
 
 
 
 

 

 

Minnesota North College 

www.minnesotanorth.edu 
Contact: Donna Hoag, Human Resources 
218-403-9216 
donna.hoag@minnesotanorth.edu 

An affirmative action, equal opportunity employer and educator. minnesotanorth.edu 

 

Human Resources Assistant 
HR Technician 2 

Permanent, Full-Time – Commissioner Plan, Classified 
JOB ID:  93284 

 

This position provides Human Resources services and support to the faculty and staff of Minnesota North College in the 
areas of labor relations, data management and reporting, leave of absences, tuition waiver, onboarding and orientation.  
This position manages special projects as assigned by the Vice President of Human Resources.  Occasional travel to the 
other Minnesota North College campuses may be required.   
 

Work Location: Mesabi Range, Virginia Campus 
 

Work Hours:  Monday – Friday; 40 hours per week 
 

Salary Range: $24.41 - $34.24 hourly  
 

GREAT BENEFITS PACKAGE! Includes low cost medical and dental insurance, employer paid life insurance, short- and 
long-term disability, pre-tax flexible spending accounts, retirement plan, tax-deferred compensation, generous vacation 
and sick leave, and one floating holiday and 11 paid holidays each year. Learn more at: https://mn.gov/mmb/segip/  
 

Application Procedure:   
 

DEADLINE TO APPLY:  April 15, 2026 at 12:01 am (04/14/2026 at 11:59 pm) 
 

Candidates with professional or lived experience in engaging diverse communities in their professional career are 
especially encouraged to apply. 
 

• External Applicants:  Applicants not currently employed by Minnesota State can access the career site to search 
and apply for jobs, and to check the status of applications. Those applying for a position will be prompted to 
create a profile in Workday.  For assistance, please contact us.    

• Internal Applicants:  All current college system employees will need to log in to the career site in Workday to 
apply for a position. Employees may also search for "Browse Jobs - Employees" in Workday via the search bar at 
the top to view open positions.  

o To access Jobs Hub: 
▪ Log into Workday 
▪ Open/Add the Jobs Hub app via Menu to browse open job postings, save search criteria 

for future use, and review your submitted application. 
▪ To apply for a position on Jobs Hub, click on the posting’s Apply button, complete the 

application, and click Submit. By following these steps, you can help maintain data 
integrity and streamline the hiring process. 

• Please use Job Requisition #:  JR0000004537 
o https://minnstate.wd1.myworkdayjobs.com/Minnesota_State_Careers/job/MNOR---Mesabi-Range-

Virginia-Campus/Human-Resources-Technician-2_JR0000004537  
 

Please upload the following information with your Workday application: 

• Cover letter 

• A current resume 

• A list of three professional references with contact information 

http://www.minnesotanorth.edu/
https://mn.gov/mmb/segip/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsecure-web.cisco.com%2F1qxqZgCxRQlL1ZAE8I6Cwq9cTfsaWkpDQ0jnL9XCv8kh92m8Grf1QcfbM-wSR-6RU3_17F-b10ubGqcHGVc29P_Mi0mQ9rDTHre3vIAsj3iOjoVCFVB2nnao7FUDjm7QA3PbUG0i9BmMaF_kypIfA0vxbfi-wGOccFpsl_PXPII1PTlMcWZaXt04B7s7hjY9plTgW41PcqxapAUz-4IrzAdla9n64wGxkDb5oPDHocF2BFX6H4D5RWgVbuYliZlX56yi0SgFqcz6YR-8_-FskLlIVIkSqf7YDNZIezsHsgQJ6aRx0MxTkKZZ2FzB5vPxblbyd_DPfCTbX_kPhKMCteYk5jVyQ5UbrQbBoyfJ2p2Ip81MMEN8bGvDwGcouWLSyOERBN9LrCOUiIhc3bsx-Uob89UnT2Fytb8M8UN0G_jVdtcxSAALLF-ZPtFDkIoV7uK0ewCvVeWAKRmyru-aW7bVwrh5HYyE9tEF-f0kSh9WLCU-VLBFrMcksLgRJglUKn32N1-ZccI9xoqSfanxi7Q%2Fhttps%253A%252F%252Fminnstate.wd1.myworkdayjobs.com%252FMinnesota_State_Careers&data=05%7C02%7Cdonna.hoag%40minnesotanorth.edu%7C2a7bc8373cba4f5eb41408dc9a94b0a6%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C638555210621636487%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=BhvTAo8bONp6UqX9EMGmGu1ph93ECov%2Fn0%2FK6P1%2Fp24%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.minnstate.edu%2Fsecurity%2Findex.html&data=05%7C02%7Cdonna.hoag%40minnesotanorth.edu%7C2a7bc8373cba4f5eb41408dc9a94b0a6%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C638555210621643635%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=IlbBTGswsc1RGT5UW0H%2F%2Bto2BcMPzgOjRLQBmXLU4EY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsecure-web.cisco.com%2F1Cpx3gu80MzpVVorskCZaqYOBlUcQrVM8LXVEh_Kgxd1fLo4rxhkR3kqrk8RcHWrCBz4XO7kBm-zOrH1ck6WV8SaoBbm9nfi_W_ISe0MUNQlTjzQP-SfKfmV5H60OHz-KboJ1bMGAvmeZv4go6460r1BreChODLhMFer8fqEP3S_G0Lsqo6AyNf4xnvwhGCc_Sqx_GHRFmpfOtpr3acLtta43MwQwoXk6ELxIlLMXV3qwl34jAp2DJI5DBnNuVsU1_7_GcijVLHk6rS3U2mDiy-HXBCm_2SYKS077h4x3WjTsl7mxke2e8Xko19SeymGh7IRajfLVmUsC2VLIZI_9GXMDoufoMgyqrWDXZb0IW16C6iiT1Ht8fyssUzOa9h-mvqVyON8uej6rsk9ll-1yGSsEQ1J99NZtSO1KyByzKgiDZ_ps_hQULGginKq-QODHmfujNPI7PhTUIMTezLhHLFH0J-Ek5MgZ64GRje3-Uv0FBAsZwNe_iH9qEE3vJixoMXSthI0CmAwZGGPwH5i10w%2Fhttps%253A%252F%252Fwww.myworkday.com%252Fminnstate%252Fd%252Fhome.htmld&data=05%7C02%7Cdonna.hoag%40minnesotanorth.edu%7C2a7bc8373cba4f5eb41408dc9a94b0a6%7C5011c7c60ab446ab9ef4fae74a921a7f%7C0%7C0%7C638555210621649385%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2FkS6gDhxOA4yACobcyVoymzB4AnNrWXObOvhUAtuefg%3D&reserved=0
https://minnstate.wd1.myworkdayjobs.com/Minnesota_State_Careers/job/MNOR---Mesabi-Range-Virginia-Campus/Human-Resources-Technician-2_JR0000004537
https://minnstate.wd1.myworkdayjobs.com/Minnesota_State_Careers/job/MNOR---Mesabi-Range-Virginia-Campus/Human-Resources-Technician-2_JR0000004537


 

An affirmative action, equal opportunity employer and educator. minnesotanorth.edu 

 
QUALIFICATIONS:   

Minimum Qualifications  

• Experience in Human Resources or Office Administration. 

• Strong interpersonal/human relations skills sufficient to counsel employees who have questions. 

• Excellent written communication skills in using correct grammar, spelling and punctuation to write and edit 
reports, letters, note-taking, and other documents.  

• Strong organizational skills and the ability to manage multiple priorities effectively. 

• Analytical and problem-solving ability sufficient to evaluate complex information, research answers to problems 
and/or concerns and make decisions and/or recommendations within acceptable timeframes. 

• Excellent computer skills including the use of Microsoft products (Word, Excel). 

• Commitment to diversity as well as a demonstrated ability to work successfully with persons of diverse 
backgrounds including sensitivity to their needs and concerns. 

 
Preferred Qualifications  

• Bachelor’s Degree 

• Knowledge of collective bargaining agreements, laws and personnel practices. 

• Experience in Human Resource information systems. 

• Professional experience handling confidential and sensitive information with discretion. 

• Leadership experience sufficient to provide direction and coaching to employees and supervisors on a variety of 
Human Resources matters. 

 
For questions regarding this posting, please contact Donna Hoag, HR: donna.hoag@minnesotanorth.edu 
__________________________________________________________________________________________________ 

 
Minnesota North College is comprised of six campuses including Hibbing, Itasca, Mesabi Range (Eveleth and Virginia), 
Rainy River, and Vermilion. Our campuses are rooted in their communities’ rich histories of providing access and 
opportunity to higher education across northern Minnesota for over 100 years. We are committed to our role as leaders 
in education, partnering with local schools, business and industry, and government to create opportunities for students 
and the region.  
 
We look forward to continuing to serve our students, employees, and communities long into the future, and we hope 
you choose to Head North and join us as an employee for Minnesota North College! 
 
Minnesota North College recognizes and values the importance of diversity and inclusion in enriching the employment 
experience of its employees and in supporting the academic mission. MN North is committed to attracting and retaining 
employees with varying identities and backgrounds. 
 
Minnesota State Colleges and Universities is an Equal Opportunity employer/educator committed to the principles of diversity. We actively seek and 
encourage applications from women, minorities, persons with disabilities and veterans. All applicants must be able to lawfully accept employment in 
the United States at the time of employment. This document can be made available in alternative formats such as large print, Braille or audio tape 
by calling Charlotte Peterson, Vice President of Human Resources (218) 550-2502.  AA/EO, Veteran Friendly. 
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