
                                   Employment Opportunities – August 8, 2005 - Page 1 
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, and persons 
with disabilities. 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 (651) 296-3816, 1(888) MnSCU-4-U or TTY (651) 282-2660.  Minnesota State 
Colleges and Universities Employment Opportunities is published weekly and is available on the Minnesota 
State Colleges and Universities Human Resources web site: 
http://www.hr.mnscu.edu/jobs/empopps_archive/eo_archive.html 
 

Minnesota State Colleges and Universities 
Minnesota State Colleges and Universities is a system comprising 32 state universities, community colleges, technical 
colleges, and combined community and technical colleges across the state.  The system serves approximately 235,000 

students annually in credit-based courses and another 130,000 in non-credit courses.  About 15,500 faculty and staff are 
employed on 53 campuses throughout Minnesota.  More information about the system and bargaining agreements and pay 

plans may be found on our web site: www.mnscu.edu 

August  8, 2005 
DAKOTA COUNTY TECHNICAL COLLEGE 
1300 145th Street East 
Rosemount, MN  55068 
 
Position: MnSCU Program Director 1 – TRIO/SSS  (Unclassified MAPE) 

TRIO/SSS Advisor 
Appointment: 
Full-time Unlimited 
Days 
Occasional evenings/weekends 
Year-round 
 
Start Date: 
As soon as possible. 
 
Deadline: 
August 26, 2005 –  
4:00 p.m. 
 
Send materials to: 
TRIO Advisor 
C/O  Human Resources 
Dakota County Technical College 
1300 145th Street East 
Rosemount, Minnesota 55068-2999 
 
Contact: 
hr@dctc.edu 
651-423-8411 

Responsibilities: 
o Provide academic support, advising, monitoring and follow-up to Student 

Support Services/TRIO participants who are low-income, first generation or 
disabled students in order to facilitate improvement in rates of retention, 
graduation, and transfer. 

 
Minimum Qualifications: 

o Bachelor’s degree in education, social/behavior sciences or related field. 
o Experience in academic advising or related student service experience with 

college-enrolled individuals who are challenged in their college success, 
including students who are from low-income families, ESL students, non-
traditional students, single partents, and students with learning and/or physical 
disabilities. 

o Excellent oral and written communication skills. 
o Ability to work effectively with diverse populations. 
o Computer skills. 

 
Preferred Qualifications: 

o Master’s degree/graduate coursework. 
 
Application Procedure: 
Submit resume with cover letter which addresses how previous experiences can be used to 
accomplish the position requirements, copy of transcript of highest degree and other 
applicable transcripts, and a minimum of three references. 
 
The resume/cover letter may be sent to the address at left, or e-mailed to hr@dctc.edu. 
 
DCTC application forms will be sent out after receipt of letter/resume or applicants may 
retrieve them at our website:  www.dctc.edu/about/employment.asp 
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DAKOTA COUNTY TECHNICAL COLLEGE 
1300 145th Street East 
Rosemount, MN  55068 
 
Position: Account Clerk Senior    (Classified AFSCME) 

Tuition/Payroll Clerk 
Appointment: 
Full-time Unlimited 
Monday through Friday 
7:30 am to 4:00 pm 
Year-round 
 
Start Date: 
August 29, 2005 (As Soon 
As Possible) 
 
Location: 
Main Campus 
 
Deadline: 
August 12, 2005 
 
Send materials to: 
Electronic submission to 
HR@dctc.edu, or fax 
resume to 651-423-8564, or 
mail directly to Human 
Resources Office, Dakota 
County Technical College, 
1300 145th Street East, 
Rosemount, Minnesota 
55068 
 
Contact: 
Lynne Weierke 
Direct Dial 651-423-8339 
or 
Tammy Davis 
Direct Dial 651-423-8411 

Responsibilities: 
o Serve as business office cashier by operating MnSCU cash receipts and accounts 

receivable system. 
o Administer college agency-funded student accounts so that all revenue is accounted 

for properly and accurately. 
o Verify and enter all payroll transactions biweekly into SEMA4, including prior and 

current timesheets and leave sheets. 
o Maintain staff leave usage and accrual data. 
o Perform other general duties as assigned. 

 
Position Qualifications: 

o Math (e.g., equations, account reconciliation, making change). 
o Data Entry Performance. 
o English (speaking, writing, and reading). 
o Customer Service Skills (phone, in person, public presentations). 

 
Preferred Qualifications: 

o Attention to detail and accuracy. 
o Knowledge of MnSCU and State systems (ISRS, SEMA4, MAPS). 
o Strong technical, mathematical and computer skills. 
o Knowledge of accounting sufficient to properly record business transactions. 
o Ability to set daily, biweekly and other priorities based on imposed deadlines and 

procedures. 
 
Application Procedure: 
Submit a resume as soon as possible with at least three references.   
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HENNEPIN TECHNICAL COLLEGE 
9000 Brooklyn Blvd 
Brooklyn Park, MN  55445 
  
Position: Building Services Supervisor    (Classified MMA) 

Custodial Supervisor 
Appointment: 
Full-time Unlimited Monday - 
Friday 
3:00 p.m. - 11:30 p.m. 
 
Start Date: 
As Soon As Possible 
 
Location: 
Brooklyn Park 
 
Deadline: 
August 17, 2005 
 
Send materials to: 
Human Resources 
Hennepin Technical College 
9000 Brooklyn Blvd. 
Brooklyn Park, MN  55445 
 
Contact: 
Missy Miller 
Human Resources 
Phone:  (763) 488-2494 
E-Mail:  
missy.miller@hennepintech.edu 
Fax:  (763) 488-2992 

Responsibilities: 
o Supervise the custodial staff for the Brooklyn Park Campus. 
o Manage custodial services to achieve high quality and responsive services within 

available resources. 
o Coordinate with Building Services. 
o Other duties as assigned. 

 
Minimum Qualifications: 

o Supervisory skills. 
o Knowledge of general maintenance and custodial procedures and standards. 
o Working knowledge of applicable public health and safety and building code 

regulations. 
o Ability to resolve conflicts. 
o Ability to work with staff and others to promote an attitude of teamwork and 

mutual benefit. 
o Ability to be flexible. 

 
 
Preferred Qualifications: 

o Boilers license. 
 
Application Procedure: 
Submit letter of interest, current resume and contact information for 3 professional 
references. 
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HENNEPIN TECHNICAL COLLEGE 
9000 Brooklyn Blvd 
Brooklyn Park, MN  55445 
  
Position: General Maintenance Worker    (Classified AFSCME) 

 
Appointment: 
Full-time Unlimited 
Monday - Friday 
3:00 p.m. - 11:30 p.m. 
 
Start Date: 
As Soon As Possible 
 
Location: 
Brooklyn Park 
 
Deadline: 
August 15, 2005 
 
Send materials to: 
Human Resources 
Hennepin Technical College 
9000 Brooklyn Blvd. 
Brooklyn Park, MN  55445 
 
Contact: 
Missy Miller 
Human Resources 
Phone:  (763) 488-2494 
E-Mail:  
missy.miller@hennepintech.edu 
Fax:  (763) 488-2992 

Responsibilities: 
o Provide various custodial and maintenance services. 
o Light and heavy cleaning. 
o Room set-up for functions. 
o Trash and recycle collection. 
o Snow and ice removal in winter months. 
o Other duties as needed. 

 
Minimum Qualifications: 

o Knowledge of custodial methods to ensure efficient operations. 
o Ability to operate various custodial and grounds equipment, and vehicles 

(including forklift and snowplow). 
o Ability to lift 50 pounds. 
o Communiciation skills to report status of building security and repairs to 

supervisor. 
 
Application Procedure: 
Submit letter of interest, current resume and contact information for 3 professional 
references. 
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MESABI RANGE COMMUNITY & TECHNICAL COLLEGE 
1001 Chestnut Street 
Virginia, MN  55792 
  
Position: Computer Networking Instructor    (Unclassified MSCF-TC Faculty) 

 
Appointment: 
Full-time Temporary 
for Academic Year 2005-
2006 
 
Start Date: 
August 23, 2005 
 
End Date: 
May 18, 2006 
 
Deadline: 
Applications will be 
accepted until position is 
filled. 
 
Send materials to: 
Jodi Knaus 
Human Resources Office 
1001 West Chestnut Street 
Virginia, MN  55792 
 
Contact: 
Jodi at (218) 748-2413 
j.knaus@mr.mnscu.edu 
 
 

Responsibilities: 
o Instruct college students in Computer Networking courses. 
o Prepare and revise curriculum. 
o Advise students. 
o Work cooperatively as a member of a faculty team. 

 
Minimum Qualifications: 

o Must possess or  qualify for a MnSCU Vocational Technical License in Computer 
Operations (##140201).  For additional information regarding licensure requirements, 
please refer to the MnSCU Licensure Website at:  www.licensure.mnscu.edu. 

 
Preferred Qualifications: 

o Prior teaching experience. 
 
Application Procedure: 
Submit a letter of introduction, a current resume, a list of three professional references with 
current contact information and copies of transcripts and applicable certifications/licenses.: 
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MINNEAPOLIS COMMUNITY & TECHNICAL COLLEGE 
1501 Hennepin Avenue 
Minneapolis, MN  55403 
  
Position: Air Traffic Control Instructor    (Unclassified MSCF-TC Faculty) 

 
Appointment: 
Full-time Temporary 
 
Start Date: 
August 22, 2005 
 
End Date: 
May 12, 2006 
 
Location: 
Eden Prairie 
 
Deadline: 
August 12, 2005 
 
Send materials to: 
Department of Human 
Resources Search  
Office of Human Resources 
Minneapolis Community &  
Technical College 
1501 Hennepin Avenue 
Minneapolis, MN 55403 
  
Contact: 
Human Resources 
612-659-6840 
http://www.minneapolis.edu/, 
Department of Human 
Resources Search 
Office of Human Resources 
 

Responsibilities: 
o Teach on-site coursework, including Introduction to ATC, Introduction to Aviation 

Weather, Aviation Knowledge, and other aviation related curriculum.  
o Participate in curriculum review and development, MCTC-Aviation Center 

activities, and other duties as assigned. 
 
Minimum Qualifications: 

o Must possess or qualify for a MnSCU Vocational Technical License in Air Traffic 
Control (#161002). For additional information regarding licensure requirements, 
please refer to the MnSCU Licensure Website at: www.licensure.mnscu.edu. 

 
Application Procedure: 
Submit a letter of interest, resume, unofficial copies of undergraduate and graduate 
transcripts, names/addresses/telephone numbers/e-mail addresses of at least three (3) 
references who can directly address the applicant’s qualifications for this position (prefer 
that references have observed the applicant while acting in a counseling capacity). 
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MINNESOTA STATE COMMUNITY AND TECHNICAL COLLEGE – DETROIT LAKES CAMPUS 
900 Highway 34 East 
Detroit Lakes, MN  56501 
  
Position: Radiologic Technology Instructors ( 2 Positions)   (Unclassified MSCF-TC Faculty) 

 
Appointment: 
Full-time Unlimited 
  
Start Date: 
August, 2005 
 
Location: 
Detroit Lakes 
 
Deadline: 
Open until filled 
 
Send materials to: 
Human Resources Office 
Minnesota State Community and 
Technical College 
1414 College Way 
Fergus Falls, MN 56537 
 
Contact: 
Dacia Johnson, 218-736-1512 
fax (218) 736-1511. 
 

Responsibilities: 
o Train and attract prospective students. 
o Plan curriculum. 
o Provide course development and delivery. 
o Academic advising. 
o Build and maintain industry relationships. 
o Supervise internship. 
o Participate in professional development. 
o Recruit for the program. 
o Participate in graduate job placement. 
o Research the possibility of interactive television and/or internet course delivery. 

 
Minimum Qualifications: 

o Must possess or qualify for a MnSCU Vocational Technical License in 
Radiologic Technology (#070630).  For additional information regarding 
licensure requirements, please refer to the MnSCU Licensure Website at: 
www.licensure.mnscu.edu 

o At least 3-5 years of applicable industry experience. 
 
Preferred Qualifications: 

o Bachelor’s degree. 
o Two years previous teaching experience. 
o Knowledge of active learning strategies. 

 
Application Procedure: 
Submit a letter of interest, resume, three letters of professional reference, and copies of 
educational transcripts. 
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MINNESOTA STATE COMMUNITY & TECHNICAL COLLEGE – FERGUS FALLS CAMPUS 
1414 College Way 
Fergus Falls, MN  56537-1000 
 
Position: Office & Administrative Specialist Intermediate    (Classified AFSCME) 

Administrative Assistant 
Appointment: 
Full-time Unlimited 
Year-round 
 
Start Date: 
As soon as possible 
 
Deadline: 
Application materials must 
be received by August 19, 
2005 
 
Send materials to: 
Human Resources Office 
MN State Community & 
Technical College 
PO Box 309 
Perham, MN  56573 
 
Contact: 
Dacia Johnson 
(218) 736-1512 
or 
Sandi Smith 
(218) 347-6241 

Responsibilities: 
o Provide assistance and support to the Office of Institutional Research. 
o Provide assistance and support to faculty in the development of student learning 

assessment plans and in the collection of assessment data and artifacts. 
o Support faculty in the program review process. 

 
Position Qualifications: 

o Math (e.g., equations, account reconciliation, making change). 
o Typing/Keyboarding. 
o Data Entry Performance. 
o English (speaking, writing, and reading). 
o Driver's License (possession of valid driver's license). 
o Word Processing. 
o Spreadsheets. 
o Database management. 
o Physical demands (e.g., lifting, standing, sitting, pulling). 
o Customer service skills (phone, in person, public presentation). 

 
Preferred Qualifications: 

o Knowledge of Minnesota State Community and Technical College, MnSCU policies 
and procedures applicable to general office management. 

o Knowledge of  MnSCU ISRS data system and replicated database system. 
o Knowledge of college instructional programs, services, and activities in order to 

answer and direct questions and inquiries properly. 
o Knowledge of computers and various software for information retrieval, presentation, 

e-mail, and on-line communication. 
o Ability to establish and maintain an atmosphere of professionalism and service. 
o Ability to work  in a shared environment. 
o Ability to coordinate multiple activities simultaneously and to work independently. 
o Ability to organize files for efficient access to documents and information. 
o Ability to proofread effectively. 
o Ability to master new technology quickly and integrate office software. 
o Ability to u se Power Point to produce presentations. 
o Ability to effectively train and supervise student workers. 
o Ability to prioritize work. 

 
Application Procedure: 
Submit letter of interest and resume (including 3 professional references). 
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MINNESOTA STATE UNIVERSITY, MANKATO 
325 Wigley Administration Center 
Mankato, MN  56001 
 
Position: Athletic Equipment Manager    (Classified AFSCME) 

Hockey Equipment Manager 
Appointment: 
Full-time Unlimited 
Varies 
Year-round 
 
Start Date: 
As Soon As Possible 
 
Deadline: 
August 11, 2005 
 
Send materials to: 
Minnesota Department of 
Employee Relations (DOER) 
website at 
www.doer.state.mn.us 
 or by paper to Department of 
Employee Relations (DOER) 
200 Centennial Office 
Building 
658 Cedar Street 
St. Paul, MN  55155-1603 
 
Contact: 
Johanna Simpson 
Office of Human Resources 
(507) 389-2017 or 
johanna.simpson@mnsu.edu 
 

Responsibilities: 
o Perform all manual and clerical tasks related to the upkeep, inventory management, laundering, 

repairing, and distribution of uniforms, equipment and supplies used by the men's and women's 
hockey programs.  

o Purchase, organize, prepare and transport equipment as needed for preparation of all home and away 
practice sessions and competitions.  

o Assist the coaching staffs of both programs with other duties as needed for the successful and efficient 
operation of the MSU hockey programs. 

o Maintain all equipment relevant to the operation of the MSU hockey programs to ensure student-
athlete safety and compliance with all NCAA and WCHA policies. 

o Keep abreast of latest industry regulations governing athletic equipment. 
o Repair equipment as needed. 
o Skate sharpening to player specifications. 
o Issue athletic equipment to men's and women's ice hockey teams, coaches and staff on a daily basis. 
o Maintain a current list of student-athletes who have been issued equipment. 
o Track timely return of equipment. 
o Pack and transport required equipment to practice and game sites. 
o Maintain the hockey equipment room and all applicable locker rooms and storage areas in an orderly, 

clean and professional manner as well as ensure proper practice and game day preparations. 
o Make work assignments to maintain proper coverage of hockey equipment room. 
o Train and supervise student help, graduate assistants and team managers. 
o Inventory and maintain accurate and current records of all hockey equipment. 
o Meet with coaches and staff to review future equipment needs. 
o Launder all practice and game uniforms and gear and re-distribute to players and staff as needed. 
o Repair and evaluate arena equipment in cooperation with arena/facility staff, including ice 

compressors, facility ventilation systems and ice re-surfacing machines (Zamboni) to ensure proper 
facility readiness. 

 

NOTE:  This position requires a significant amount of travel, along with regular night, weekend and 
holiday commitments, largely determined by the hockey team game schedules. 
 

Minimum Qualifications: 
o Knowledge of athletic equipment and it’s maintenance and repair. 
o Ability to keep records and perform clerical functions and math calculations sufficient to order 

supplies and complete inventories. 
o Ability to provide lead work direction and training to other staff. 
o Ability to perform a variety of physical tasks, lift and carry materials weighing 40 to 60 pounds (and 

occasionally more), and work in inclement weather conditions when necessary. 
 

Preferred Qualifications: 
o Knowledge, skills and ability to communicate and enforce existing and new policies, procedures, 

rules and regulations that pertain to the operation of the hockey equipment room 
o Be knowledgeable and up-to-date on current safety regulations and guidelines regarding the 

condition of hockey related equipment issued to student-athletes. 
o Order hockey equipment as needed with consultation of coaching staffs using proper university 

procedures. 
o Repair equipment as needed to receive most efficient use of equipment. 
o Maintain computerized inventory of all equipment issued to student-athletes and track returned 

status. 
o Recognize possible equipment-related issues related to operation of ice facilities, including 

resurfacing machines and compressors. 
o Skilled in the proper care and fitting of hockey equipment. 
o Able to effectively operate a variety of hockey-specific machinery, specifically skate blade 

sharpening equipment and skate blade and boot repair tools. 
 

Application Procedure: 
Submit your resume through the online Resume Builder at https://statejobs.doer.state.mn.us/ResumeBuilder.  You may 
copy and paste your existing resume or let the software create a resume for you.  You may edit your resume later should 
your contact information or experience change.  The posting number for this vacancy is 05MNSC000545. 
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MINNESOTA STATE UNIVERSITY, MANKATO 
325 Wigley Administration Center 
Mankato, MN  56001 
 
Position: Stationary Engineer    (Classified AFSCME) 

 
Appointment: 
Full-time Unlimited 
Rotating Shift 
Year-round 
 
Start Date: 
As Soon As Possible 
 
Deadline: 
August 15, 2005 
 
Send materials to: 
Minnesota Department of 
Employee Relations (DOER) 
website at 
www.doer.state.mn.us 
 or by paper to Department of 
Employee Relations (DOER) 
200 Centennial Office Building 
658 Cedar Street 
St. Paul, MN  55155-1603 
 
Contact: 
Johanna Simpson 
Office of Human Resources 
(507) 389-2017 or 
johanna.simpson@mnsu.edu 
 

Responsibilities: 
o Provide maintenance and repair to high-pressure utility plant and all related 

equipment.   Provide relief to stationary engineers assigned to permanent shift in 
their approved absence. 

o Schedule and provide routine and preventative maintenance to the utility plant and 
all related equipment. 

o Perform maintenance and repair to all boilers and related equipment including the 
cleaning of tubes, water and fire side, low water cutouts and alarms, burners, 
controls, motors, valves, etc. 

o Perform maintenance and repair to all auxiliary equipment including pumps, water 
level controllers, standby generator, steam, flow meters, records, etc. 

o Monitor all control equipment and make necessary adjustments. 
o Test boiler water and maintain proper blowdown. 
o Make emergency repairs as needed. 
o Maintain a daily log of boiler operation, maintenance and repairs. 
o Operate a Johnson Controls energy management system to monitor, give 

commands and make adjustments to HVAC equipment. 
o Monitor main fire alarm system panel and security in and around the plant. 

 
Minimum Qualifications: 

o Possession of a valid 1st Class "B" grade license or higher as required by the 
Minnesota State Division of Boiler inspection. 

o A considerable knowledge of the principles and practices involving the safe and 
efficient operation and maintenance of high-pressure steam boilers, steam plant 
equipment, steam distribution, and equipment. 

 
Application Procedure: 
Submit your resume through the online Resume Builder at 
https://statejobs.doer.state.mn.us/ResumeBuilder.  You may copy and paste your existing 
resume or let the software create a resume for you.  You may edit your resume later should 
your contact information or experience change.  The posting number for this vacancy is 
05MNSC000532. 
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MINNESOTA STATE UNIVERSITY, MANKATO 
325 Wigley Administration Center 
Mankato, MN  56001 
 
Position: Plant Maintenance Engineer    (Classified AFSCME) 

 
Appointment: 
Full-time Unlimited 
Monday - Friday 
7:30 a.m. to 4:00 p.m. 
Year-round 
 
Start Date: 
As Soon As Possible 
 
Deadline: 
August 15, 2005 
 
Send materials to: 
Minnesota Department of 
Employee Relations (DOER) 
website at 
www.doer.state.mn.us  or by 
paper to Department of 
Employee Relations (DOER) 
200 Centennial Office 
Building  
658 Cedar Street 
St. Paul, MN  55155-1603 
 
Contact: 
Johanna Simpson 
Office of Human Resources 
(507) 389-2017 or 
johanna.simpson@mnsu.edu 
 

Responsibilities: 
o Provide journeyman level mechanical and millwright work associated with the 

maintenance, repair, and operation of all the various heating, ventilating, and air 
conditioning (HVAC) equipment and other building systems located throughout the 
campus of Minnesota State University, Mankato.   

o Maintain the environmental climate of all MSU buildings in relation to temperature, 
ventilation and humidity in order to provide a healthy and comfortable environment 
in which the entire campus community can function safely and efficiently.   

o Provide first response to most building problems and is responsible for the 
determination and coordination of work by other trades which has a direct effect on 
the repair and operation of all HVAC and building systems.   

o Work in accordance with all codes and standards adopted by the State of Minnesota 
pertaining to Indoor Air Quality (IAQ), MN State Boiler and Pressure Vessel codes, 
and the State of MN Engineering codes and regulations. 

o Install, calibrate, repair and maintain all pneumatic, electrical environmental 
controls associated with HVAC equipment. 

o Disassemble controls in order to clean and inspect for worn or inoperable 
components. 

o Maintain, service and repair all air compressors, air dryers, and regulators. 
o Perform preventative maintenance on all fan systems including lubrication of all 

bearings and motors, and filter changes. 
o Repair and replace worn bearings, fan shafts and motors. 
o Check, verify and maintain CFM requirements of various fan systems. 
o Perform routine maintenance, repair and replacement of electrical components 

associated with all HVAC equipment such as electrical motors, motor starters, 
switches, variable frequency drives, and safety and control switches with voltages 
ranging from 24 volts up to 480 volts/3 phase. 

o Operate, repair and maintain all various heating systems throughout campus. 
o Operate and maintain chilled water systems. 

 
Minimum Qualifications: 

o A Boiler First Class Engineer Grade B License. 
o Knowlege of the principles and practices involved in the operation and maintenance 

of high pressure boilers, heating and ventilating systems, air conditioning systems, 
and all related mechanical equipment. 

 
Preferred Qualifications: 

o Two years experience with energy management systems, direct digital controls and 
pneumatic controls. 

o Thorough knowledge of all boiler and pressure vessel codes as adopted by the State 
of MN, as well as OSHA and other recognized safety practices. 

o Should be skillful and proficient in the use of the tools of the trade. 
 
Application Procedure: 
Submit your resume through the online Resume Builder at 
https://statejobs.doer.state.mn.us/ResumeBuilder.  You may copy and paste your existing 
resume or let the software create a resume for you.  You may edit your resume later should 
your contact information or experience change.  The posting number for this vacancy is 
05MNSC000531. 
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PINE TECHNICAL COLLEGE 
900 4th Street SE 
Pine City, MN  55063 
 
Position: Customized Training Representative - Fire Suppression Training    (Unclassified MAPE)

 
Appointment: 
Part-time Unlimited 
Year-round 
 
Start Date: 
September 1, 2005 
 
Deadline: 
August 19, 2005 
 
Send materials to: 
Pine Technical College 
Attn: Human Resources 
Department/CTS Rep. 
Vacancy 
900 Fourth Street SE 
Pine City, MN  55063 
FAX:  320-629-5103 
 
Contact: 
For position information, 
please contact the 
Customized Training 
Director at 320-629-5175. 
For application information, 
please contact the Human 
Resources Office at 
320-629-5115. 

Responsibilities: 
o Manage all aspects of Pine Technical College's Fire Suppression Training Program, 

including budget oversight, program development and delivery, and maximizing 
training partnerships. 

o Sell, develop, schedule, implement and contract for the delivery of continuing 
education and customized training courses. 

o Collaborate with various work groups in the delivery of customized training services. 
o Market and promote product division to professional firefighter associations for 

visibility and support of firefighting education. 
o Perform other duties as assigned by the Director of Customized Training and 

Continuing Education. 
 
Minimum Qualifications: 

o Related professional experience in the firefighting field.  
o Effective skills in sales and marketing, communication, client service, budget and 

project management. 
o Knowledge of education practices, learning styles, and curriculum development. 
o Knowledge of business, industry and firefighter professional development.  
o Effective skills in needs assessment and evaluation techniques. 
o Ability to advise, plan, organize and direct training activities. 

 
Preferred Qualifications: 

o Baccalaureate Degree in a related field. 
 
Application Procedure: 
Submit a letter of application, current resume and official college transcript(s). 
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ST CLOUD STATE UNIVERSITY 
720 Fourth Avenue South 
Saint Cloud, MN  56301 
  
Position: Assistant Registrar    (Unclassified MSUAASF) 

 
Appointment: 
Full-time Probationary 
 
Start Date: 
September 26, 2005 
 
Deadline: 
August 26, 2005 
 
Send materials to: 
Search Committee 
Chairperson 
Office of Records and 
Registration, AS-118 
720 4th Avenue South 
St. Cloud, MN 56301-4498 
 
Contact: 
320-308-2111 

Responsibilities: 
o Process undergraduate student graduation evaluations and assist with DARS 

implementation. 
o Process medical withdrawal requests. 
o Perform tasks related to special programs and cohorts. 
o Assist with transfer evaluation processing and transfer orientation. 
o Generate reports related to registration and enrollment. 
o Student contact positions to administer and interpret university regulations and 

policies related to student records and registration, admission, enrollment, etc. 
o Ability to teach and / or perform effectively, scholarly achievement or research, 

continued preparation and study, contribution to student growth and development, 
and service to the university and community. 

 
Minimum Qualifications: 

o Bachelor’s degree. 
o 2 years experience in higher education student services, student records and 

registration, admissions or other related administrative experience. 
o Ability to manage multiple priorities in a fast-paced environment. 
o Highly skilled at providing excellent customer service. 
o Knowledge of complex student data processing systems and on-line technology 
o Excellent interpersonal skills as well as the ability to work independently and 

collegially; to speak and write effectively; and to work well with students. 
o Ability to work with persons from culturally diverse backgrounds. 

 
Application Procedure: 
Submit letter of application specifically addressing the responsibilities and qualifications as 
stated above, a resume; unofficial transcript(s); letters of reference from 3-5 individuals who 
can specifically comment on the candidate's abilities, experiences, and professional 
preparation. 
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SAINT PAUL COLLEGE – A COMMUNITY AND TECHNICAL COLLEGE 
235 Marshall Avenue 
Saint Paul, MN  55102 
  
Position: Sign Language Interpreter, Seasonal    (Classified MAPE) 

 
Appointment: 
Part-time Seasonal 
8:30 am - 3:30 pm 
08-18-05 - 05-16-06 
Academic Season 
Academic Year 
 
Start Date: 
August 18, 2005 
 
Deadline: 
August 19, 2005 
 
Send materials to: 
Rachelle Schmidt, 
Human Resources Director 
Saint Paul College-A 
Community & Technical 
College 
235 Marshall Avenue 
Saint Paul, MN  55102 
FAX 651-846-1462 
EMAIL 
employment@saintpaul.edu 
 
Contact: 
Nicole Striegel, Dean of 
Student Services and 
Development 
651-846-1362 with specific 
questions 

Responsibilities: 
o Interpret, translate and voice interpret for classes, shops and labs; perform note 

taking: and oversee note taking. 
o Tutor for deaf and hearing impaired students 
o Perform as a member of an educational team in monitoring and diagnosing student 

progress 
o Perform other duties as assigned. 

 
Minimum Qualifications: 

o Knowledge of American Sign Language, signed English, specialized and technical 
signs appropriate to interpreting in a post-secondary learning institution; Registry of 
Interpreters of the Deaf Code of Ethics; and deaf culture. 

o Skills in Sign language interpreting and voice interpreting using American Sign 
Language and signed English; competency in English grammar skills; and rewriting 
written and/or verbal material. 

o Ability to assess language needs of deaf and hearing impaired students; perform 
interpreting tasks with minimum interruption of the education process; perform 
interpreting tasks without supervision; and make spontaneous rational and ethical 
decisions related to the Registry of Interpreters Deaf Code of Ethics. 

 
Application Procedure: 
Submit cover letter, resume, and copies of transcripts. 
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WINONA STATE UNIVERSITY 
PO Box 5838 
Winona, MN  55987-5838 
 
Position: Director of Public Information    (Unclassified MSUAASF) 

 
Appointment: 
Full-time Unlimited 
Year-round 
 
Start Date: 
As  Soon As possible 
 
Deadline: 
August 22, 2005 
 
Send materials to: 
Director of Public 
Information Search 
Human Resources 
Winona State University 
P.O. Box 5838 
Winona, MN 55987 
 
Contact: 
Robin Delong 
507-457-5008 (Office) 
507-457-5054 (Fax) 
rdelong@winona.edu 
 (E-mail) 
www.winona.edu/humanres
ources 
(Website) 

Responsibilities: 
o Direct the operations of a busy public relations, publicity and news services 

department.   
o Skilled writing and editing of a variety of internal and external communication 

elements, including organizations and departments with public relations activities.  
o Plan and implement the university public information program. 
o Supervis a staff of student employees. 
o Maintain elements of the University Communication web site. 
o Serve as public relations liaison on a number of university committees. 
o Serve as a university relations liaison for select community organizations and 

activities. 
o Assess public information activity effectiveness. 

 
Minimum Qualifications: 

o Bachelor’s degree in public relations, journalism, communication or related field. 
o Excellent written and oral communication skills. 
o Computer proficiency (word processing and page lay-out). 
o Working knowledge of journalistic principles and writing requirements for media.  
o Professionalism, creativity, and the ability to work on several deadline-oriented 

projects simultaneously. 
 
Preferred Qualifications: 

o At least 3 years experience in related field. 
 

Application Procedure: 
Submit a resume, undergraduate and graduate transcripts, 3 letters of reference, and several 
writing samples. 
 
 
 

 


