
Accounts Payable  

Rate of 

Pay 

 $7.25  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

John Battaglia  
(212) 650-3559  

(john.battaglia@hunter.cuny.edu) 

1603 

HE  
04409  1847  6 

SUMMER   FALL   SPRING  

Clerical, minimal filing and data entry.  

Suggested number of hours per week: 15-20  

 

 

 

Accounting (Closed 10/6/10) 

Rate of Pay  

Job 1-$7.50 

Job 2- $8.00 

 

Supervisor 

Name  
Telephone #  Room  AC #  LC #  # Std. Request  

Henry Ong  
(212) 772-4373 

(Miriam.hernandez@hunter.cuny.edu)  

1601 

HE 
04409  1142 10 

SUMMER  SPRING  FALL   

   1. Basic office work (maintenance of checks, vouchers, and account folders). 

 

   2. Assist senior accountants with bank reconciliations and statements. Assist other   

staff as needed. 

Suggested number of hours per week: 20 

SPECIAL SKILLS/TRAINING: accounting major a plus. ( Must be a junior or senior)  

Some training required. 

 

 

 

 

 



Accounting(Business Office) (Closed 1/4/11)  

Rate of Pay: 

 $8.00 

 

Supervisor 

Name  
Telephone #  Room  AC #  LC #  # Std. Request  

Najib 

Succar  

(212) 796-6481 

(najib.succar@hunter.cuy.edu)  

1607 

HE 
04409  1142 5 

SUMMER  SPRING  FALL   

   FOOD SERVICE: 2 personnel needed to take food orders and process payments, and 

3 to deliver food orders within the 68
th

 street campus.  

Suggested number of hours per week: 20 

SPECIAL SKILLS/TRAINING: Training required for no more than 30 minutes to 

teach personnel how to operate cash register. 

 

 

 

 

Admissions (Undergraduate) (Closed 9/17/10) 

 

Rate of 

Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Peggy Beveridge  
(212) 772-6475  

(peggy.beveridge@ hunter.cuny.edu) 

203H

N  
04409  2749 10 

SUMMER   FALL   SPRING  

                     File maintenance, student inquires- in person, phone, email, Microsoft 

word answering phones, retrieving files, alphabetizing, shredding. 

                         SPECIAL TRAINING/SKILLS: Excel Proficiency  

Suggested number of hours per week: 10 

 

 

 



Admissions (Campus Schools)  

Rate of 

Pay  

$7.50  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Kyla Kupferstein 

Torres  

(212) 860-1405  

(kkupfers@hccs.hunter.cuny.edu) 
105A  04409  2749 3 

SUMMER   FALL   SPRING  

We seek a team of assistant for the following tasks: 

Copying, collation, and stuffing of a variety of mailings to schools and applicant 

families as well as materials for the Hunter Entrance Exam 

    Filing of student applications, making post office deliveries, answering phones, 

data entry in both Filemaker Pro and Microsoft Access (preferred, but not required).  

SPECIAL TRAINING/SKILLS: Other than computer program skills, all training 

for the position can occur on site as the Hunter Campus Schools admissions process 

is highly detailed and specific and must be followed exactly. Ideal hours would be 

between 8am-4pm Mondays and Fridays, but we have great flexibility in when we 

can make use of work-study students. 

Suggested number of hours per week: 10 

 

 

Admissions/Testing  

Rate of 

Pay 

$8.00  

Supervisor Name  Sup. Telephone #  Room  AC #  
LC 

#  

# Std. 

Request  

Rafael Henriquez  

(212) 772-3039  

(Rafael.henriquez@hunter.cuny.edu) 

150 

HN  
04409  1357 10 

SUMMER   FALL   SPRING  

Aid the administrative staff in miscellaneous office tasks. Students must be 

computer literate (knowledge of Microsoft Word and the internet a must), 

alphabetization skills required, people oriented, must be exempted or proficient 

from the CUNY skills assessment exam.  

Suggested number of hours per week: flexible  

 

 



Graduate Admissions  
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Tremonisha 

Henry  

(212) 650-6369 

(tremonisha.henry@hunter.cuny.edu) 
223HN 04409  1357 10 

SUMMER  FALL   SPRING  

General clerical/office duties: opening and processing of incoming mail, matching, 

documents to applications, updating the applicantôs records on the online application 

system, filing, shredding. 

SPECIAL SKILLS: General computer skills are required; training is needed for the 

use of the graduate online application system. 

 

Suggested number of hours per week: 20 

 

 

African a & Puerto Rican /Latino Studies (Closed 9/16/10) 

 

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Ehiedu Iweriebor, 

Chair  

Ext. 5141/5035 

(eiwerieb@hunter.cuny.edu) 
1709BW  04409  5324  1  

SUMMER   FALL   SPRING  

Basic computer knowledge, run errands, handles phones, filing, etcé 

Suggested number of hours per week: 10-15. 

 

 

 

 

 

 

AMP/Physical Sciences Learning Center(1209 HN)  
Rate of 

Pay 



 $7.25  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Marilyn Rothschild  
(212) 650-3986  

(mrothsch@hunter.cuny.edu) 

1220A 

HN  
04409  7702  5-7 

SUMMER   FALL   SPRING  

We are seeking administrative help for the Physical Sciences learning center (1209 

North). This entails answering the telephone, filing, record keeping, maintaining our 

small book cabinet for book lending and occasional flyer posting.  

Suggested number of hours per week: 5-10  

 

 

Anthropology  

Rate of 

Pay 

 $7.25  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Janette Toussaint 
(212) 772-5410 

(janette.toussaint@hunter.cuny.edu) 

722 

HN  
04409  5098  2 

SUMMER   FALL   SPRING  

Answer telephone, file, assist students, distribute mail and run errands.  

Suggested number of hours per week: 20  

 

 

 

Anthropology   

Rate of 

Pay 

 $8.00  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Ignasi Clemente 

Pesudo  

(212) 772-5424 

(iclement@hunter.cuny.edu) 
704HN  04409  5098  

1 

 

2 



SUMMER   FALL   SPRING  

Assistance for administrative tasks, software installation, setting of the lab, purchase 

of furniture and equipment, as well as qualitative coding, literature reviews, 

transcription revision and preparation of manuscripts for publication.  

SPECIAL SKILL: Experience with audiovisual editing with Apple computers.  

Suggested number of hours per week: 12 

 

 

 

 

 

 

 

Anthropology  

Rate of 

Pay 

 $8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Thomas 

McGovern 

(212) 772-5656 

(Thomas.h.mcgovern@gmail.com) 

701 

HN  
04409  5098  8 

SUMMER   FALL   SPRING  

Work in Zooarchaelogy lab in the Anthropology Department. Basic sorting of bones 

and recording work. Will train and supervise 

SPECIAL SKILLS/TRAINING: Must have some prior lab volunteer experience, 

should be Anthropology major if possible.  

Suggested number of hours per week:10-15  

 

 

 

Anthropology   

Rate of 

Pay 

 $7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Jessica Rothman   (212) 772-4064 724HN  04409  5098  2 

mailto:Thomas.h.mcgovern@gmail.com


(Jessica.rothman@hunter.cuny.edu) 

SUMMER   FALL   SPRING  

Lab assistant needed to conduct nutritional analysis on tropical foods eaten by 

primates in Africa. Assistants will work in the new Primate Nutritional Ecology lab 

in the Dept of Anthropology. Job duties include preparation of solutions, chemical 

analyses and assorted lab tasks related to the nutrient analyses of plant material 

(e.g., protein, fiber, sugar, fat). No experience necessary but science 

background/previous lab skills helpful. Hours/schedule flexible.   

Suggested number of hours per week: 15 

 

 

Anthropology   

Rate of 

Pay 

 $7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Ruchi Chaturvedi   
(212) 772-5646 

(rchaturv@hunter.cuny.edu) 
712HN  04409  5098  1 

SUMMER   FALL   SPRING  

Scanning texts for class, scanning research documents, maintaining list-serve on 

behalf of faculty member, assistance in organizing class related events.   

Suggested number of hours per week: 10 

 

Art Department  
Rate of Pay 

 $9.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Emily 

Braun  

212-650-3756  

ebraun@hunter.cuny.edu 
11031HN  04409 5204 1 

SUMMER  FALL  SPRING 

Assistant to chair of Art History Program (deputy chair of the Art Department). 

SPECIAL SKILLS/TRAINING: Research &Co mputer technology skills 



Suggested number of hours per week: 10 

 

 

Art Department (Closed 9/13/10) 
Rate of Pay 

 $8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Steven 

Kowalik  

212-772-5054  

skowalik@hunter.cuny.edu 
1608HN  04409 5204 5 

SUMMER  FALL  SPRING 

Check ID cards; loan laptops, check bags of departing patrons; refer patrons to 

librarian for reference assistance; scan 35mm slides using Photoshop; catalogue 

images for database. 

Suggested number of hours per week: 7 

 

 

Ar t Department (Closed 9/15/10) 
Rate of Pay 

 $8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Adler 

Tracy  

212-772-4991  

tadler@hunter.cuny.edu 

Art 

Gallery  
04409 5204 10-20 

SUMMER  FALL  SPRING 

The Hunter College Art Galleries would like to hire MA/MFA/BFA/BA work -study 

students to work as gallery attendants to man the desk at the Bertha and Karl 

Leubsdorf  Art Gallery on Hunterôs main campus OR the Times Square Gallery in 

the MFA studio building on West 41
st
 Street).  Interacting with visitors and 

answering questions, reporting any issues in the gallery, keeping front desk stocked 

with materials, turning on and off AV equipment, supervising visitors and keeping a 

count of guests. Shifts are Tues-Sat (1-6pm). Please note, shifts cannot be split up. 

Sitters are usually scheduled for one or two shifts per week. 

Suggested number of hours per week: 5-10 

 

 

 



Art Department  
Rate of Pay 

 $8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Adler 

Tracy  

212-772-4991  

tadler@hunter.cuny.edu 

Art 

Gallery  
04409 5204 5 

SUMMER  FALL  SPRING 

The Hunter College Art Galleries would like to hire MA/MFA/BFA/BA work -study 

students to work as gallery attendants to manage the desk at the Leubsdorf  main 

Gallery on Hunterôs main campus OR the Times Square Gallery in the MFA studio 

building on West 41
st
 Street. Shifts are Tues-Sat (1-6pm). Please note, shifts cannot 

be split up. Sitters are usually scheduled for one or two shifts per week. 

 

SPECIAL SKILLS/TRAINING: ).  Interacting with visitors and answering 

questions, reporting any issues in the gallery, keeping front desk stocked with 

materials, turning on and off AV equipment, supervising visitors and keeping a 

count of guests. Interview with Mara Hoberman or Tracy Adler is mandatory. 

Suggested number of hours per week: 5-15 

 

 

 

 

 

 

 

Art Department  
Rate of Pay 

 $7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Paul 

Krause  

212-772-4993  

paulkrause@hotmail.com 

TH 

Basement  
04409 5204 2-4 

SUMMER  FALL  SPRING 

Helping organize clean ceramics area and some computer work. 

Suggested number of hours per week: 8-12 

 



Art and Sciences, Prelaw Program 
Rate of Pay 

 $8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Elise 

 Jaffe 

           212-772-4889 

   elise.jaffe@hunter.cuny.edu 
1134 HE 04409 7057 3 

SUMMER  FALL  SPRING 

Student will assist Pre-Law Director with administrative matters relating to program 

planning and organization. Student will create Word documents and enter 

information i nto Excel spreadsheets. Students will also help maintain CMS website; 

experience with CMS not required, but student should be willing to attend training 

on the Hunter campus. Additional routine administrative duties, such as copying and 

mailing, as needed. Must be a self-starter. Good writing skills are a plus. Interest in 

attending law school is also a plus. 

Suggested number of hours per week: 10-15 

 

 

Asian American Studies 
Rate of Pay  

$7.25 

Supervisor 

Name  
Telephone #  Room  AC #  LC #  # Std. Request  

Jennifer 

Hayashida  

(212) 772-5660 

(Jennifer.hayashida@hunter.cuny.edu)  

1037 

HE 
04409  5062 2-4 

SUMMER  SPRING  FALL   

   General office, errands, answering phone, working on events promotion, copying 

documents, faxing, computer knowledge Microsoft office environment, putting up event 

posters. 

Suggested number of hours per week: 20 

SPECIAL SKILLS/TRAINING: Organized responsible individual preferred.  

 

 

Athletics  

Rate of 

Pay 



 $7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  
LC 

#  

# Std. 

Request  

Mike Belfiore  

(212) 772-4912  

(micheal.belfiore@hunter.cuny.edu) 

B315  04409  6753  20 

SUMMER   FALL   SPRING  

Fitness center attendants-Open recreation attendants-Equipment checkout/Laundry 

Attendant-Intramural office (referees) & Scorekeepers office assistants. Flexible 

shift assignment, available daytime and later at night. 

SPECIAL SKILLS/TRAINING: Training provided if interested.   

Suggested number of hours per week: 3-15 

 

 

Biological Sciences  
Rate of Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Shirley Raps  
(212) 772-5281 

(raps@genectr.hunter.cuny.edu)  

931 

HN 
04409  5253 2 

SUMMER  SPRING  FALL   

Working in a laboratory, cleaning glassware, preparing media, helping with 

experiments. 

Special Training- Students will go through our Research Techniques Facility. 

Suggested number of hours per week: 10 

 

 

Biological Sciences (Closed 9/17/10) 

 

Rate of Pay:  

$7.75 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Jason Dictenberg  
(212) 650-3014 

(jdictenb@ hunter.cuny.edu)  

833 

HN 
04409  5253 2 



SUMMER  SPRING  FALL   

Biology lab experience offered with help to manage lab organization, molecular 

biology techniques with tested kits for DNA purification, and several other 

neurobiology-related skills offered 

SPECIAL TRAINING: Will train individual in DNA purification techniques  

Suggested number of hours per week: 4-6 

 

Biological Sciences  

Rate of 

Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

 

Laurel Eckhardt  

  

(212) 772-5237 

eckhardt@genectr.hunter.cuny.edu)  

940A 

HN 
04409  5253 1 

SUMMER  SPRING  FALL   

Lab assistant: prepare stock buffers, pour agar plates, take glassware to facility for 

washing, package biological waste for removal(not hazardous), prepare payment 

request for lab invoices, etc. student is welcome to learn other laboratory techniques, 

if interested. 

SPECIAL SKILLS & SPECIAL TRAINING ï Student should be familiar with 

calculating concentrations for buffers (will also be trained on-site); after accepting 

position, will need to take lab safety course, radioactivity course (will not handle 

radioactive materials directly).  Time spent in these training courses will be counted 

as work hours. 

Suggested number of hours per week: 6-8 

 

Biology 

Rate of 

Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Elsa Brunswick  
(212) 7724593 

(brunswick@genectr.hunter.cuny.edu)  

927 

HN 
04409  5253 1 



SUMMER  SPRING  FALL   

Filing, sorting mail, copying, assist with mailings, delivering and picking up certain 

documents, answering phones, and various other clerical tasks. 

Suggested number of hours per week: 20 

 

Biology  

Rate of 

Pay  

$7.50  

Supervisor 

Name  
Telephone #  Room  AC #  LC #  

# Std. 

Request  

Jill Bargonetti   
(212) 650-3519 

(bargonetti@genectr.hunter.cuny.edu)  
942HN 04409  5253 1 

SUMMER  SPRING  FALL   

                                                    *Lab Assistant 

Suggested number of hours per week: 8 

 

 

 

Biology (Closed 9/16/10) 

 

Rate of 

Pay  

$ 7.50 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Inna Rakhlin   
(212) 772-5307 

(Rakhlin@genectr.hunter.cuny.edu)  

813 

HN 
04409  5253 2 

SUMMER  SPRING  FALL   

Assist with set up and tear down of weekly labs for Microbiology, make media. Prior 

experience not necessary, we will train.  Must be able to work in the morning. 

Suggested number of hours per week: 10 

 

Biology (CLOSED 9/16/10) 
Rate of 

Pay  



$ 7.50 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

David Foster  
(212) 772-4075 

(foster@genectr.hunter.cuny.edu)  

906 

HN 
04409  5253 1 

SUMMER  SPRING  FALL   

Lab Assistant- Help maintain Lab and assist with administration 

Suggested number of hours per week: 10 

 

 

Biology  

 

Rate of 

Pay  

$ 7.50 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Patricia Rockwell   

(212) 772-5307 

(Rockwell@genectr.hunter.cuny.edu

)  

821 

HN 
04409  5253 1 

SUMMER  SPRING  FALL   

Lab maintenance duties and experiments 

SPECIAL SKILLS/TRAINING: Biology major and training by graduate students in 

Lab 

Suggested number of hours per week: 8 

 

 

Biology  

Rate of 

Pay  

$ 7.75 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Thomas 

Schmidt-

Glenewinkel  

(212) 772-5276 

(foster@genectr.hunter.cuny.edu)  

840 

HN 
04409  5253 2-3 



Spring 

Cooking fly food, trash packing, washing beakers, fly transferring, and fly crossing. 

SPECIAL SKILLS/TRAINING - special training for transferring flies, and basin 

genetics techniques. 

Suggested number of hours per week: 12 

 

 

 

 

Bursarôs Office  

Rate of 

Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Ana Rodriguez  
(212) 650-3252 

(ana.rodriguez@hunter.cuny.edu  

238 

HN 
04409  1752 8 

SUMMER  SPRING  FALL   

Filing, post payment labels on financial cards, clerical work, send letters to students, 

assist with check disbursement and run errands. 

SPECIAL SKILLS - Must know how to alphabetize and computer knowledge. 

Suggested number of hours per week: 20 

 

 

Business Office Accounting 

Rate of Pay: 

 $8.00 

 

Supervisor 

Name  
Telephone #  Room  AC #  LC #  # Std. Request  

Najib 

Succar  

(212) 796-6481 

(najib.succar@hunter.cuy.edu)  

1607 

HE 
04409  1142 5 

SUMMER  SPRING  FALL   



   FOOD SERVICE: 2 personnel needed to take food orders and process payments, and 

3 to deliver food orders within the 68
th

 street campus.  

Suggested number of hours per week: 20 

SPECIAL SKILLS/TRAINING: Training required for no more than 30 minutes to 

teach personnel how to operate cash register. 

 

 

Career Development Services  

Rate of 

Pay 

 $7.75  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Susan McCarty  
(212) 772-4850/4833  

(susan.mccarty@hunter.cuny.edu)  

805 

HE  
04409  3593  5  

SUMMER   FALL   SPRING  

Assist in data entry, front office reception, answering telephones, schedule 

counselorsô appointments, assist the Internship Coordinator in calling internship 

sites, provide back up coverage for reception, contribute to the efficient running of 

the office, assist students using the services. Assist in career center events. Excellent 

customer service skills necessary.  

Suggested number of hours per week: 10-20  

 

 

 

Cash Management  

 

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

John Battaglia  
(212) 650-3559  

(john.battaglia@hunter.cuny.edu) 

1603 

HE  
04409  1847  6  

SUMMER   FALL   SPRING  

Clerical, minimal filing and data entry.  



Suggested number of hours per week: 15-20  

 

 

Center for Puerto Rican Studies  

 

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Sylvia Santiago  
212-772-5686 

(ssantia@hunter.cuny.edu) 
1429HE  04409  5324  1  

SUMMER   FALL   SPRING  

General office work: filing, telephones, duplicating, mailings, assist staff with supply 

requests and assist the events coordinator. Microsoft word and excel a plus. 

Suggested number of hours per week: 10-15. 

 

 

Center for Puerto Rican Studies  

 

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Carlos Vargas-

Ramos  

212-772-5712 

(cvargasr@hunter.cuny.edu) 
1402HE  04409  5324  1  

SUMMER   FALL   SPRING  

Clerical office work, filing, data entry. Microsoft Word& Excel  

Suggested number of hours per week: 10-15. 

 

 

 

Center for Puerto Rican Studies  

 

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  # Std. 



Request  

Iris Zavala-

Martinez  

212-772-5692 

(izavalam@hunter.cuny.edu) 
1410HE  04409  5324  1  

SUMMER   FALL   SPRING  

¶ Assist in interdisciplinary research on Puerto Rican mental health, online 

searches for example. 

¶ Assist in managing course material on Identities, social change and culture, 

also community lab. 

¶ Assist in preparing bibliography, other tasks as needed. 

SPECIAL SKILLS/TRAINING: Psychology/Sociology student or other 

area/discipline related. Interest in cultural issues, identities. Knowledge of 

statistical methods and analysis is useful (SPSS, Stata). Good computer and 

organizational skills. 

Suggested number of hours per week: 10-20 

 

 

Central Reservations 
Rate of Pay 

 $7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Debra 

Mileski  

(212) 772-4872 

(debra.mileski@hunter.cuny.edu)  
711 HN  04409  3593 2 

SUMMER  FALL  SPRING 

                 General office work, filing, deliveries, phone, schedules, computer skills 

                  SPECIAL TRAINING: We will train  

Suggested number of hours per week: 10-15 

 

 

Centro Library and Archives 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  



Felix A. Rivera  
(212) 772-5704 

(xrivera@hunter.cuny.edu) 
306HE  04409  7846  8 

SUMMER   FALL   SPRING  

1. Students will help assist archivist with processing of historical documents and 

imputing computer lists for in-house record keeping and to aid researchers with 

locating materials. Knowledge of Spanish helpful but not necessary. 

2. Students will help in re-shelving books search and verify catalogued books on 

CUNY+. Assist librarian with minor reference coverage.  Knowledge of Spanish 

helpful but not necessary. 

SPECIAL SKILLS - BASIC KNOWLEDGE OF COMPUTERS REQUIRED  

Suggested number of hours per week: 10-20  

 

 

Chanin Language Center 

Rate of 

Pay  

Job 1 

$8.00 

Job 2 

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Clifford 

Irizarry  

(212) 772-5700 

(operalta@hunter.cuny.edu) 

209HW  04409  7452  15-30 

SUMMER   FALL   SPRING  

1. LAB/LANGUAGE ASSISTANT :  

Answer questions related to foreign language learning. Foreign language skills 

preferred but not required. Assign computer stations and show students how to use 

our resources. Light clerical duties which include keeping records of number of 

users. Students assigned and common problems that arise in the lab. Must be willing 

to work in all areas of Center though primary duties will be in the lab. Upon 

approval, lab assistant may be asked to tutor students enrolled in a foreign 

language. 

2. RECEPTION DESK CLERK :  



Foreign language skills preferred but not required. PC skills preferred. Answering 

phones, checking and filing IDs, data entry, distributing resources (audio tapes, 

video and DVDs), keeping inventory organized etc. Must be willing to work in all 

areas of Center though primary duties will be at the reception desk. 

 

SPECIAL TRAINING & SPECIAL SKILLS REQUIRED - Students will be trained 

to perform general duties.  Language proficiency in Spanish, Italian and or French 

preferred but not required. 

Suggested number of hours per week: 15-20  

 

 

 

Chemistry    

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Dixie Goss   
(212) 772-5383 

dgoss@hunter.cuny.edu 
1308HN 04409  5706  4 

SUMMER   FALL   SPRING  

Assist with lab inventory, purchase of supplies, cleaning of lab materials, preparation 

of stock samples 

SPECIAL TRAINING: Needs to know how to enter data on spread sheet to make 

solutions 

Suggested number of hours per week: 15  

 

 

 

Chemistry  (Closed 9/16/10) 

 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  # Std. 



Request  

Yujia Xu   
(212) 772-4310 

yujia.xu@hunter.cuny.edu 
1304N 04409  5706  2 

SUMMER   FALL   SPRING  

Lab assistance: make up solutions, routine cleaning and organizing, literature search 

  Glassware cleaning, autoclaving, waste disposal, lab cleaning, download articles  

from online sources, making photocopies, searching/obtaining articles or books from 

library.  

Suggested number of hours per week: 20  

 

 

Chemistry    

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

David Mootoo   
(212) 772-4356 

dmootoo@hunter.cuny.edu 
1401HN 04409  5706  1 

SUMMER   FALL   SPRING  

Inventorizing of chemicals and data entry into Excel database, cataloging of research 

data 

SPECIAL TRAINING: Needs to know how to enter data on spread sheet to make 

solutions 

Suggested number of hours per week: 6 

 

 

 

 

Classical/Division of Russian & Polish  

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Marysia (212) 650-3141  1331West  04409  5802  2 



Dzieduszycka  (mdziedus@hunter.cuny.edu) 

SUMMER   FALL   SPRING  

Polish Tutor- helping students with HW assignment, leading conversation group, 

help instructor with copying materials for classes. 

Suggested number of hours per week: 20 

 

 

 

 

 

 

 

 

 

 

Classical/Division of Russian & Polish  

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Alex Alexander  
(212) 772-5060  

(aalexand@hunter.cuny.edu) 
1330West  04409  5802  2 

SUMMER   FALL   SPRING   

Fully versed in Russian and English knowledge in Word Processing and internet 

ability to tutor in Russian 

Suggested number of hours per week: 15  

 

 

Classical and Oriental Studies  

Rate of 

Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Tamara Green 
Ext. 5061 

(tgreen@hunter.cuny.edu) 
1425West  04409  5802  1  



SUMMER   FALL   SPRING  

General office work, including computer programming and editing 

Suggested number of hours per week: 15 

 

 

 

 

 

 

 

Computer Science 
Rate of Pay  

$7.25  

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Joseph Driscoll  
(212) 772-5213 

joseph.driscoll@hunter.cuny.edu  
1008 04409  5995 1 

SUMMER  SPRING  FALL   

Clerical Work: Typing, sorting and filing, copying and collating, record keeping, 

bookkeeping. 

Suggested number of hours per week: 10 

 

 

Continuing Education 
Rate of Pay  

$7.50 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Ellen Zimel  
(212) 772-4088 

ezimel@hunter.cuny.edu  

1026 

HE 
04409  2115 2 

SUMMER  SPRING  FALL   

Register students, clerical work, answering phones, customer service. 

SPECIAL SKILLS/TRAINING: Bi -lingual student preferred. Need to be trained on 

CERS, 

Suggested number of hours per week: 10-20 



 

 

Continuing Education(Writing Center)  
Rate of Pay  

$7.75 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Lewis Frumkes  
(212) 772-4294 

lfrumkes@hunter.cuny.edu  

1024 

HE 
04409  2115 2 

SUMMER  SPRING  FALL   

I am looking for an assistant to help me schedule and run courses and events with 

high-profile individuals in the arts and sciences as Mary Higgins Clark, Nicholas 

Sparks, Alan Dershowitz, Erica Jong, Howard Gardner, Steven Pinker. The student 

should be reliable and presentable. Nor would it hurt if student was amiable and 

intell igent, computer-literate or interested in ideas and literature. But reliability is 

key. 

SPECIAL SKILLS/TRAINING:  N/A  

Suggested number of hours per week: 19 

 

 

 

 

 

 

Creative Writing Dept/ English Dept 

Rate of 

Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  

Roo

m  
AC #  LC #  

# Std. 

Request  

Gabriel Packard  
(212) 772-5164 

(gpackard@hunter.cuny.edu) 

1228 

HW   
04409  6501  1 

SUMMER   FALL   SPRING  

Administrative assistant to help with the day-to-day running of Hunterôs Creative 

Writing Department. You will be required to run errands around Hunter, do 

paperwork, photocopying, some filing, and perhaps some occasional research. You 

will work in a friendly office environment and may sometimes come in contact with 

the intentionally famous writers in our faculty. Strong writing skills would be a 



plus. 

 

 

 

CUNY Institute for Sustainable Cities 

 

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

William Solecki   
(212) 650-3456 

(cmolnar@hunter.cuny.edu) 
1023West  04409  6608 1 

SUMMER   FALL   SPRING  

Program Assistant for Urban Sustainability Extension Service(USES) Project. 

Student will work with director and institute staff to develop outreach activities an 

on program development assessment and implementation. 

Suggested number of hours per week: 10-15  

 

 

 

Curriculum & Teaching  (CLOSED 9/15/10) 

 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Genevieve Joseph   
(212) 772-4686 

(gjosep@hunter.cuny.edu) 
1023West  04409  3641  3 

SUMMER   FALL   SPRING  

To assist with clerical and non confidential office work such as: sorting and 

distributing mails, maintaining the bulletin boards, and other related assignments. 

SPECIAL SKILLS/TRAINING: Knowledge of Microsoft office, and Internet  

Suggested number of hours per week: 15  

 

 

 

 



Curriculum & Teaching   

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Penny Shaw  
(212) 772-4613  

(Pshaw@hunter.cuny.edu) 
1229E  04409  3641  10-20  

SUMMER   FALL   SPRING  

Assist in Saturday Sports program and swimming program for children and young 

adults with disabilities. Optional clerical work during the week. 

Suggested number of hours per week: 8-20  

 

 

 

Curriculum & Teaching  (Closed 9/16/10) 

 

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Barbara 

Ottaviani   

(212) 772-4695 

(bottavia@hunter.cuny.edu) 
1023West  04409  3641  2 

SUMMER   FALL   SPRING  

Teacher/ counselor placement network. 

SPECIAL SKILLS/TRAINING: technology for listserv  management 

Suggested number of hours per week: 10-20 

 

 

 

 

 

Curriculum & Teaching  (CLOSED 9/15/10) 

 

Rate of 

Pay  

$8.00 



Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Epstein Terrel   
(212) 772-4677 

(Tepstein@hunter.cuny.edu) 
1019West  04409  3641  1  

SUMMER   FALL   SPRING  

The student will conduct data entry and analysis on a study of New York City 

teachersô principles and practices related to teaching about power and race in 

history and society. The student also will have opportunities to publish papers with 

the professor on effective teaching practices of New York City teachers. The 

professor will train the student in data entry and analysis, thus providing research 

skill and opportunity.  

Suggested number of hours per week: 10 

 

 

 

 

Curriculum & Teaching   

 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Nadine Bryce   
(212) 772-4770 

(nbryce@hunter.cuny.edu) 
903HW  04409  3641  1  

SUMMER   FALL   SPRING  

Assist with communication and mailings, organizational tasks, managing the 

Literacy Space(clean up, return materials to shelves, small repairs to materials as 

needed), constructing and maintaining bulletin board spaces 

SPECIAL SKILLS/TRAINING: Work study students for this position must have  

knowledge of basic computer skills, be detail-oriented, and organized. Training 

ensures work study students are familiar with the program, job-related tasks and 

storage of materials. 

Suggested number of hours per week: 20 

 

 

 

 



Dance  
Rate of Pay 

 $7.75 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Jana 

Freidman  

jfeinman@hunter.cuny.edu) 

212-772-5010  
614TH 04409  8449 3 

SUMMER  FALL  SPRING 

Each student will be responsible for maintaining production equipment in the Dance 

Program in addition to working backstage for productions. Students will assist the 

Dance TD in cataloging and organizing space and equipment. 

 

SPECIAL SKILLS Necessary ï knowledge of how to enter data in SPSS 

Suggested number of hours per week: 8 

 

 

 

 

Dolciani Mathematics Learning Center   

Rate of 

Pay  

Job 1 

$7.25 

Job 2  

$8.00 

Job3: 

7.50 

 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Barbara Barone 
(212) 772-5376  

(bbarone@hunter.cuny.edu) 
300HN  04409  7250 

Job 1 - 

12 

 Job 2- 

10 

SUMMER   FALL   SPRING  

1.  Circulation Asst: answering phones, taking messages, loaning out materials, 



responsible for logging in students on computer, giving general information. 

       2.  Tutor Asst: Tutor individual, groups or problem sessions. Must be a people-     

person and a clear-speaker willing to help people. 

      3. Computer Asst: Must be computer literate, knowledge of windows. Microsoft, 

Excel and email. Tech support a plus. 

 

Suggested number of hours per week: 6-15  

  

 

Educational Foundations & Counseling Programs 
Rate of Pay 

 $8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Arnold 

Wolf  

212-772-4616 

awo@hunter.cuny.edu 

 1127 

 HW   
04409 6275 2 

SUMMER  FALL  SPRING 

Help collate documents, provide descriptive statistical data and copy data as per 

need. Provide overall copying and collating of syllabi and other data throughout both 

semesters. Help create database for additional practicum and intern site location by 

contacting existing and potential schools, rehabilitation programs and mental health 

programs. Student will not be allowed to work on information related to current or 

past student data files and examination files. Will work under the supervision of 

Arnold Wolf. May be assigned to other faculty as per need for all of the above 

activities. 

Suggested number of hours per week: 15 

 

 

 

 

English  

Rate of 

Pay  

$9.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Janet             

Neary 

(949-861-1668) 

(jneary@hunter.cuny.edu) 

1204 

HW   
04449 6501 1  



  SPRING  

Research Assistant-project that is an investigation of the African American slave 

narrative in an eighteenth-century literary context. Have to show the wide variety of 

art and artists who use slave narrative in their work. Assistant will go through 

exhibition catalogues, library databases, and museum archives to identify art which 

uses African American slave narratives in its composition during the period of 1980-

2010 

SPECIAL SKILLS/TRAINING: Graduate student w/ research experience preferred 

   

Suggested number of hours per week: 2 

 

 

English    

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Marlene 

Hennessy  

(212) 772-5078 

(gradenglish@hunter.cuny.edu) 
1411West  04409  6501  1  

SUMMER   FALL   SPRING  

Student with excellent organizational abilities wanted to work as assistant to the 

Graduate Advisor for the MA programs in English of the Hunter College English 

Department. Very flexible hours. Task includes regular correspondence, filing, and 

some research. Prefer advanced undergraduate or graduate student.  

   

Suggested number of hours per week: 10 

 

 

 

Environmental Health and Safety 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Ricardo 

Franco  
(212) 772-4462 E1211A 04409  1858 2-3 



(Ricardo.franco@hunter.cuny.edu) 

SUMMER  FALL   SPRING  

Support of the Director of Environmental Health and Safety in the implementation 

of the Collegeôs environmental health and safety program, particularly as it relates to 

laboratory safety, waste management, safety training programs and record keeping. 

Will work with lab personnel (PIôs, lab techs and researchers) to implement the 

collegeôs chemical, biological and radiation safety programs. Perform safety training. 

Participate in emergency response activities as needed. Advanced college students in 

Science or related field of study preferred with one year of lab or studio experience 

desirable. Knowledge of biological, chemical, fire protection, and radiation safety 

preferred.  

SPECIAL TRAINING: Department will train  

 

Suggested number of hours per week: 20 

 

 

 

Facilities Management and Planning  
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Rick 

Chander  

(212) 650-3258 

(rick.chandler@hunter.cuny.edu) 
E1702D 04409  1858 2-3 

SUMMER    

 The Facilities Management and Planning D3ivision (FMPD) is responsible for 

maintaining the physical infrastructure of the 11, and with the addition of Roosevelt 

House, 12 properties in the Hunter system representing approximately 2.5 million 

square feet. The physical systems supporting these building are almost as varied as the 

academic departments, students and faculty they serve. FMPD actively manages the 

daily operations responds to emergencies and requests for services from all 

departments from minor repairs to planning major capital projects. The assistant 

Vice-President and FMPD managers work extensively with CUNY and Dormatory 

Authority (DASNY) staff designed to the campus.  

   This work study position is to support the assistant Vice-President and his managers 

in gathering, tracking, organizing and communicating information about myriad 

ongoing projects, work orders and proposals in various stages of completion. With 

direction from the Assistant Vice-President, the student will work with the existing 

tracking systems with Facilities project managers, ICIT computer personnel and 



others to assemble data into appropriate formats for management evaluations tools, 

staff meeting, presentations and planning. Support will also include assistance with 

written proposals or general communication to the administration, department chairs 

or faculty.  The position requires proficiency in Microsoft Word and experience with 

Microsoft Excel and a willingness to learn basic operations of retrieving database 

information with some training from ICIT staff.  

SPECIAL TRAINING: Department will train  

Suggested number of hours per week: 15-20  

 

 

Faculty Delegate Assembly   

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Tony Doyle   
(212) 772-4181 

(tdoyle@hunter.cuny.edu) 
1414HE 04409  2509  2 

SUMMER   FALL   SPRING  

Make and serve coffee and provide cookies in the Faculty/Staff Lounge (8
th

 flr HW). 

Also responsible for general clean up. 

SPECIAL SKILLS/TRAINING: Good manners and clean manners are essential. 

Suggested number of hours per week: 10-15  

 

 

Faculty Delegate Assembly   

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

James Regan   
(212) 772-4123 

(fda@hunter.cuny.edu) 
1414HE 04409  2509  3 

SUMMER   FALL   SPRING  

Make and serve coffee and provide cookies in the Faculty/Staff Lounge (8
th

 flr HW). 

Also responsible for general clean up. 



SPECIAL SKILLS/TRAINING: Good manners and clean manners are essential. 

Suggested number of hours per week: 14-15  

 

 

 

Film & Media (CLOSED 9/13/10) 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Tami Gold  
        (212)772-4953  

(tgold@hunter.cuny.edu) 
474HN 04409  2510  N/A 

SUMMER   FALL   SPRING  

Student will facilitate ordering of, dispersing of and collection of equipment in 

conjunction with Professor Gold for classes. Also, the student will photocopy and 

organize handouts and reading materials. 

Suggested number of hours per week: N/A 

 

 

 

Film & Media  

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Sha Sha Feng  
        (212)772-4578   

(sfeng@hunter.cuny.edu) 
541HN 04409  2510  3 

SUMMER   FALL   SPRING  

Web/Computer Intern: Assist students on software/computers. Help staff with 

updating websites, designing graphics, and lab maintenance. 

SPECIAL SKILLS NECESSARY ï HTML, Dream weaver, Photoshop, Mac/PC 

platforms, (knowledge of Flash or programming would be helpful) 

Suggested number of hours per week: 10-15 

 

 



Film & Media (CLOSED 9/13/10) 

Rate of 

Pay  

$7.75 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Peter Jackson  
        (212)772-4953  

(peter.jackson@hunter.cuny.edu) 
435HN 04409  2510  N/A 

SUMMER   FALL   SPRING  

Tech support for MAC labs, lab monitor, audio and visual support for screening 

room. 

 

Suggested number of hours per week: N/A 

 

 

 

Film & Media  

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Bernard L.  Stein 
        (212-772-4846) 

(bstein@hunter.cuny.edu) 
N/A 04409  2510  1 

  SPRING  

Student will send out letters/emails soliciting advertising in these two student-staffed 

community newspapers, published by classes taught by Prof. Bernard L. Stein, and 

will follow up with telephone calls  

While no special skills are necessary, the student should have a winning personality 

and an interest in sales.  

Suggested number of hours per week: 10 

 

Film & Media Studies 

Rate of 

Pay  

$7.50 



Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Billy Herman  
        215-715-3507 

(bherman@hunter.cuny.edu) 
501HN 04409  2510  1 

SUMMER   FALL   SPRING  

The student will conduct content analysis, which means s/he will read and review 

newspaper articles, congressional hearing documents, and website, categorizing them 

according to specific instruction. This will contribute to my data sets for several 

related articles and a book manuscript. Where appropriate, s/he will also help me to 

review literature in the field and integrate into the research projects I have already 

begun. 

SPECIAL SKILLS: The instructions for processing these documents are detailed but 

straightforward. They do depend on a basic understanding of media policy issues 

such as copyright. I can provide this training.  

Suggested number of hours per week: 10 

 

 

 

Film & Media  

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Isabel Pinedo  
        (212)650-3575   

(ipinedo@hunter.cuny.edu) 
501DHN 04409  2510  1 

SUMMER   FALL   SPRING  

Teaching Assistant will perform duties for the cross-listed course Film 222.53/Media 

298.53 Film Genre: The Horror Film 

¶2510 Use search engines to locate relevant images and clips 

¶2511 Evaluate quality and usefulness of visual material 

¶2512 Compile stills and clips on a DVD to serve as teaching materials 

¶2513 Conduct literature searches to identify useful recent publications. 

SPECIAL SKILLS NECESSARY ï ability to edit digital video material. A film 

major who is adept at this can expedite the work needed. 

Suggested number of hours per week: 10-15 



 

 

 

Film & Media Studies/Integrated Media Arts Program 

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Martin Lucas  
        (212)6503415 

(mluc@hunter.cuny.edu) 
477HN 04409  2510  1 

SUMMER   FALL   SPRING  

Answering phone, maintenance of student files, helping with student requests, and 

assisting in the organization of program events for the Integrated Media Arts MFA 

Program in the department of Film and Media Studies. If student has aptitude, will 

train for maintenance of the Programôs Word press Website. 

Suggested number of hours per week: 5-10 

 

 

 

Film & Media Studies/Integrated Media Arts Program(Closed 928/10) 

Rate of 

Pay  

$9.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Martin Lucas  
        (212)-650-3415 

(mluc@hunter.cuny.edu) 
477HN 04409  2510  1 

SUMMER  FALL   SPRING  

Graduate-level student is sought to help undertake and bring to completion various 

projects within the Integrated Media Art program of the Film &Media Department. 

Student should be knowledgeable in web applications, web design and composition, 

and some web coding/programming, as well as a familiarity with office organization 

and clerical task, image editing and basic photography/videography. Additionally, 

student must be available to assist with particular workshops and classes, and be 

wil ling to tutor other students in the program to develop particular skills and realize 

creative and theoretical goals. Specific duties include streamlining and re-vamping 

website templates used as instructional aids in specific graduate-level and 

undergraduate classes, developing new templates and skill sheets for students in 



conjunction with and working closely with IMA Program Director and full -time 

faculty, one-on-one tutoring of students towards broadening and enriching their 

understanding of course material. 

Suggested number of hours per week: 5-10 

 

 

 

Financial Aid Office 

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Juana Ham  
212-772-4820 

(juana.ham@hunter.cuny.edu) 
241HN  04409  1847  2 

SUMMER   FALL   SPRING  

Clerical duties and projects assigned by the Assistant director. 

Suggested number of hours per week: 20  

 

 

 

 

 

 

 

 

 

 

Financial Aid  

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Nalini Dyal  
212-772-4410 

(ndyal@hunter.cuny.edu) 
241HN  04409  1847  1 

SUMMER   FALL   SPRING  



Assist the loan coordinator with all clerical duties with the direct loan program. 

Suggested number of hours per week: 20  

 

 

 

 

 

Financial Aid Processing Center  

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Kan Yee Man  
4355 

(kanyee.man@hunter.cuny.edu) 
1605HE  04409  1847  5 

SUMMER   FALL   SPRING  

Filing, Microsoft Word and Telephone 

Suggested number of hours per week: 20  

 

 

 

 

 

 

 

 

 

Geography 

Rate of Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Dana Reimer  

(212) 772-5266 

(dgreimer@hunter.cuny.edu) 

1006 

HN 
04409  6608 2 

SUMMER  FALL   SPRING  

Answer telephone, filing, and some typing, run errands, photocopying, answer 

questions from visitors or students, assist departmentôs CLT with hall signage. 

Students must be polite, well-spoken, punctual, and discrete. 



Suggested number of hours per week: 15 

 

 

Geography 
Rate of Pay  

$ 7.75 

Supervisor Name  Telephone #  Room  AC #  LC #  # Std. Request  

Marianna 

Pavlovskaya  

(212) 772-5320 

(mpavlov@hunter.cuny.edu) 

1043 

HN 
04409  6608 1 

SUMMER  FALL   SPRING  

Research assistance with resource website for Geography of Russia and Central Asia 

course. Assistance with research tasks related to the project on Russia-speaking 

households and post-socialist transformation in Russia. 

SPECIAL SKILLS NECESSARY ï Knowledge of Russian Language, internet 

research skills, library research skills 

Suggested number of hours per week: 15 

 

 

 

Geography 
Rate of Pay  

$ 8.00 

Supervisor Name  Telephone #  Room  AC #  LC #  # Std. Request  

William Soleckl 
(212) 396-6136 

(lpatrick@hunter.cuny.edu) 

1215 

HE 
04409  6608 1 

SUMMER  FALL   SPRING  

Facilities event planning and outreach, researching venues, communities and 

potential partners for public education events. Help plan and execute events 

throughout the year, ranging from small lectures to large conferences 

SPECIAL SKILLS NECESSARY ï Comfort with public speaking, proficient in 

office suite and basic skills on adobe creative suite. 

Suggested number of hours per week: 10-20 

 

 

 

 



 

 

 

 

Human Resources  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Jemima 

Fracois  

(212) 772-4513 

(jemima.francois@hunter.cu

ny.edu) 

1502 HE 04409  3054 3 

SUMMER  FALL   SPRING  

Light clerical work including filing, typing, making copies, shredding paper and                                    

reception. 

Suggested number of hours per week: 15  

 

 

 

 

 

ICIT ï Public Computing Services (Closed 9/17/10) 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Chris 

Thompson  

(212) 650-3289 

(thompson@hunter.cuny.edu 
1001HN 04409  2127 3 

SUMMER    

Assist users in Public Computing Services with basic software (Microsoft Office, 

Browsers, etc.) Ensure that computer and printers are functioning properly and 

report problems to technical staff. Checks IDôs and ensure compliance with PCS 

Policies. 

SPECIAL TRAINING/SKILLS: Training will be provided on an as -need basis for 

software titles. PCS policies and procedures will be explained. 

Suggested number of hours per week: 20  

 



 

ICIT ï One Card 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Stephen 

Sukhra  

(212) 396-6263 

(tsukhra@hunter.cuny.edu) 
116HN 04409  2127 4-5 

SUMMER    

 Mature, dependable, must follow assigned work days and schedule hours. 

With training, will maintain OneCard printers, copiers, and assist Library Laptop 

Loan Staff throughout Hunter College. They will also assist faculty, staff, and students 

with OneCard needs. 

With training, must be able to work successfully with faculty, staff and students in a 

customer service environment and follow departmental guidelines and regulations. 

Must be organized and able to take directions from departmental supervisors. 

Must be able to work in fast and continually changing environment. 

SPECIAL TRAINING: Department will train  

Suggested number of hours per week: 15-20  

 

 

 

 

ICIT (Closed 9/23/10) 
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Vanessa Uruci  
(212) 650-3289 

(vuruci@hunter.cuny.edu) 
116HN 04409  2127 1 

SUMMER    

Responsibilities include answering phones, filing, typing, and greeting those that enter 

the office. 

SPECIAL TRAINING/SKILLS: N/A  

Suggested number of hours per week: 20  



 

 

 

 

Distance Learning Center-ICIT  
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Joseph Pelaez  
(212) 452-7484 

(jpelaez@hunter.cuny.edu) 

SSW 

6th 
04409  2127 2 

SUMMER    

A video conferencing technician at the Distance Learning Center is responsible for 

operating and maintaining video conferencing equipment for faculty use in our 

facilities. The technicianôs primary responsibilities are providing technical support for 

faculty during their live events and coordinating audio visual tests before scheduled 

events. The tech is also responsible for maintenance of video conferencing. 

SPECIAL TRAINING/SKILLS: A potential candidate should have basic computer 

knowledge and be able to navigate the web. Experience with applications like Skype is 

a plus but all candidates will receive on the job training. 

Suggzested number of hours per week: 20  

 

 

ICIT  
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Michael 

Nisbett  

(212) 650-3358 

(mnisbett@hunter.cuny.edu) 

C104 

HN 
04409  2127 3 

SUMMER    

Support faculty, staff and students with learning technology 

SPECIAL TRAINING/SKILLS: Proficient with windows, Microsoft Office (Word, 

Excel, PowerPoint), email, internet 

Suggested number of hours per week: 20  

 



 

 

Institutional Advancement 
Rate of Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  # Std. Request  

Jayne Rosengarten  
       212-650-3733    

jrosenga@hunter.cuny.edu 
1313 04409  3174 2 

SUMMER  FALL   SPRING  

Alumni Relations 

Suggested number of hours per week: -- 

 

 

International Student Office (Closed 9/15/10) 

Rate of 

Pay 

 $7.50  

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Iris Aroyewun -

Birchwood  

(212) 772-4864 

(iris.aroyewun@hunter.cuny.edu) 
1109HE  04409  3593 2 

SUMMER   FALL   SPRING  

Filing and retrieving voice messages and speaking to international students  

Suggested number of hours per week: 6  

 

 

 

Kaye Playhouse (Closed 9/16/10) 

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Karen Rousso 
(212)650-3888 

(krousso@hunter.cuny.edu) 

138B 

HN 
04409  8449 1-2 

SUMMER  FALL   SPRING  



The Kaye Playhouse at Hunter College seeks a highly motivated, detail-oriented and 

positive individual for a Part-Time Weekday and Evening Hours 

    Ticket Sales: ProVenue Computer Ticketing System (will train) 

                           Window sales, Phone sales, Credit Card processing 

    Additional Clerical Work: E xcel spreadsheet data entry; maintain customer    

email list and mailing list. Light filing, some production office work, ticket stock 

purchasing. 

   

SPECIAL SKILLS/TRAINING: Department will train  

Suggested number of hours per week: 10-20 

 

 

 

Kaye Playhouse (Closed 9/15/10) 

 

Rate of 

Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Mary -

Sarah 

Baker 

(212)447-4471 

(mary.sarah.baker@hunter.cuny.edu) 
1209HE 04409  8449 1 

SUMMER  FALL   SPRING  

*Developed targeted mailing list of current and potential clients both for Kaye 

Playhouse and Roosevelt House  

* Develop mailing list for mailing to current client, welcoming them to 2009/2010 

season with introduction to MSB. Manage mailing to current clients. 

 * Identify costs associated with marketing and promotional opportunities via on-line 

and print advertising, theatre association membership and trade shows 

   * Contact other performing arts venue to identify pricing structures, market 

research, and ñbest practicesò in the industry. 

   * Assist with developing revised rate card for Kaye Playhouse and new rate card 

for Roosevelt House. 

   * Identify costs associated with developing marketing package, including design 

and production. 

Suggested number of hours per week: 10-20 

 



 

Kaye Playhouse  

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

James Rose 
(212)650-3693 

(krousso@hunter.cuny.edu) 
N04 04409  8449 1 

SUMMER  FALL   SPRING  

Gather venue information from all venues in NYC that are similar to the Kaye 

Playhouse at Hunter College.  

I.E: Rental pricing, labor pricing, and additional costs for equipment seating 

capacity and seating charts, etc 

   

SPECIAL SKILLS/TRAINING: Excel or Database(Access) 

 

 

Kaye Playhouse  

 

Rate of 

Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Michelle 

Ask 

(212)650-3888 

(mask@hunter.cuny.edu) 
138HN 04409  8449 1 

SUMMER  FALL   SPRING  

The Kaye Playhouse at Hunter College seeks a highly motivated, detail-oriented and 

positive individual for a part-time position. Weekday and Evening Hours. Must also be 

available weekends. Ticket Sales: ProVenue Computer Ticketing System (will train) 

Window sales Phone sales Credit Card processing Additional Clerical Work: Light filing 

Customer service and sales experience desirable, but not necessary. 

Suggested number of hours per week: 10 

 

 

 

 

 



Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu ) 
 04409  4554 11 

SUMMER  FALL   SPRING  

ACQUISTIONS DEPT:   Book mending; repair torn pages; book hinges, binding. 

Must like working with hands.  

Suggested number of hours per week:15- 20  

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

dcherubi@hunter.cuny.edu 
 04409  4554 3 

SUMMER  FALL   SPRING  

CATALOGING PROCESSING ASSISTANT:   Prepare library materials for 

collections; stamp, pocket label security strips. 

Typing skills required.  

Suggested number of hours per week:15- 20  

 

 

 

 

 

 

 

 

Library  
Rate of Pay  

$9.00 



Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 10 

SUMMER  FALL   SPRING  

CIRCULATION DEPT:   Graduate FWS are needed to work evenings (6-11PM) and 

on Saturdays 10AM to 5PM. Duties include work at the circulation desk and 

assisting users with online catalog, electronic resources. 

Basic computer skills.  

Suggested number of hours per week:15- 20  

 

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 6 

SUMMER  FALL   SPRING  

HEALTH PROFESSIONS LIBRARY:  Undergraduate or Graduate students are 

needed to staff the Computer Lab at the Health Professions Library; Hours 

Negotiable.  Duties include shelving & other MISC. Library duties. 

Knowledge of computers, e-mail & internet required.  

Suggested number of hours per week:15- 20  

 

 

 

 

 

 

Library  
Rate of Pay  

$7.25 



Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 1 

SUMMER  FALL   SPRING  

INTERLIBRARY LOAN DEPT:   Retrieve materials requested for interlibrary 

loans; packages & prepares materials for mailing; may include photocopying 

journal articles, must comply to schedule. 

Typing skills required. 

Suggested number of hours per week:10  

 

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 3 

SUMMER  FALL   SPRING  

LIBRARY ADMINISTRATION OFFICE:   Answering telephones, direct calls, light 

typing and computer work, filing, photocopying, light office work. 

Basic computer & typing skills 

Suggested number of hours per week:15- 20  

 

 

 

 

 

 

 

 

 

Library  Rate of Pay  



$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 12 

SUMMER  FALL   SPRING  

 LIBRARY COMPUTER & LEARNING CENTER :  Undergraduate Student or 

Graduate Student to staff & provide assistance in the Libraryôs Computer LAB- 

Basic Computer Skills. 

Knowledge of MS Office suite & Word Perfect. Fluent in English.  

Suggested number of hours per week:15- 20  

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 12 

SUMMER  FALL   SPRING  

 LIBRARY MICROFORMS ROOM :  Staffing the services desk; shelving materials. 

Typing skills required.  

Suggested number of hours per week:15- 20  

 

 

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  



Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 3 

SUMMER  FALL   SPRING  

 LIBRARY REFERENCE DEPARTMENT:   Assist reference department librarians 

in special projects. 

Basic computer skills, light typing.  

Suggested number of hours per week:15- 20  

 

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 12 

SUMMER  FALL   SPRING  

 LIBRARY RESERVES REA DING ROOM :  Staffing the services desk; shelving 

books. 

Experience working with computers.  

Suggested number of hours per week:15- 20  

 

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 25 

SUMMER  FALL   SPRING  



 LIBRARY STACKS MAINTENANCE DEPT :  Undergraduate Work-Study 

Students are needed for shelving books, light clerical work possible depending on 

assignment. 

Basic computer skills.  

Suggested number of hours per week:15- 20  

 

 

Library  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Daniel 

Cherubin 

(212) 772-4144 

(dcherubi@hunter.cuny.edu) 
 04409  4554 2 

SUMMER  FALL   SPRING  

 PERIODICALS  DEPT:  Assists users in locating magazines, journals and 

newspapers using information databases & library catalog; good communication 

skills, reliable, detail oriented. 

Basic computer skills.  

Suggested number of hours per week:15- 20  

 

 

 

Mathematics and Statistics 
Rate of Pay  

$ 7.25 

Supervisor Name  Telephone #  Room  AC #  LC #  
# Std. 

Request  

Lenz Telemarque   
(212) 772-5301 

(ltelemar@hunter.cuny.edu) 
919HE 04409  7250 2 

SUMMER  FALL   SPRING  

Performing front desk duties including answering the phone, filing data, giving 

accurate information to students as they walk in or telephone, faxing, Xeroxing. 

Suggested number of hours per week: 15 

 



 

 

 

Music  
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Annie 

Schiller  

(212) 772-5020 

(annie.schiller@hunter.cuny.edu) 

416 

HN 
04409  7500 8 

SUMMER  FALL   SPRING  

 Answering phone calls, sorting and distributing mail, running errands, computer 

work, filing, copying and answering studentsô questions. 

Suggested number of hours per week:6-8  

 

 

Music (Graduate Program in Ethnomusicology) 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Barbara 

Hampton 

(212) 772-5153 

(bhampton@hunter.cuny.edu) 

400F 

HN 
04409  7500 2 

SUMMER  FALL   SPRING   

 Work in recording studio and transcription laboratory. Recording music, creating, 

typing labels and copying notes for recordings, working with databases and other 

clerical responsibilities. Indexing recorded materials. Should enjoy listening to a 

wide range of music from Bach to Beijing (Chinese) opera to hip hop. 

SPECIAL SKILLS/TRAINING: Will train in the procedures of the laboratory and 

studio. Willingness to learn recording techniques and new computer software is 

desirable. 

Suggested number of hours per week:10  

 

 

Office of AccessAbility 

 

Rate of Pay  

$7.50 



Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Ron Rateau  
212-772-5478 

(rrateau@hunter.cuny.edu) 
TH205 04409  3592 2 

SUMMER  FALL   SPRING  

1. Front Desk Receptionist: answer phone, data entry, file documentation and greet 

students. Updates on computers, maintenance (computer lab and main room) 

 

SPECIAL SKILLS & TRAINIG ï Computer Literate 

 

Suggested number of hours per week: 25-30  

 

 

 

 

 

 

 

 

Office of Health Services  

 

Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Patricia 

JaJouTE 

212-772-4800/4336 

(PJaJouTE@hunter.cuny.edu) 
307N 04409  7368 4 

SUMMER  FALL   SPRING  

Work -study students will provide clerical and administrative support to the Health 

Services Office. 

Responsibilities include filing immunization records, shredding, answering 

telephones, directing calls, greeting patients when necessary, filing PAC cards and 

assisting the Health Services Center Staff and Coordinator as needed.  

Suggested number of hours per week:10-20 

 

 

 



Office of Student Services  

Rate of 

Pay  

$7.25 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Nicole Hector-

Hutchison  

(212) 772-4510 

(n_hector@hunter.cuny.edu) 
214TH  04409  3593  2  

SUMMER   FALL   SPRING  

Database entry, maintain office filing and storage systems, general reception duties, 

return calls as appropriate, usually per request. Outstanding communication skills 

and strong work ethic. 

Suggested number of hours per week: 20 

 

 

Office of the Provost  

Rate of 

Pay  

$8.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Razel Solow  
(212) 650-3599 

(rsolow@hunter.cuny.edu) 
1029HE  04409  3174 1 

SUMMER   FALL   SPRING  

Assist editing the website of the Center of the Gifted Studies and Education, assist 

event planning (phone calls to make arrangements, etc, assist promoting Hunterôs 

Advanced Certificate in Gifted Education program (emails and phone calls, but also 

ideas, if you have some), minimal filing and document printing.  

SPECIAL SKILLS/TRAINING ï Yes, but only for the website editing. Training will 

be provided as part of the work hours. If the student has worked with website design 

or programming before, then she/he will need less training time. 

 

Suggested number of hours per week: 8-10 

 

 

 

 



 

Payroll 
Rate of Pay 

 $7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  # Std. Request  

Jean B. 

Willis  

(212) 772-4308 

(jean.willis@hunter.cuny.edu)  

1501 

HE  
04409  3029 4 

SUMMER    

Clerical, Telephone Reception, must be good with details. 

Suggested number of hours per week: 20 

 

Performing Arts  

Rate of 

Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Denise 

Mazzaferro  

(212) 772-4227 

(denise.mazzaferro@hunter.cuny.edu) 
1605HE 04409  7643 2 

SUMMER  FALL   SPRING  

 Office Assistant: Answering Phones, Greeting Faculty, Students & Members of the 

Community, Running errands, faxing, filing, typing, stuffing envelopes and other 

general needs of the office 

SPECIAL SKILLS  NECESSARY ï Basic Computer skills are necessary (MS Word 

& Excel) and prior office experience helpful. 

 

Suggested number of hours per week:10-20  

 

 

 

 

 

 

 

Philosophy Rate of Pay  



$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Laura 

Keating  

(212) 772-4972 

(lkeating@hunter.cuny.edu) 

1418 

HW 
04409   1 

SUMMER  FALL   SPRING  

The student will print out application materials from e-mail attachments, and 

organize, staple, and compile the material. The student will also transfer application 

materials from e-mail attachments to folders on the Philosophy Search site on 

Blackboard. More generally, the student will help with the organization of 

application materials, the tracking of the completion of the applicantôs files, and the 

distrib ution of materials to members of the Search Committee. 

SPECIAL SKILLS: Student must know how to open e-mail attachments (PDF and 

Word documents) and print them out; also how to negotiate and post things on 

Blackboard site. 

 

Suggested number of hours per week:15 

 

 

 

Physics & Astronomy  

Rate of 

Pay  

$9.00 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Chen Ying-Chih  
(212) 772-4526 

(y.c.chen@hunter.cuny.edu) 
1238 HN  04409  7702  1 

SUMMER   FALL   SPRING  

To assist in laboratory research in biomedical optics and imaging. 

SPECIAL SKILLS: Physics BA with knowledge in optics and electronics 

Suggested number of hours per week: 20  

 

 

 

 



Political Science(CLOSED 9/16/10) 

Rate of 

Pay : 

Job#1: 

$7.25 

Job#2: 

$7.75 

 

 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Charles Tien  
(212) 772-5494 

(ctien@hunter.cuny.edu) 
1724West  04409  7809 2 

SUMMER   FALL   SPRING  

1)General office assistance 

2)Research assistant for American Foreign Policy project 

SPECIAL SKILLS/TRAINING: N /A 

Suggested number of hours per week: 20 

 

 

Political Science  

Rate of 

Pay : 

$7.50 

 

 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Rosalino 

Petchesky  

(212) 877-8841 

(rpetches@hunter.cuny.edu) 
1701West  04409  7809 1 

SUMMER   FAL L   SPRING  

Assistance with photocopying, Internet research, filing etc in my office. Very good 

computer and Internet skills desirable. 

 

Suggested number of hours per week: 4 



 

 

Political Science  

Rate of 

Pay : 

$7.75 

 

 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Cynthia Roberts  
(212) 772-5502 

(crobert@hunter.cuny.edu) 
1728West  04409  7809 1 

SUMMER   FALL   SPRING  

International Relations: Organize articles, journals, help gather materials for 

courses and projects, some filing. 

 

Suggested number of hours per week: 5-10 

 

 

 

 

 

Property Management 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Sophie 

McFarlan-

Felder 

(212)650-3801  

(rfelder@hunter.cuny.edu) 
1509 HE 04409  1847 2 

SUMMER  FAL L   SPRING  

The job consist of a lot of walking, use of handhold scanners to scan barcodes, 

dealing with Faculty& Staff members, and a lot of lifting and bending of equipment 

at times. Will train use of scanner 

 

SPECIAL SKILLS NECESSARY ï How to use handheld scanner to scan barcodes. 



Suggested number of hours per week:15-20 

 

 

 

 

 

Provost Office 
Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Annemarie 

Nicols-

Grineko 

(212)772-4150  

(Annemarie.nicols-

grinenko@hunter.cuny.edu

) 

1701HE 04409  3174 1 

SUMMER  FALL   SPRING  

Filing, phone coverage and different projects. 

 

SPECIAL SKILLS NECESSARY ï N/A. 

Suggested number of hours per week:15-20 

 

 

 

 

Psychology- Biopsychology and Behavioral Neuroscience Ph.D. 

Program (Closed 9/17/10) 

 

Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Ellen 

Breheny 

(212)772-15621  

(ebreheny@hunter.cuny.edu) 
609HN 04409  7858 2 

SUMMER  FALL   SPRING  

Answering the phone as needed, Xeroxing, distribution of material to faculty and/or 

students. Faxing occasionally, possibly entering data on computer, mailing material, 

and possibly helping with library research. 



Suggested number of hours per week:6 

 

 

 

 

 

 

 

 

 

Psychology  

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Victoria 

Luine  

(212)772-4223 

(vluine@hunter.cuny.edu) 

629A 

HN 
04409 7858 1 

SUMMER  FALL   SPRING  

Research on cognitive drugs in rats using behavioral and morphological techniques. 

SPECIAL SKILLS: BA in  Psychology required. Experienced with animal research, 

must be IACUC approved by Hunter College. Familiar with morphological analyses 

of brains. 

                     Suggested number of hours per week:20 

 

Psychology  
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Prof.H.P. 

Ziegler  

(212)772-5363 

(hzeigler@hunter.cuny.edu) 
608 HN 04409 7858 1 

SUMMER  FALL   SPRING  

Laboratory technician, data analysis, behavioral testing, computer and general 

office. 

Suggested number of hours per week:15 

 



 

 

Psychology 
Rate of Pay  

$7.75 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Jason Young  
(212) 772-5566 

(Jason.young@hunter.cuny.edu) 
738 HN  04409  7858 3 

 FALL   SPRING  

Research assistant in lab working on studies of the influence of emotion on decision-

making.  Must have firm interest in and commitment to working on laboratory 

research.  Specific tasks will include literature searches, assistance in development of 

materials, collection of data.  Clear communication skills, ability to work with others, 

general mature work attitude are required.  Good statistics skills are a plus, but not 

required. 

SPECIAL SKILLS & SPECIAL TRAINING - Must be able to communicate clearly 

in English as you will be working with research participants and need to be able to 

give clear instructions.  All Research assistants are required to complete an online 

human subjects ethics training course that takes about one hour. 

Suggested number of hours per week: 8  

 

 

Psychology (Closed 9/17/10) 

 

Rate of Pay 

 $7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  # Std. Request  

Sean 

Kenealy 

(212) 772-5552 

(bdowling@hunter.cuny.edu)  
611 HN  04409  7858 5 

SUMMER  FALL  SPRING 

The psychology Department is looking for students to serve as office assistants. 

Responsibilities will vary and include answering phones, delivering packages, 

interacting with students and faculty, and other general administrative duties. 

Applicants must be courteous, responsible and able to maintain a regular schedule. 

You are expected to conduct yourself in a professional manner. Excessive lateness, 

absence, and lackadaisical behavior will not be tolerated. 



Suggested number of hours per week: 10 (flexible) 

 

 

Psychology  
Rate of Pay 

 $7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  # Std. Request  

Bryan 

Dowling 

(212) 772-5565 

(bdowling@hunter.cuny.edu)  

611B 

HN  
04409  7858 2 

SUMMER  FALL  SPRING 

I am looking for someone to do maintenance and updates on our department website. 

You will be trained to use our CMS]\ 

 

Suggested number of hours per week: 10  

 

 

 

 

 

 

 

 

 

 

 

 

 

Psychology 

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Salomon 

Rettig 

  (212) 772-5550 

(srettig@hunter.cuny.edu) 
738BHN 04409  7858 1 

SUMMER  FALL   SPRING  

I need one student to work with me on the computer and help me with my website. I 



am looking for a major who has good computer skills and can help me set my 

website. If you have what am asking for please make an appointment during the fall 

semester and come speak with me. Thank you 

SPECIAL SKILLS NECESSARY ï Student must be computer literate, and must be 

able to set website, 

Suggested number of hours per week: N/A  

 

 

 

Psychology  

 

Rate of Pay 

 $7.75 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  # Std. Request  

Michael 

Siller 

(212) 772-4477 

(msiller@hunter.cuny.edu)  
634HN  04409  7858 3 

SUMMER  FALL  SPRING 

What is striking about the language development of children with autism is that 

some children require good language skills while others remain largely nonverbal. 

Our understanding of factors that explain this variability in language outcome is 

rather limited. Our research project aims to identify aspects of the home 

environment of children with autism (their daily rout ines, interactive experience, and 

involvement in interventions) that might promote the childôs development of 

communication skills. In order to do so we are conducting a series of observational 

and intervention students. 

Students will be involved in various aspects of this research, including administrative 

tasks, data entry, and observational coding of videotaped assessments and 

interactions. For example, as part of our home observations we videotaped 10 

minutes of mother child interaction. The student will be trained on a coding system 

that focuses on maternal sensitivity and responsiveness. After a period of training, 

the student will apply the coding system independently to the videotaped interactions 

using an observational computer system. 

 

SPECIAL SKIL LS NECESSARY- The student should have a strong interest in child 

development and a background in a related discipline. 

Suggested number of hours per week: 16 

 

 

 



 

 

 

 

 

 

Psychology  

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Mark Hauber  

(212)396-6442 

(mhauber@hunter.cuny.ed

u) 

629CHN 04409 7858 1 

SUMMER  FALL   SPRING  

Digitalizing printed manuscript and article collection, entering information into 

electronic database. This is a laboratory research group working on birds. 

 

SPECIAL SKILLS/TRAINING: Microsoft Excel  

                     Suggested number of hours per week:10 

 

 

 

Psychology  

 

Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Mark Hauber  

(212)396-6442 

(mhauber@hunter.cuny.ed

u) 

629CHN 04409 7858 2 

SUMMER  FALL   SPRING  

Enter printed data into digital database, observe, digitize, and proof videotaped data 

into digital database, digitize paper-based reference material. This is a laboratory 

research group working on birds. 

 

SPECIAL SKILLS/TRAINING: Microsoft Excel  



                     Suggested number of hours per week:10 

 

 

 

 

 

 

 

 

 

 

 

Psychology  
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Sheila Chase 
(212)772-5617  

(schase@hunter.cuny.edu) 
608 HN 04409  7858 4 

SUMMER  FALL   SPRING  

Assist in development of material (e.g. for a website), and arrange for events for the 

MA program in psychology with the concentration in Animal Behavior and 

Conservation. 

 

SPECIAL SKILLS NECESSARY ï Student must have competence in use of the 

computer and internet and interested in animal behavior. 

Suggested number of hours per week:20  

 

 

Psychology  
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Peter 

Moller  

(212)772-5197 

(pmoller@hunter.cuny.edu) 
620 HN 04409  7858 1 

SUMMER  FALL   SPRING  



Student will be proficient in Microsoft Word and Excel, he/she will be able to enter 

and organize large data sets, generate tables and graphs. Student will also keep track 

of and file incoming information on material pertaining to the Psychology 

Department Self-Study 

 

SPECIAL SKILLS NECESSARY ï N/A 

Suggested number of hours per week:10 

 

 

 

 

 

 

Psychology (CLOSED 9/13/10) 
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Diana Reiss 
(212)650-3434 

(dlr28@columbia.edu) 
606AHN 04409  7858 2 

SUMMER  FALL   SPRING  

Student will be responsible for assisting with analysis of data collected through field 

research studies of animal behavior. 

 

SPECIAL SKILLS NECESSARY ï Photo identification of dolphins, video analysis 

and categorization of dolphins by age. Video tape digitization and behavioral 

analysis. 

Suggested number of hours per week:10 

 

 

 

Psychology  
Rate of Pay  

$8.00 

Superviso

r Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Virginia (212)650-3001 509TH 04409  7858 2 



Valian (gender.equity@columbia.edu) 

SUMMER  FALL   SPRING  

This research assistant position involves data analysis for the Gender Equity 

Projectôs current research on awards and prizes to neuroscientists. The assistant will 

collect and code information about neuroscientistsô year of degree, sex, institutional 

affiliations, publication quantity, and influence on the field. Candidates must be 

meticulous about details, familiar with Excel, and comfortable running web-based 

search queries. The ideas candidate would also have a special interest in gender and 

gender equity. 

 

SPECIAL SKILLS NECESSARY ï The special skills are listed above. The training 

will inv olve how to do specialized searches. 

Suggested number of hours per week:20 

 

 

 

Psychology  
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Regina 

Miranda  

(212)772-4809 

(regina.miranda@hunter.cun

y.edu) 

734HN 04409  7858 1 

SUMMER  FALL   SPRING  

Student will assist with data entry, running study participants through protocol, and 

general office duties(e.g. Xeroxing). 

 

SPECIAL SKILLS NECESSARY ï Must be familiar with data entry using SPSS. 

Suggested number of hours per week:10-15 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Psychology  
Rate of Pay  

$8.00 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Thomas 

Preuss 

(212)396-6358 

(tpreuss@hunter.cuny.edu) 
626HN 04409  7858 1 

SUMMER  FALL   SPRING  

The student will be involved in a project that uses quantitative behavioral 

observations in African cichlid fish to determine the role of social state on predator 

avoidance behavior. 

 

SPECIAL SKILLS NECESSARY ï N/A. 

Suggested number of hours per week:15-20 

 

 

 

 

 

 

 

 

 

Reading/Writing Center 
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Maria Van (212)772-4212 416TH 04409  3593 2 



Dessel (Rwc_Maria@verizon.net) 

SUMMER  FALL   SPRING  

Filing, checking student records, contacting students, keeping folders of handouts 

organized and replenishing as needed, gathering basic statistical information, data 

entry. 

SPECIAL SKILLS NECESSARY ï N/A 

Suggested number of hours per week:5-10 

 

 

 

 

Registrarôs Office 

Rate of Pay 

 $7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Latesha 

Thrower 

(212) 650-3995 

(lthrower@hunter.cuny.edu)  

217HN  04409 3641 5-10 

SUMMER  FALL  SPRING 

Create and maintain an efficient and accessible filing system. 

SPECIAL SKILLS NECESSARY ï Must have organizational skills and have an eye 

for detail. 

Suggested number of hours per week: 10-20 

 

 

 

Registrarôs Office 

Rate of 

Pay 

 $7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Christine 

Sampson 

(212) 772-4506 

(Christine.sampson@hunter.cuny.edu)  

217HN  04409 3641 2 

SUMMER  FALL  SPRING 



Filing, running errands and answering phones. 

SPECIAL SKILLS NECESSARY ï Must know alphabet. 

Suggested number of hours per week: 20 

 

 

 

 

Religion   

Rate of 

Pay  

$7.50 

Supervisor Name  Sup. Telephone #  Room  AC #  LC #  
# Std. 

Request  

Barbara Sproul  
(212) 772-4989 

(bsproul@hunter.cuny.edu) 
1241HN  04409  7883 5 

SUMMER   FALL   SPRING  

Secretarial work, library assistance, advising majors and minors and others who 

come to department office about whom they should speak to about various issues, 

understanding of religion program. 

SPECIAL SKILLS: understanding of religion program, its courses and staff. 

Suggested number of hours per week: 20  

 

 

 

 

Romance Languages 

 

Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Maria 

Cornelio 

(212)772-5134 

(mcorneli@hunter.cuny.edu) 
1342W 04409  7905 2 

SUMMER  FALL   SPRING  

Assist the Coordinator of the Translation/Interpretation Major. Job consists of 

typing, doing internet research, contacting students, maintaining correspondence 

and program records 



SPECIAL SKILLS NECESSARY ï Computer literate in Windows XP, Word, etc.     

Bilingual a plus. 

Suggested number of hours per week:20  

 

 

 

 

 

 

Romance Languages 

Rate of 

Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Alicia Ramos  
(212) 772-5130  

(rosramos@hunter.cuny.edu)  

1317 

HW   
04409  7905  2 

 FALL   SPRING  

Excellent word processing skills and phone skills in English and either Spanish, 

French or Italian. General office task. Flexibility in schedule is essential, as are 

reliability and punctuality. Computer trouble -shooting skills are a plus. 

SPECIAL SKILLS NECESSARY ï it is useful to have some knowledge of at least 

one Romance Language in order to navigate some of the work to be done. 

Proficiency need not be advanced, however; survival-level familiarity is sufficient. 

Suggested number of hours per week: 20  

 

 

Romance Languages 

Rate of 

Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Lucrecia 

Vasquez  

(212) 772-5120  

(vasquez.aviles@hunter.cuny.edu)  

1310/1341 

HW   
04409  7905  5  

 FALL   SPRING  

Answering phones, sorting mail, filing, typing, answering studentsô questions and 



running office errands. Must be computer literate.  

SPECIAL SKILLS NECESSARY ï Must be computer literate in Windows XP, 

Word, etc. Bilingual a plus. 

Suggested number of hours per week: 20  

 

 

Romance Languages 

 

Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Monica 

Schinaider 

(212)772-5092 

(mschinai@hunter.cuny.edu) 

1333 

HW  
04409  7905 3 

SUMMER  FALL   SPRING  

Answering phones, filing, typing, general administrative duties. 

SPECIAL SKILLS NECESSARY ï Knowledge of Microsoft Word, Excel and 

Internet  

Suggested number of hours per week:20  

 

 

Roosevelt House 

 

Rate of Pay  

$7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Fay 

Rosenfeld 

(212)650-3154 

(fay.rosenfeld@hunter.cuny.

edu) 

1305HE 04409  3389 2 

SUMMER  FALL   SPRING  

Office Assistant/receptionist: Answers phones, files, photocopies, faxes and performs 

other administrative tasks. Greet visitors 

SPECIAL SKILLS NECESSARY ï Excellent interpersonal and communication 

skills, experience with graphic design and/or website design desirable. 

Suggested number of hours per week:15  

 



 

School of Education 

 

Rate of Pay 

 $7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Carla 

Asher 

 

(carla.asher@hunter.cuny.edu)  
 W1000  04409 2259 1 

SUMMER  FALL  SPRING 

Assist in deanôs office with filing, answering phones, responding to students, making 

copies and other general office duties. Students must be prompt and reliable and 

detail oriented. Previous office experience and computer skill desired. We are a busy 

and service-oriented office. Good communication skills are required. 

Suggested number of hours per week:15- 20 

 

 

 

School of Education 

 

Rate of Pay 

 $7.25 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Ileana 

Infante 

 

        212-772-4667 

(Ileana.infante@hunter.cuny.edu)  
 1002 04409 2259 1 

SUMMER  FALL  SPRING 

Administrative and clerical. Requires student to be adept at filing, excellent 

computer skills, excellent interpersonal skills, and a keen attention to detail.  

SPECIAL SKILLS: Exc el/Word 

Suggested number of hours per week:20 

 

 

 

School of Education 

 

Rate of Pay 

 $8.00 



Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Kenny 

Robinson 

     212-772-4038 

(krobi@hunter.cuny.edu)  
 W1004  04409 2259 2 

SUMMER  FALL  SPRING  

The office assistant is responsible for performing routine duties of a clerical nature to 

support the needs of the director of Clinical Experiences in the School of Education.  

Clerical duties include: entering, manipulating and updating information onto the 

computer using Microsoft Word and Excel, photocopying various materials, 

gathering, sorting, and routing, information and materials to schools, faculty, staff 

and students, compiling and maintaining a variety of records, logs, and files.  

Special Skills: Excellent professional and interpersonal communication, skills are 

essential. Requires the ability to maintain confidentiality and handle sensitive 

matters with discretion and tact. Student MUST be able to work between 16-20 

hours a week. 

Suggested number of hours per week:16 

 

 

SEEK  
Rate of Pay  

$7.50 

Supervisor 

Name  
Sup. Telephone #  Room  AC #  LC #  

# Std. 

Request  

Denise 

Simmons   

(212) 772-5781 

(dsimmons@hunter.cuny.edu)  
1015HE   04409  8067  3 

 FALL   SPRING  

                                Office filing skills, computer applications, printers, fax, phones 

 

Suggested number of hours per week: 12-20 

 

 

 

 

 

 

 

 




