
HUMAN RESOURCES

Recruiting and Hiring

Current Job Opportunities
The City of Shakopee posts all open positions,
including promotional opportunities, on the city
website.

View current open positions with the City of Shakopee

8/21/25, 3:35 PM Recruiting and Hiring

https://shakmn.sharepoint.com/sites/CityNet/SitePages/Recruiting.aspx 1/4

https://www.shakopeemn.gov/employment


Recruitment
The Human Resources Division assists supervisors and hiring managers through the recruitment process. All city
positions are posted through NeoGov and public via the city website.

The target timeline for normal recruitment is four to eight weeks, from the department's request to first conditional
job offer. The recruitment process consists of:

Upon acceptance of conditional offer, Human Resources will contact candidate for background check (all positions)
and pre-employment testing (full-time positions). Once successful, candidate will receive final offer letter.

1. Department requests a position through NeoGov's requisition process
2. Human Resources prepares and creates job posting; candidates apply
3. Human Resources reviews candidates for minimum qualifications
4. Department reviews and identifies candidates for interview
5. Human Resources invites candidates to interview; candidates schedule interviews
6. Department interviews and selects candidate
7. Human Resources (full-time positions) or departments (part-time positions) send offer letters

Requisition (Request to fill vacancy) LifecycleRequisition (Request to fill vacancy) Lifecycle
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Jamie NelsonJamie Nelson
Human Resources SpecialistHuman Resources Specialist

Sample Interview Plan Interview Guidelines

Department Onboarding Checklist Department Offboarding Checklist

How to Create a Requisition How to Complete SME Review
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https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/Sample-Interview-Plan.pdf?web=1
https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/Instructions-for-Interview-Panels---2023.docx?web=1
https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/2504266278Department-Onboarding-Checklist.pdf?web=1
https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/Department-Offboarding-Checklist.pdf?web=1
https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/How-to-create-a-Requisition.pdf?web=1
https://shakmn.sharepoint.com/sites/CityNet/SiteAssets/SitePages/Recruiting/SME-Review.pdf?web=1


Contact

Christie Rossow
Human Resources Director

Patti Kent
Human Resources Specialist

Jamie Nelson
Human Resources Specialist

Carly Gernbacher
Human Resources Specialist
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