
 
 

Human Resources Manager 
 
Visitation School is seeking a full time Human Resources Manager to manage a comprehensive human 
resource function that enhances Visitation School’s organizational capabilities and promotes employee 
satisfaction and retention. With dual reporting to the Head of School and the Director of Finance and 
Operations, this position will also provide clarification and guidance to management regarding the 
implementation and interpretation of Visitation School’s administrative and personnel policies and 
procedures. 
 
Visitation is an independent Catholic day school with a culture permeated by Salesian Spirituality.  We offer a 
unique combination of learning experiences with a coed Lower School (Montessori preschool through grade 
5), an all-girls Middle School (grades 6-8), and an all-girls Upper School (grades 9-12).  A member of NAIS and 
accredited by ISACS, we are located on a beautiful 60-acre campus in Mendota Heights, Minnesota.  Visitation 
offers a comprehensive and competitive benefits package, including tuition remission.  Please visit our website 
at https://www.visitation.net for more information. 
 
The ideal candidate should have: 

§ A BA or BS degree in Human Resources, Business or Public Administration, or related field. 
§ A minimum of four years of experience managing the human resources function in an educational, 

nonprofit or other business environment. 
§ Proficiency with payroll software programs, ADP preferred. 
§ Experience with payroll and benefits administration, including vendor management. 
§ Experience in recruitment, employee relations, compliance and performance management. 
§ Good judgement with an aptitude to set priorities, analyze data, prepare conclusions and handle 

multiple assignments with tight deadlines. 
§ Excellent written and oral communications skills.  
§ Solid and successful experience with conflict resolution. 
§ Be an organized, dependable self-starter who takes initiative in addressing the needs of the school. 
§ The highest qualities of discretion and professionalism. 
§ A strong desire to contribute actively to a community where students are known, loved, and 

challenged. 
§ A commitment to Visitation School’s mission and values. 
§ Can demonstrate and model the philosophies and spirit of Visitation School.  “Salesian Spirituality” 

reflects gentle strength, dignity, patience and Christian humanism. 
 
Qualified candidates are asked to send a letter of interest and resume, including salary requirements and 
three references to recruitment@vischool.org.  
 
This posting is only a summary of the typical functions of the job, not a comprehensive list of all job 
responsibilities. Visitation School is an Equal Employment Opportunity employer. 
 


