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                    In this issue                         SPRING 2009 

POSITION DESCRIPTIONS 

The Human Resources Office houses Position Descriptions (PD) for all classified and 

unclassified staff.  You may recall that we implemented an on-line Position 

Description Tracking System a couple of years ago. We recently acquired scanning ca-

pabilities and would now like to incorporate this capability into our PD Tracking  

System. 

 

Now, as we receive new or updated position descriptions that are signed by the em-

ployee and supervisor, we will scan and add them to the  PD Tracking System.   

 

This change will be seamless to you- - the employee and supervisor.  You should con-

tinue to send both the Word document PD (attached to an email) and signed paper cop-

ies to the HR office. 

 

Reminder!  PD’s should be reviewed annually for accuracy.  When changes are made, 

a new PD should be submitted to Human Resources (at least every 3 years). 
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HUMAN RESOURCES FORMS 

For most HR transactions, there is a form.  Those forms can be found on the Human 

Resources web site at www.stcloudstate.edu/humanresources/.  PLEASE NOTE:  HR 

Forms are updated as needed, and the most current version of the form can be found on 

our website.  When submitting an HR transaction, please be sure to obtain forms from 

our website to ensure the most up-to-date form is being used. 

 

A couple of  HR forms at www.stcloudstate.edu/humanresources/forms.asp that have 

recently been changed are the Request to Hire and Independent Contractor/Employee 

Status forms. 

 

COMING SOON! 

Summer Hours: 

 7:30 AM to 4:00 PM 

Wednesday, May 13th through  

Tuesday, August 18 

http://www.stcloudstate.edu/humanresources/
http://www.stcloudstate.edu/humanresources/forms.asp


SPRING 2009                       SUE LINDQUIST IS RETIRING 

After sixteen years of employment with the Human Resources department at St. Cloud State 

University, Sue Lindquist has decided to retire.  She began work in the HR office in January of 

1993 and will be retiring on July 15 of this year.  When asked what has changed the most over 

the past sixteen years, Sue believes it’s been the amount of paperwork that has crossed her desk 

in a fiscal year and the complexity of the bargaining agreements.  Sue has enjoyed the people 

that she’s worked with over the years and has also appreciated the variety of responsibilities 

that have come with her position as a Personnel Officer in the HR office.  She believes that 

SCSU has been a great place to work and has made lifelong friends while working at the university.  Upon 

retirement, Sue plans on traveling, enjoying the lake, biking on the Wobegon Trail, doing some volunteer 

work, and spending more time with her grandson, Parker, but she will always remember her time at SCSU and 

the wonderful view from her office overlooking Barden Park. 

AUTOMATED LEAVE SLIPS ARE COMING! 
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The Office of Human Resources is piloting an automated leave slip program which may eventually replace the 

current paper leave slips for all groups.  The Human Resources office handles thousands of leave slips annu-

ally. This is not cost effective.  The digital leave slip system may replace our existing process with one that is 

efficient. 

To give you an idea of what we are establishing, employees will gain access to the automated leave request 

system by using their husky net ID and password.  The on-line ―form‖ will ask employees for essentially the 

same information that is currently on the paper form.  Employees will ―submit‖ and ―confirm‖ their leave re-

quest.  After employees have done that, an email will be generated to the employee’s supervisor letting them 

know that a leave request has been submitted.  The supervisor is then required to take action on the leave re-

quest in a timely manner. The employee will have to submit leave request in advance of leave taken and in 

accordance with the work rules established by the supervisor that are consistent with institutional practices. 

Once the supervisor decision has been made, the employee will receive an email letting them know what ac-

tion was taken.  

If all goes well in testing, Human Resources will expand the pilot to a couple other departments within the 

next few pay periods.  After that, it will be implemented incrementally to remaining departments.  Human Re-

sources will provide a hands-on training session for employees and supervisors. 

In preparation for the move to automated leave slips, the HR office will no longer print and distribute paper 

leave slips.  The leave slip form is now available in the ―forms‖ section on the HR website.  Employees will 

need to complete and print the leave slip form.  Supervisors and employees will also need to make copies of 

the signed leave slip for their records. 

Do you ever forget your Tech ID? Huskynet ID? How about your Employee/Payroll 

ID?    Are you confused about which ID to use when?  If you answered yes, you are not 

alone!!  There is plenty of confusion as to what each ID is, and what each one is used for.  

Tech ID:  Your Tech ID is the shorter number on your SCSU photo ID badge.  The Tech 

ID (and PIN) is used to access SCSU technical applications, such as STARS and the Tui-

tion Waiver system.  If you attempt to access an application with your Tech ID and have 

forgotten your PIN, Human Resources can reset the PIN for you. 

What is my id??? 



SPRING 2009                    WHAT IS MY ID??? CONT. 

Huskynet ID:  Your Huskynet ID is what you use to log in to your computer every morning and is usually 

your initials and last name.  The Huskynet ID is also used to access D2L.  You will need a password to go 

with your Husky Net ID.  Password problems with Husky Net should be directed to the HELP desk. 

Employee/Payroll ID:  Your employee/payroll ID was the number written on the yellow card and mailed to 

your home when you first began working at SCSU.  This ID will remain with you throughout your employ-

ment with the State of Minnesota.  Even if you accept a job at another institution or state agency, your em-

ployee ID will not change.  The employee ID is used to access information on the Employee Self Service site.  

Some of this information includes: 

Pay Stub 

Benefits  

Summary 

Dependent/Beneficiary Coverage 

Benefits Enrollment 

Leave Activity 

Other Payroll  

W-4 (Withholding information)— You can make changes to your withholding at any time by 

accessing this portion of Employee Self Service 

W-2 — You can access and print your W-2 each year 

Direct Deposit Information—You can make changes to your direct deposit information at any 

time by accessing this portion of the Employee Self Service 

Savings Plans—You can view and update retirement contributions at any time by accessing this 

portion of Employee Self Service 

Personal Information 

Home and Mailing Address—You can update this information at any time by accessing this 

portion of Employee Self Service. 

 

You can access the Employee Self Service web site by going to www.stcloudstate.edu 

Click on ―Faculty and Staff‖ 

Click on ―Pay Stub‖ 

You will need your employee ID and password.  If you have forgotten your password, just click on the blue 

sentence that says ―If you’ve forgotten your password, click here‖, and the system will take you through a se-

ries of steps to assign a temporary password (be sure to write it down because you will be asked to enter it 

again).  Once you are on the self service site, you will be asked to change your temporary password.   

 

If you forget your Employee or Tech ID, feel free to call Human Resources for assistance (83203)! 
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https://www.s4web.state.mn.us/psp/employee/?cmd=login&languageCd=ENG&


Spring 2009                         Hr spotlight: graduate assistant 
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Jill Gerber has worked as the Human Resources Graduate Assistant since the fall of 

2008.  She is a second year graduate student in the Industrial Organizational Psychology 

Master’s program here at SCSU and will graduate this May.  As the graduate assistant, Jill 

has assisted with several projects in the HR department, including work on the workforce 

development implementation plan, serving on the health and wellness committee, and up-

dating and maintaining the online position description tracking system. While these projects 

have been interesting, Jill’s favorite part of her position has been getting to know and work 

with her HR coworkers, who have all been friendly and have made coming to work a more 

enjoyable experience. 

Originally from Apple Valley, MN, Jill has a younger brother, Chad, who is a junior at the U of MN and ma-

joring in engineering. She is close with her family and remembers many fun road trips growing up, especially 

to Cape Cod, MA. However, her favorite vacation memory is going to Hawaii with her best friend for spring 

break her senior year in college. Aside from traveling, Jill enjoys socializing with her friends and being physi-

cally active. She loves playing volleyball, taking spinning and kickboxing classes, and long distance running. 

She has even run the Twin Cities marathon. 

Upon graduation, Jill plans to spend a little time learning her new role as a mother to her son, whom she is ex-

pecting May 30. Ultimately, she would like to work in a human resources department in a large organization or 

as a consultant. She is particularly interested in the areas of training, organizational development, personnel 

selection, and individual assessment and hopes to find employment in one of these areas in the near future. 

Hr spotlight: Student workers 

Karl Anderson is majoring in Criminal Justice and Spanish.  After obtaining his four year 

degree he plans on either getting a masters or going on to law school.  Some of Karl’s hob-

bies include hockey, watching movies, playing video games, hanging out with friends, and 

doing things outdoors and his favorite foods are pizza and stir fry.  His favorite place that he 

has traveled to is Peru, where he was an exchange student for six weeks during high 

school.  What he enjoys most about working in HR are his coworkers.  Karl has an older 

sister who goes to the U of M, and a younger brother and sister, 13 year old twins.  His 

hometown is La Crescent, MN, right across the river from La Crosse, WI.  Eventually, Karl 

wants to work for federal law enforcement. 

Wesper Bigdaddy (Yes, that is his real middle name!) Sieh was born in Liberia to African 

parents who, in his words, ―I love so much‖.  He later moved to exile in Ghana due to the 

civil war in Liberia.  An older sister opened the door for Wesper and his family to move to 

the US.  He remembers stepping off the airplane in the US and the smell of fresh air.  He 

says it was different than Africa because it didn’t smell polluted.  He also recalls that it was 

a little colder than the usual temperature he was used to in Africa.  After graduating from 

Osseo High School, Wesper began the nursing program at SCSU.  He enjoys writing po-

etry, songs and raps, and is considering a major in Film Studies.  At this point, he has not 

made his final career decision but believes that he will eventually be able to pursue a career 

in something he enjoys.  He thinks it was great to be able to live in the US to experience 

cultural differences, and would also like to go back to Liberia to experience the culture there again.  He misses 

the rainy season and the dry season and he hopes to one day show his children where he came from.   



Spring 2009                      Student workers cont. 
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Danielle Micek was born and raised in Coon Rapids, MN.  She enjoys being around friends 

and family and loves animals and rollerblading.  Danielle is studying Business Manage-

ment, specializing in Human Resources.  She will graduate May 2010 and hopes to begin a 

career in Human Resources in the Health Care Industry.  She has enjoyed her year assisting 

in the SCSU Human Resources office and thinks the best part of working in HR is the peo-

ple she has met.  Another part she enjoys is learning the ins and outs and becoming familiar 

with how higher education Human Resources functions.  In the future, Danielle would like 

to be a Human Resources intern to become more knowledgeable, and hopes to enter the 

graduate program at the University of Minnesota.  Danielle enjoys cooking and baking 

(even though she admits she’s not the best at it), and bon fires on weekends with her closest 

friends. 

TRAINING 

  CODE OF CONDUCT  

  SECURITY AWARENESS:  Public Jobs – Private Data 

If you have not completed these 2 trainings on D2L (desire2learn), they need to be completed ASAP!   

To access the programs: 

Log in at http://huskynet.stcloudstate.edu/d2l/ 

1. Enter huskynet and password in upper right corner 

2. Click on Student tab near top middle 

3. Click on the + by Semesterless 

4. Click on ―+‖ by Training 

5. Click on ―Code of Conduct‖ and/or ―Security Awareness‖ 

6. Follow the instructions on each page 

7. Submit the quiz at the end of each course 

Don’t forget to complete 2 courses for Code of Conduct and 3 courses for Security Awareness! 

CONFERENCES 

MnSCU’s Energizing our Frontline Network Conference (AFSCME & MAPE) 

May 20-21, 2009 

Normandale Community College 

Registration fee is $85 

For more information and to register to attend:  www.frontlineconference.mnscu.edu 

http://huskynet.stcloudstate.edu/d2l/
http://www.frontlineconference.mnscu.edu


Spring 2009                          Conferences cont. 

Contact information 

Human Resources Department 

Administrative Services 204 

St. Cloud State University 

720 Fourth Avenue South 

St. Cloud, Minnesota 56301-4498 

Phone: (320) 308-3203 

Fax: (320)308-1607 

Website: http://www.stcloudstate.edu/humanresources 

Email: HumanResources@stcloudstate.edu 

 

St. Cloud State University values diversity of all kinds, including but not limited to 

race, religion and ethnicity.  

Classified Staff Development Conference 

Thursday, May 14, 2009 

 

All classified staff (AFSCME, MAPE, MMA, MNA, Confidential) are invited and encouraged to attend this ½ 

day of professional development.  Back by popular demand is Jimmy Westrick as the featured speaker.  The 

invitations were mailed to all classified staff and the registration forms are due to Human Resources (AS204) 

by Friday, May 1st. 

 

Morning Session: 

7:30 Registration 

7:45 Opening Remarks from Vice President’s Ludwig & Overland 

8:00 Keynote by Jimmy Westrick – Looking at Customer Service from a Fresh Perspective 

9:50 Breakout sessions –    Can you Hear Me Now? 

    What’s all the Twitter? 

    Take This Job & Love It 

10:35 Breakout sessions –   Young People These Days 

    Customer Service for International Clients 

    Teaching Customer Service Skills 

11:15 Lunch 

 

Afternoon Session: 

11:30 Registration 

11:45 Lunch 

12:30 Opening Remarks from Vice President’s Ludwig & Overland 

12:45 Keynote by Jimmy Westrick – Looking at Customer Service from a Fresh Perspective 

2:35 Breakout sessions –  Can you Hear Me Now? 

    What’s all the Twitter? 

    Take This Job & Love It 

3:20 Breakout sessions –  Young People These Days 

    Customer Service for International Clients 

    Teaching Customer Service Skills 
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