
 

 
 

 

Employment Opportunity 
 

 

Posting Date: January 2, 2020 
 
Title: Administrative Assistant  
 
Program:   Public Health Law Center 
 
Reports To: Director of Operations 
 
Status: Full Time 
 

 
To staff our expanding programs, the Public Health Law Center, a dynamic, public interest affiliate of 
Mitchell Hamline School of Law in Saint Paul, Minnesota, is hiring a full-time Administrative Assistant 
who have a passion for working for the social good and who share our commitment to continued 
learning on issues related to racial and social justice, including the social determinants of health, 
implicit bias, and systemic oppression. We offer a pleasant campus work environment and 
competitive benefits.  
 
The Center’s mission is health through the power of law and policy. The Center empowers its 
partners to reduce and eliminate commercial tobacco, promote healthy food, support physical 
activity, and address other causes of chronic disease. Our belief in health and equity for all 
people is at the core of our work. Our partnerships include Tribal health leaders, federal 
agencies, national health advocacy organizations, state and local governments, planners, 
researchers, attorneys, community coalitions, and individuals working on public health issues. 
Our deep knowledge, thoughtful legal and policy analysis, and individualized approach help 
these partners create healthier communities around the country 
The administrative assistant provides administrative support to the Public Health Law Center 
and is responsible for: compiling and entering data for reporting purposes; maintaining files, 
databases and records; supporting internal and external meeting planning, scheduling, and 
logistics; making travel arrangements for staff; note taking; providing backup support for event 
coordination; and other various tasks as assigned.  
 
 
Minimum qualifications:   
 

• High school diploma; 

• Excellent customer service skills;  

• Proven ability to interact in a professional and diplomatic manner with a variety of 
personalities;  

• Understanding of and value for equity and health equity as organizational operating principles,  



• Ability to work effectively in a fast-paced environment with frequent interruptions and to handle 
multiple projects simultaneously working independently and as part of a team;  

• An organized and detail-oriented approach;  

• Proficiency in MS Office (Word, Excel, Outlook, Power Point, Access), content management 
systems and office technologies; and  

• Ability to prioritize, problem solve and manage multiple projects.  
 
 
 
Preferred qualifications:  

• Passion for public health;  

• Two years of relevant professional experience; 

• Associate’s degree or equivalent post-secondary education; 

• Proofreading and editing skills.  
 
To apply, please send resume and cover letter by e-mail to hr@mitchellhamline.edu; by fax to (651) 
290-8645; or by mail to Human Resources, Mitchell Hamline School of Law, 875 Summit Avenue, St. 
Paul, MN 55105. 
 
Mitchell Hamline School of Law is an Equal Employment Opportunity and Affirmative Action 
employer. We do not discriminate based on race, color, creed, religion, national origin, sex, marital 
status, veteran/military status, disability or handicap, age, sexual orientation, status with regard to 
public assistance, or any other protected class status. Members of marginalized and 
underrepresented groups are strongly encouraged to apply. 
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