MARINE  OPERATIONS ASSISTANT

Sea Education Association, a non-profit educational institution which operates two deep-sea sailing school vessels worldwide, seeks an individual to provide support to the Marine Department. Responsibilities include preparation and processing of crew contracts, maintenance of medical and drug testing files, travel coordination for shipboard employees and production and distribution of operation orders. Coordinates with the business office all crew payroll. Travel to vessels for part time support work.
Excellent communication, interpersonal and administrative skills with the ability to work independently and to manage multiple tasks. Minimum of one (1) year experience in shipboard work desirable. FCC Radio Operators License a plus. Must be familiar with Word, Excel, Access and HTML. Must have a BA/BS degree in transportation, engineering or science fields or equivalent combination of experience and education.
A review of applications will begin immediately and continue until the position is filled. The anticipated start date is July 1, 2004. Please send cover letter and resume to Marine Operations Assistant Search, c/o SEA P.O. Box 6, Woods Hole, MA 02543 EOE 

Visit our web site at www.sea.edu.
