.

- Prior auditing experience preferred.

- Strong computer and database skills.

- Strong math skills.

- Ability to read and follow directions.

- Ability to work with minimal supervision.

- Forklift certification is preferred.

We are an Equal Opportunity Employer and do not discriminate against applicants due to race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state or local protected class
Apply online at http://www.enjoycareers.com/en/jobs/descriptions/inventory-control-assistant-alsip-alsip-illinois-job-1-4303343
Merchandiser Seasonal - Alsip

Talent Area: Merchandising/Merchandiser

Location: Alsip, IL, USA

Requisition Number : HV027877

Full or Part Time: Seasonal/Casual FT 

Physical Abilities

•Ability to repetitively lift, carry, and position objects weighing up to 50 pounds without assistance.  •Ability to repetitively push and pull objects weighing up to 50 pounds without assistance while kneeling; squatting; reaching above the head; reaching at the waist; reaching below the knees; and bending at the knees. 

•Ability to repetitively push and pull manual transport equipment (for example, pallet jack, handtruck) containing product loads a minimum of 100 yards without assistance. 

•Ability to repetitively grasp and manipulate objects of varying size and weight requiring fine motor skills and hand-eye coordination. 

•Ability to exert oneself physically over sustained periods of time to complete job activities.  •Ability to read information in small, medium, and large print. 

•Ability to stand a minimum of 6 hours during the workday. 

•Ability to walk a minimum of 4 miles during the workday.

Minimum Qualifications/Eligibility Requirements •Must be 18 years of age.  •Must be eligible to work in the United States.  •Must have a valid driver's license.  •Must have current vehicle liability insurance.  •Must have a driving record with no major moving violations in the last three (3) years.*  •Must provide and maintain a personal vehicle for use during employee working hours.

Preferred Qualifications •1 year experience working in replenishment or as Merchandiser.  •1 year experience working in grocery, retail, consumer goods, warehousing, or related field.  •1 year experience working in physically demanding fields such as construction, food service, landscaping, manufacturing, military, nursing, or related experience.  •1 year experience working with manual or powered pallet jacks.  •Straddle stacker certification.  •Powered pallet jack certification.  •1 year experience working under little or no supervision. 

•1 year of college coursework in business, marketing, communication, or related area.

We are an Equal Opportunity Employer and do not discriminate against applicants due to race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state or local protected class.

Apply online at http://www.enjoycareers.com/en/jobs/descriptions/merchandiser-seasonal-alsip-alsip-illinois-job-1-4301886
Maintenance Mechanic Trainee

Talent Area : Manufacturing/Production Operations

Location : Alsip, IL, USA

Requisition Number : 00019372

Full or Part Time : Regular Employee FT 


Position Description

Responsible for troubleshooting and providing immediate preventative and corrective maintenance support to production lines and facilitating change-over.

- Troubleshoot equipment problems and perform immediate repairs and preventative maintenance on equipment.

- Overhaul and install new equipment.

- Rebuild and fabricate parts.

- Perform facility maintenance and maintain clean and safe work area.

- Generate parts request to ensure adequate inventory.

- Generate and complete work orders as assigned.

- Perform equipment change-overs and production line set ups.

- Refrigeration/HVAC Trade or Vocational certification preferred.

- 0-1 years of industrial maintenance experience required.

- 0-1 years of mechanical/electrical experience preferred.

- Prior diagnostic/troubleshooting and preventative maintenance experience preferred.

- Previous experience within high-speed industrial environment.

- Demonstrated mechanical and technical aptitude.

- Basic computer skills.

- Ability to follow manufacturers specifications and schematics.

- Programmable Logic Control (PLC) knowledge preferred.

- May be required to supply hand tools.

We are an Equal Opportunity Employer and do not discriminate against applicants due to race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state or local protected class.

Apply online at http://www.enjoycareers.com/en/jobs/descriptions/maintenance-mechanic-trainee-alsip-illinois-job-1-4263506
Driver Merchandiser Relief

Talent Area: Transportation/Driver

Location: Alsip, IL, USA

Requisition Number: HV025268

Full or Part Time: Regular Employee FT 


Position Description

Responsible for driving and delivery of pre-ordered product to assigned accounts and for rotating and stocking product. 

•Check accuracy and stability of the load. 

•Deliver products to customers. 

•Merchandise, display and rotate products according to company standards. 

•Invoice and collect monies due. 

•Pick up company property. 

•Secure company assets. 

•Ensure compliance with regulatory and company policies and procedures. 

•Settle all accounts daily.

We are an Equal Opportunity Employer and do not discriminate against applicants due to race, ethnicity, gender, veteran status, or on the basis of disability or any other federal, state or local protected class.

•High School diploma or GED preferred. 

•1-3 years of general work experience required. 

•1+ years of commercial driving experience preferred. 

•Local delivery experience preferred. 

•Prior grocery store and/or consumer products experience a plus. 

•Ability to operate a two or four wheel dolly. 

•Familiarity with DOT regulations. 

•Ability to work with minimal supervision. 

•Valid Class A or B Driver's License required. 

•Driving record within MVR policy guidelines required. 

•Must have the ability to repetitively lift, pull and push 50+ pounds, reach above head height, stand, walk, kneel, bend and reach.

Apply online at http://www.enjoycareers.com/en/jobs/descriptions/driver-merchandiser-relief-alsip-illinois-job-1-4220500
Merchandiser-Cicero

Talent Area : Merchandising/Merchandiser

Location : Chicago, IL, USA

Requisition Number : HV028915

Full or Part Time : Regular Employee FT 

Position Description: Join our team! Our Merchandisers work in local stores to keep Coca-Cola products fully stocked on the shelves. This position is primarily responsible for maintaining product availability and merchandising products at all designated accounts. This job description does not include all job duties associated with this position.

Physical Abilities

•Ability to repetitively lift, carry, and position objects weighing up to 50 pounds without assistance.  •Ability to repetitively push and pull objects weighing up to 50 pounds without assistance while kneeling; squatting; reaching above the head; reaching at the waist; reaching below the knees; and bending at the knees.  •Ability to repetitively push and pull manual transport equipment (for example, pallet jack, handtruck) containing product loads a minimum of 100 yards without assistance.  •Ability to repetitively grasp and manipulate objects of varying size and weight requiring fine motor skills and hand-eye coordination.  •Ability to exert oneself physically over sustained periods of time to complete job activities.  •Ability to read information in small, medium, and large print.  •Ability to stand a minimum of 6 hours during the workday.  •Ability to walk a minimum of 4 miles during the workday.

Minimum Qualifications/Eligibility Requirements

•Must be 18 years of age.  •Must be eligible to work in the United States.  •Must have a valid driver's license.  •Must have current vehicle liability insurance.  •Must have a driving record with no major moving violations in the last three (3) years.*  •Must provide and maintain a personal vehicle for use during employee working hours.

Preferred Qualifications •1 year experience working in replenishment or as Merchandiser.  •1 year experience working in grocery, retail, consumer goods, warehousing, or related field.  •1 year experience working in physically demanding fields such as construction, food service, landscaping, manufacturing, military, nursing, or related experience.  •1 year experience working with manual or powered pallet jacks.  •Straddle stacker certification.  •Powered pallet jack certification.  •1 year experience working under little or no supervision.  •1 year of college coursework in business, marketing, communication, or related area.

Apply online at http://www.enjoycareers.com/en/jobs/descriptions/merchandiser-cicero-chicago-illinois-job-1-4335992 
Job Title: Labor Conciliator  

Agency:  Department of Labor  

Closing Date/Time: Fri. 04/25/14 5:00 PM Central Time  

Salary: $4,777.00 - $7,247.00 monthly 

Job Type: Full-Time 

Location: Cook County, Illinois  

Number of Vacancies: 2 

Plan/BU: RC062     Bid ID#: 15-IDOL-0024  

Description of Duties/Essential Functions  Benefits  Supplemental Questions   

Under general direction of the Assistant Manager of the Conciliation and Mediation Division, investigates and reviews payroll and a variety of other employer and employee records for compliance with the Illinois Prevailing Wage Act and the Employee Classification Act. Investigates/Settles alleged violations of the Worker Adjustment and Retraining Notification Act (WARN), whistle blower protections under the Environmental Protection Act and the Child Care Act, Equal Pay Act, VESSA and other IDOL Labor Laws and related statutes. Represents the agency at various governmental, educational, business and workforce related meetings.

Minimum Requirements:  Requires knowledge, skill and mental development equivalent to completion of four years of college, preferably supplemented by courses in labor law. Requires three years of professional experience in industrial relations, business management or the negotiation of labor disputes. Requires extensive knowledge of labor organizations, labor laws and the procedures involved in negotiations for the settlement of labor disputes.

Work Hours & Location/Agency Contact:  

Monday - Friday 8:30am to 5:00pm (no weekends or State holidays) 

Illinois Department of Labor  160 North LaSalle Street c-1300  Chicago, IL 60601 

Apply To: Illinois Department of Labor  Attention: Deborah Morris 

900 South Spring Street Springfield, IL 62704 
deborah.morris@illinois.gov fax: 217-782-0596 

HOW TO APPLY IF YOU ARE NOT A CURRENT STATE EMPLOYEE, NOR, HAVE EVER HELD CERTIFIED STATUS WITH THE STATE OF ILLINOIS: Please submit a completed and signed CMS-100 Employment Application and submit with a cover memo indicating the specific vacancy identification number you are bidding on to the contact/address listed above. You will need to receive a valid grade from Central Management Services (CMS). In order to obtain this grade, please follow the instructions below. ****Note: CMS and the bidding agency are two separate entities therefore, submitting your CMS-100 application to CMS for a grade is not in lieu of submitting a CMS-100 to the bidding agency.
Job Title: Mental Health Technician Trainee I  

Agency:  Human Services  

Closing Date/Time: Wed. 04/23/14 5:00 PM Central Time  

Salary: $2,666.00 - $3,705.00 monthly 

Job Type: Full-Time 

Location: Kankakee County, Illinois  

Number of Vacancies: 16 

Plan/BU: RC009 

Bid ID#: 10-75-80993  

Minimum Requirements:  Requires elementary knowledge of nursing care, first aid and personal and environmental hygiene and health care. Requires ability to participate in and successfully complete a comprehensive training program. Requires ability to adjust to and function effectively in an environment with developmentally disabled patients. Requires physical ability to pass CPI training; requires physical ability physically restrain patients to prevent them from hurting themselves or others; requires physical ability to conduct unit rounds; requires physical ability to respond to facility-wide emergencies; requires visual and hearing acuity levels to enable them to observe, monitor, and redirect patient behavior; requires ability to perform and deliver mouth to mask CPR and manual resuscitation. Requires ability to write clear & cohesive statements in the clinical records. Requires mental ability to exercise good judgment in all human interactions & patient care activities. Requires ability to develop and maintain harmonious working relationships with direct care staff. Requires ability to identify most appropriate positive treatment regime and carry out that treatment in accordance with best practice and behavior modification.

WORK LOCATION: Shapiro Center, 100 E. Jeffery St., Kankakee, IL 60901 

Note: Work location and shift assignments will be made based on operational needs and are subject to change. 

Shapiro Center Personnel Office, 100 E. Jeffery St., Kankakee, IL 60901 phone: 815-939-8221 (fax: 815-939-8560). 

How to Apply:  This position is not subject to Central Management Services (CMS) testing procedures; therefore, no application needs to be submitted to CMS, Division of Examining and Counseling, for grading. All interested applicants must submit a CMS-100 employment application directly to the Agency Contact listed above prior to the end of the posting period. For more information, please refer to the Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional information may also be obtained from the Agency Contact listed above or by contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or (217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only).
Job Title: Office Associate - Opt 2  

Agency:  Human Services  

Closing Date/Time: Wed. 04/23/14 5:00 PM Central Time  

Salary: $2,877.00 - $3,985.00 monthly 

Job Type: Full-Time 

Location: Kankakee County, Illinois  

Number of Vacancies: 1 

Plan/BU: RC014 

Bid ID#: 10-75-78846  

Description of Duties/Essential Functions  Benefits  Supplemental Questions   

Performs a variety of complex, specialized clerical information and assistance, typing, record processing, and secretarial and general office support functions. Utilizes standard office equipment and computer. Complies with all Federal, State, Department and Facility Regulations and rules.

Minimum Requirements:  Requires knowledge, skill and mental development equivalent to completion of high school and two years of office experience. Requires extensive knowledge of office practices, procedures and programs. Requires extensive knowledge of composition, grammar, spelling and punctuation. Requires working knowledge of basic mathematics. Requires elementary knowledge of agency programs, rules and regulations. Requires ability to follow oral or written instructions. Requires ability to operate commonly used manual and automated office equipment and perform routine maintenance. Requires skill in typing accurately (minimum net rate of 45 words per minute) and utilize personal computer.

Work Hours & Location/Agency Contact:  

Hours of work: 8:00 am - 4:30 pm, Monday through Friday 

Contact: Shapiro Hum Res Ofc, Shapiro Center, 100 E. Jeffery St., Kankakee, IL 60901 

Phone: 815/939-8221    Fax: 815/939-8560  ATTN: PERSONNEL 

How to Apply:  This position may require a current grade from Central Management Services (CMS), Division of Examining and Counseling, to be deemed qualified and available for employment consideration. For more information, please refer to the Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional information may also be obtained from the Agency Contact listed above or by contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or (217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only). 

Option 2 – Typing
Job Title: Technical Advisor II  

Agency:  Property Tax Appeal Board  

Closing Date/Time: Fri. 04/25/14 5:00 PM Central Time  

Salary: $4,983.00 - $6,880.00 monthly

Job Type: Full-Time 

Location: Cook County, Illinois  

Number of Vacancies: 1 

Bid ID#: 60794  

Description of Duties/Essential Functions  Benefits  Supplemental Questions   

Primarily in Cook County, conducts hearings concerning complex property assessments that have been appealed by taxpayers and taxing districts; analyzes and correlates data entered into evidence; prepares draft decisions on such hearings for review and presentation to the Board; is responsible for hearing appeals ranging from residential properties to complex properties involving significant valuation.

 Minimum Requirements:  

Requires possession of a license to practice law in Illinois; requires working knowledge of the judicial and quasi-judicial procedures and rules of evidence; requires ability to maintain satisfactory public contacts and working relationships with state, local groups, and the general public. Must have the ability to effectively communicate both orally and in writing

Work Hours & Location/Agency Contact:  

WORK LOCATION: Property Tax Appeal Board / Suburban North Regional Office 

9511 W. Harrison Street, Suite LL-54 Des Plaines, IL 60016 

WORK HOURS: 8:00am - 4:00pm, Monday - Friday, Saturday/Sunday Off 

AGENCY CONTACT: Becky Hesse 

402 Stratton Office Building Springfield, IL 62706 

Ph: 217/557-0122   Fax: 217/557-9429  Becky.hesse@illinois.gov 
 How to Apply:  This position is not subject to Central Management Services (CMS) testing procedures; therefore, no application needs to be submitted to CMS, Division of Examining and Counseling, for grading. All interested applicants must submit a CMS-100 employment application directly to the Agency Contact listed above prior to the end of the posting period. For more information, please refer to the Work4Illinois website at Work.Illinois.Gov and select 'Application Procedures'. Additional information may also be obtained from the Agency Contact listed above or by contacting CMS, Division of Examining and Counseling at Work4Illinois@Illinois.gov or (217) 782-7100, (217) 785-3979 (TDD/TTY), (800) 526-0844 (TTY Only).
Job Title:   Admin Project Assistant (Temporary) 

Department:   ROPH BILLING & COLLECTIONS 

Shift:   1st 

Full/Part:   Type 4 (Temporary) 

Job Number:   2014-0527 

  

Job Description:  

This position is a temporary position emphasizing work experience that is particularly relevant to special projects related to the receivables in HCF. Work will typically include managing projects deadlines and analyses of accounts related to aged accounts and credit balances for both RUMC and ROPH receivables. 

Position Qualifications Include:  

A high school diploma/GED or higher is required. 

Minimum of 2 years experience in medical billing or collections.

Strong working knowledge of Microsoft Office products is preferred but not required to be able to 

compile data for special projects or for tracking purposes.

EPIC experience is preferred. 

The position is a dual reporting role which is located within the same department.

Position requires strong analytical skills including statistical, mathematical and organizational skills

Strong interpersonal skills required for communication of finance related issues to management and ancillary departments.

Ability to perform multiple tasks with strong time management skills in order to meet deadlines. 

Apply online at https://rush.igreentree.com/CSS_External/CSSPage_JobDetail.ASP?T=20140414141202& 

Job Title:   Administrative Assistant 3 - Rush Health 

Department:   Rush Health 

Shift:   1st 

Full/Part:   Type 1 (72-80 Hrs/PP) 

Job Number:   2014-0521 

  

Job Description:  

The Administrative Assistant 3 plays a key role in the success of Rush Health, an organization whose members include Rush University Medical Center, Rush Oak Park Hospital and approximately 700 physicians who are on the medical staff of its hospital members.  The Administrative Assistant 3 must be able to work independently on multiple tasks, maintaining the highest level of efficiency, professionalism and confidentiality.  This person will provide administrative support to the senior staff under the direction of the Manager, Administrative Support.  This includes scheduling/calendar management, staffing Rush Health and Rush System for Health Board and governance meetings, and all aspects of day-to-day administrative needs.  

Position Qualifications Include:  

Associates or Bachelors degree in business, administration or related area is preferred. 

Minimum of 5 years in an administrative support role.  Experience using Microsoft Office is required, at a minimum including Word, Excel and   PowerPoint.  Other applications experience and general computer skills are preferred.   Excellent oral and written communication skills required.  Previous executive minute-writing experience preferred. 

Experience in healthcare, financial, managed care or physician practice management is preferred.  Must be customer-focused and interact effectively and efficiently with a variety of staff and contacts:  Rush Health staff, physicians, practice managers, programmers, vendors and other departments. 

Must have good organizational skills, able to manage several projects at once and prioritize.  Strong interpersonal skills with the ability to work with a wide variety of areas.  Demonstrate a high degree of professionalism in handling sensitive or private information. 

Comply with HIPAA and other regulations in the use of data and materials.   

Please Note: This position requires frequent off site travel. Qualified candidate must possess own reliable transportation.   

Apply online at https://rush.igreentree.com/CSS_External/CSSPage_JobDetail.ASP?T=20140414141240&
Job Title:   Buyer - Temporary Position* 

Department:   Purchasing & Contracts 

Shift:   1st 

Full/Part:   Type 1 (72-80 Hrs/PP) 

Specialty:   Purchasing 

Job Number:   2014-0273 

Job Description:  

Rush University Medical Center presents an opportunity for a Buyer in the Purchasing and Contracts department. The Buyer purchases technical equipment, supplies, and services in designated desk categories. He/she processes purchasing transactions for assigned internal departments, including data entry, contacting supplies, working through discrepancies of price or scheduled delivery, and expediting and tracking of all orders. The Buyer assists Receiving and user departments to resolve supplier shipment discrepancies including the processing of all vendor returns. He/she embraces and supports efforts to elevate the purchasing function to a supply chain management function. The Buyer exemplifies the Rush mission, vision, and values and acts in accordance with Rush policies and procedures. This is a temporary position.

Knowledge, Skills, and Abilities:

Bachelor’s degree in Business, Operations, Materials, or related field preferred.

3-5 years of purchasing experience required. 1-2 years of healthcare purchasing experience in a clinical environment preferred. Prior data coordination and procurement experience highly preferred. Self-motivator and self-starter necessary.

Excellent interpersonal, oral, and written communication skills; strong problem solving skills. Proficient in Excel, Word, and other computer software skills; mathematical aptitude. Ability to handle multiple tasks simultaneously; works independently as a team member. Ability to demonstrate increasingly complex negotiation skills.

Ability to interface with various management levels of both internal and external customers.  Experience working in ERP systems (Lawson, PeopleSoft, SAP) highly preferred. Experience with capital and project procurement highly preferred. *LI-SH1

Rush University Medical Center is an Equal Opportunity Employer that welcomes and encourages all applicants to apply regardless of age, race, sex, religion, color, national origin, disability, veteran status, sexual orientation, gender identity and/or expression, marital or parental status, ancestry, citizenship status, pregnancy or other reason prohibited by law.     

Apply online at https://rush.igreentree.com/CSS_External/CSSPage_JobDetail.ASP?T=20140414141331&
Job Title:   General Foreman 

Department:   Electrical Maintenance 

Shift:   1st 

Full/Part:   Type 1 (72-80 Hrs/PP) 

Job Number:   2014-0414 

Position Highlights: 

Providing leadership and direction for employees under his supervision including administration of appropriate disciplinary measures. 

Distributes work assignments, coordinates activities of workers and between individual shops.  Inspects and reviews all work assignments to see that they meet the expectations of the requestor and are completed.  Inspects and reviews all work assignments to see that they meet the expectations of the requestor and are completed.  Instructs new employees and subordinates in new work situations and provides on-going training/in-service in upgrading their knowledge and skills. 

Passes on information appropriate personnel as the situation warrants. 

Performs miscellaneous assignments issued by Management. 

Identifying and performing during emergency situations. 

Complete investigation and documentation of any unusual occurrences through departmental communication, logbooks and by submitting and Unusual Occurrence Report to MCE administration.  Complete investigation and documentation of any employee injury.  Responsible for the safety of the employee by providing required Safety information for proper safety compliance. 

Monitoring employees for verification that they have returned from isolated environments such as crawl spaces, interstitial spaces, steam plants, etc., in accordance with departmental policy and procedures. 

Defining scope of work, obtaining parts/services, bidding parts/services, completing work, and outlining ongoing maintenance and training. 

Position Qualifications Include:   

4 years minimum experience in Electric within a Medical environment required.

3 years previous management experience required.

High School or GED equivalent required.

Previous experience with proper handling of numerous tools and work aids; ability to read and understand blueprints and shop drawings required. 

Previous experience as a journeyman required.

Apply online at https://rush.igreentree.com/CSS_External/CSSPage_JobDetail.ASP?T=20140414141414&
[image: image14.png]


[image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12]
4800 W. Chicago Avenue, Chicago, Illinois 60651

773.378.5902                                             fax 773.378.5903

sign up for daily job leads www.lashawnford.com
email job leads to workforce@lashawnford.com
please feel free to forward job leads to others
20
4/16/2014

