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Human Resources has enhanced the way employees can access and respond to internal job postings.   

Enhancements include: 

 Increased Accessibility: 

o Employees can view postings from anywhere with web access including mobile devices  

o Employees can access the DHS & MNsure Internal Job Posting site 24/7 

 

 Easier to Use: 

o All DHS & MNsure internal postings will be listed in one location 

o Employees can easily sort postings or search for specific postings 

o Employees can bid directly from the posting 

 

 More Responsive:  

o Employees will receive a confirmation email at their work email address promptly after submitting or 

rescinding a bid 

o Employees in Direct Care & Treatment Services will receive an email notice each time a vacancy is 

posted or cancelled 

 

To access the DHS & MNsure Internal Job Postings site, go to the following web address:  

http://dhsjobposting.dhs.state.mn.us/ 

Review Postings: 

 Current vacancies within DHS & MNsure are listed in order of posting closing date but may be sorted by 
classification, organizational unit, work site, bargaining unit, employment condition, date posted, or posting 
number by clicking on the heading. 

 You can narrow your search by selecting the specific classification or organizational unit (Central Office, Direct 
Care & Treatment Services or MNsure) you wish to search for, or by entering a specific posting number. 

 To view a specific posting, click on the Posting Number.   

Bidding: 

 If you are interested in bidding on the vacancy, and believe you are an eligible bidder (as outlined in the 

Collective Bargaining Unit Agreement), enter your employee ID (at the bottom of the posting) and click 

“Submit”. 

 The Job Bidding Page will display your current job(s) and indicate whether or not you may be eligible to bid.  

 If eligible, click the “Submit Bid” button to “bid”.  You will receive an email confirmation that your bid has been 

submitted to Human Resources. 

 If not eligible, the system will indicate why you are not considered an eligible bidder and provide instructions on 

how to apply for the vacancy through the State Careers website. 

Special Instructions: 

 If bidding on a vacancy in BU 206, you’ll be required to provide an explanation how your skills and experience 

demonstrate you meet the position qualifications.   

 When bidding on multiple AFSCME vacancies, you must indicate the priority order of the vacancies in which you 

are interested (1st choice, 2nd choice, etc.). 

http://dhsjobposting.dhs.state.mn.us/


DHS & MNsure Internal Job Postings 

 

  

http://dhsjobposting.dhs.state.mn.us/


The DHS & MNsure Internal Job Postings site is an internet site displaying all DHS & MNsure vacancies open 
for bid.  Current vacancies within DHS & MNsure are listed in order of posting closing date.   Following is an 
example of a list of vacancies listed in order of posting closing date. 
 

 
 
By clicking on “Classification/Option” in the heading, the vacancies appear in order of Classification.  Following 
is the list of vacancies sorted by Classification. 

 
 
  



By clicking on “Organizational Unit/Administration” in the heading, the vacancies appear in order of 
Organizational Unit.  Following is the list of vacancies sorted by Organizational Unit.   

 
By clicking on “Work Site/Location” in the heading, the vacancies appear in order of Work Site.  Following is 
the list of vacancies sorted by Work Site.   

 
 

  



By clicking on “Bargaining Unit” in the heading, the vacancies appear in order of Bargaining Unit Name.  
Following is the list of vacancies sorted by Bargaining Unit.   

 
 
By clicking on “Employment Condition/Shift” in the heading, the vacancies appear in order of Employment 
Condition.  Following is the list of vacancies sorted by Employment Condition. 

By clicking on “Date Posted - Closing” in the heading, the vacancies appear in order of Date Posted.  Following 
is the list of vacancies sorted by Date Posted. 

 
 



By clicking on “Posting Number” in the heading, the vacancies appear in order of Posting Number.  Following is 
the list of vacancies sorted by Posting Number. 

 

You can narrow your search by selecting a specific classification (Human Svcs Technician), then clicking search 

 

 
By selecting the classification “Human Svcs Technician” from the drop down box and clicking search you will 
be able to view just Human Svcs Technician vacancies currently posted for bid.  The below screen shot shows 
the results of narrowing your search to “Human Svcs Technician”. 

   



The same process can be followed to view all vacancies by Organization Unit.  By selection the Organizational 
Unit Central Office and clicking Search you will be able to view only Central Office vacancies currently posted 
for bid.  The below screen shot shows the results of narrowing your search to “Central Office”. 

 

You can also limit your search by entering the Posting Number then clicking Search to view the information 
related to the selected Posting Number. 

 

To view a posting, click the posting number.  The example selected will be a Human Svcs Technician at MSOCS, 
posting number 5996.  (See list of options below) 

 

 



After clicking “Posting Number” 5996 the posting will be displayed (see following example).  To bid, scroll to the bottom 

of the Posting, enter your employee ID then click “Submit”.

 



If you may be considered an eligible “bidder” the following “Job Bidding Page” will display.  The top section of 
the “Job Bidding Page” displays a brief summary of the posted vacancy.  The middle section of the “Job 
Bidding Page” provides information related to the bidder’s active appointments/jobs within DHS.  The bottom 
section of the “Job Bidding Page” indicates the employee may be an eligible bidder.  For AFSCME vacancies 
only, you will be prompted to rank your bids when bidding on multiple vacancies.  To submit your bid, click the 
“Submit Bid” button.   

 

 



Note:  Bidding on AFSCME BU 206 vacancies.  Although the top portion of above Job Bidding Page is the same, 
for AFSCME BU 206 employees only, the bottom portion of the “Job Bidding Page”  will require the bidder to 
provide a summary of their skills and experience to demonstrate how they possess the required position 
qualifications (as shown in the example below).  The bidder will enter this information in the text box found 
below “Summary of skills and experience:”.  You will not be able to submit your bid without entering this 
information.  

 
 
After submitting your bid the following message will appear in red: 
“You have submitted successfully!  Please print this page for your record.” 

 



 

In addition, the bidder will receive an email confirming the bid.  

 

To rescind a bid, follow the above process until reaching the bid page.  If the bidder has previously bid on the 
vacancy, the following message will appear: “You already submitted a bid to this posting. If you wish to rescind 

your bid click the Rescind Bid button.”   

If the bidder doesn’t want to rescind the bid, simply click the Back to Home Page link to return to the posting 
page. 

OR 

To rescind the bid, click the Rescind Bid button.  

 
 
 
After clicking the “Rescind Bid” button the following message will appear: 
“You have rescinded this bid successfully. Please print this page for your record.” 

 

In addition, the bidder will receive an email – Rescind Bid Confirmation 

 

 

 

  



If the employee is not considered an eligible “bidder” the following “Job Bidding Page” will display.  The top 
section of the “Job Bidding Page” displays a brief summary of the posted vacancy.  The middle section of the 
“Job Bidding Page” provides information related to the bidder’s active appointments/jobs within DHS.  The 
bottom section of the “Job Bidding Page” indicates why the employee is not considered and eligible bidder.  
This section also provides information on how the bidder may apply for the vacancy though the State Careers 

website. 

 

For Department of Human Services Direct Care & Treatment Services employees only, when a vacancy is 

posted, an email will be sent to all employees in the same bargaining unit and seniority unit as the posted 

vacancy.   

 

http://www.careers.state.mn.us/
http://www.careers.state.mn.us/

