' CITY COUNCIL SPECIAL MEETING AGENDA

N . Friday, July 2, 2021 - 8:00 a.m.
v Hybrid Meeting
wm https://us02web.zoom.us/i/8425920347 12pwd=QlInSTVIZ

Meeting ID: 842 59203471

The City Council of Norwood Young America, MN will be holding a
Special Meeting
Friday, July 2, 2021
8:00 a.m.

Agenda

1. Cali Special Meeting of City Council to Order
1.1 Pledge of Allegiance

2. Approve Agenda
3. Introductions, Presentations, Proclamations, Awards, and Public Comment
5. Public Hearing
6. Old Business
7.  New Business )
7.1 Accept Resignation of City Administrator
7.2 Approve posting City Administrator position
7.3 Approve updated job description for City Administrator

8. Adjournment
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Date: July 2, 2021

To: Members of the City Council
From: Carol Lagergren, Mayor

Re:  Resignation

Attached please find a letter of resignation from Steve Helget, City Administrator, effective July
31, 2021. He has accepted a job as City Administrator in Gaylord, Minnesota. Based on his
current contract, Steve is required to give us 30 days notice in case of resignation. Benefits and
salary will end on his last day of employment.

Recommendation: Motion to accept resignation of Steve Helget, City Administrator,
effective July 31, 2021.

Norwood Young America

310 Elm Street West PO Box 59 - Norwood Young America MN 55368 - (952)467-1800 - www.cityofnya.com
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June 29, 2021

Honorable Mayor Lagergren and City Council Members
City of Norwood Young America

310 Elm Street W.

Norwood Young America, MN 55368

Re: Notice of Resignation
Dear Mayor Lagergren and City Councit Members:
This letter serves as my official resignation as City Administrator effective June 29,
2021. My final day will be July 31, 2021. | have recently accepted a position with the
City of Gaylord, MN.
| am sincerely grateful for these past 7 years. | have been blessed to have a very
supportive City Council and to have worked with such a talented and hardworking staff.
It has also been a pleasure to work with all the citizens who serve on the City's
Commissions. Working together we have accomplished many things.

I also wish to express my appreciation to the citizens of Norwood Young America. They
have made me very feel very welcome in the community.

It has truly been my privilege to serve the City of Norwood Young America. God bless
you all.

Sincerely,

S‘ée aelget 2?’
City Administrato
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Date: July 2, 2021

To: Members of the City Counci

From: Carol Lagergren, Mayor

Re:  Posting of City Administrator position

There are two options for beginning the process of hiring a city administrator:
Option One: Create a posting for the position to the League of MN Cities website and other

appropriating posting sites. See sample below from Watertown’s current posting. No additional
cost to the city.

City: Watertown
Position Title: City Administrator

JOB SUMMARY: Following City Council goals and policies, the Administrator oversees
government operations, Planning and Zoning, and participation in Human Resources
to ensure efficient operation of the City including supervising the administration of all
functions including Administration, Government Operations, Policing, Fire Department,
Public Works Department, Utility operations, and Planning and Zoning.

View the full position profile at https://www.ddahumanresourc

Minimum qualifications: Bachelor’s degree in Public Administration, Business,
Community Planning, Economic Development, or related field, and four years of related
experience, or a master’s degree in Public Administration and four years of related
experience.

To apply, visit
h J/davi hiri . own-city-administrator/214599-a
ication-form/en, and complete the process by July 7, 2021. Finalists will be selected on
July 27, 2021, and final interviews will be held August 18, 2021.

Link: https://www.cityofnya. com/employment/ijobopenings

Option Two: Hire a consulting firm to support the Council through the process. See the
attached handout. Estimated cost is $15,000 to $20,000.

Recommendation: Direct staff to send out RFQ to consulting firms for quote.

Norwood Young America

310 Eim Street West PO Box 59 - Norwood Young America MN 55368 - (952)467-1800 - www.cityofnya.com
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LEAGUE of
MINNESOTA
CITIES

INFORMATION MEMO

Hiring a City Manager or Administrator
Toolkit

Learn the steps to take in hiring a city manager or administrator, including how to manage interim
time, whether or not to use a search consultant, setting position qualifications and attracting,
interviewing and offering positions to candidates.

This toolbox icon marks the
iink to a downloadable tool.

RELEVANT LINKS:

800.925.1122
651.281.1260
HRbenefits@lmc.org

Take action with Information Memo toolkits. They contain the forms,
samples, or models a city can use to take action on a process or project.
Look for the toolkit icon so you can download that tool to use or modify it
for your city.

l.  Pre-hiring action steps

Your city is suddenly faced with the prospect of hiring a city administrator
or city manager. What should you do? What should you be thinking about?
Maybe even more importantly what should you NOT do? This overview is
designed to address some of the questions you may have about how to go
about hiring the top appointed position in your city.

A. Interim administrator or city manager duties

When there is a vacancy in the office of the city administrator or manager
one option is to designate some other trusted staff member (finance director,
clerk) to serve as interim administrator until a replacement can be hired.
Another option is to divide responsibilities between several staff during the
interim. This can work, but the council must be very clear about who has
specific responsibilities for what functions, and to whom they all report.
Cities with the council-manager form of government should probably not
use this option, since State law or the city charter vest the city manager with
very specific authorities.

Another option is to work with or contract with a neighboring city to have its
city clerk or administrator help out. Or, some cities hire a retired
administrator to serve as an interim administrator or look for an
administrator who is in-between jobs to serve in this role. LMC can provide
a list of individuals who may be available for such interim service,

| This material is provided as general information and is nat a substitute for legal advice. Consult your attornay for advice conceming spacific situations.

145 University Ave. West
Saint Paul, MN 55103-2044

www.Imc.org 9/19/2020
(651} 281-1200 or (800) 925-1122 ® 2020 All Rights Reserved



RELEVANT LINKS:

B. Using a consultant or doing it on your own

The first decision the mayor and council will need to make is whether to hire
a consulting firm to assist with the recruitment. There are both national and
Minnesota-based firms specializing in the recruitment of city
administrators/managers. The fees vary, but about $15,000 to $20,000 plus
direct expenses, can be anticipated. While the consulting fee may appear
substantial up front, many cities have found it to be a very worthwhile
investment in keeping the overall recruitment process objective and in hiring
a manager/administrator who is the best fit for their city. Search firms may
also offer some type of “guarantee” if the employee doesn’t work out or
doesn’t end up staying in the position for a specified amount of time. One
option for examining search firms is to seek formal proposals from vendors.
Please contact the League for sample Request for Proposals for Executive
Search Consulting Services. There is no requirement for a formal RFP
process for this type of service. Another option that can be accomplished
more rapidly, is to reach out to specific firms and request they submit a
service quote. The Council should evaluate the proposals or quotes using the
same process used for other service proposals or quotes.

If the council decides not to retain a consultant, but to handle the recruitment
on its own, it is usually necessary to designate a trusted member of the
existing city staff to manage the details of the process — the individual
responsible for personnel matters would be the best choice, with the city
clerk or finance director being other viable options. If the city is too small to
have a staff member available for this purpose, the council will probably
need to designate the mayor or a council member to handle it. The city
attorney will also be a necessary and helpful resource in keeping the process
legal and in finalizing the details of any employment agreement. If city
decides not to retain a consultant, involvement of the City Attorney is
strongly encouraged.

The council should agree up front on how it is going to organize itself for
the task ahead — i.e. development of the posting, who will speak on behalf of
the council in contacting candidates and the media, how the application
process will occur, how the final terms of employment are established
between the city and the successful candidate, etc. It should be very clear
and agreed upon as to what roles individual councilmiembers will and will
not play in the process.

Il. Hiring tasks

The remaining steps outlined in this memo would be similar regardless of
whether a consultant is used.

League of Minnesota Cities Information Memo: 9/19/2020
Hiring a City Maniager or Administrator Toolkit Page 2
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The difference is that in one case, the consultant would coordinate most of
the tasks, while in the other, it would be the designated staff member in
consultation with the mayor or the whole council.

A. Establishing qualifications for the position

The mayor and council will want to start by thinking carefully and broadly
about the qualifications they would like in a new managet/administrator.

For a moderately sized or larger community (e.g., population 4,000 to
5,000), it would be very reasonable to expect previous experience as an
assistant city manager/administrator in a similar-sized or even larger city.
Ideal candidates would hold a bachelor’s degree and some candidates will
have a master’s degree in a relevant field (e.g., public administration, public
affairs, business administration, leadership, urban affairs).

Smaller communities (e.g., under 2,500) have often reported better results
attracting less experienced city administrator candidates, including
candidates with limited previous work experience (e.g., someone who has
served as an assistant in a larger city, a candidate with experience that is not
directly related but stil! generally relevant, or someone who has just
graduated from a master’s level program but has littie or no experience).

Beyond that, the council will want to think about specific demonstrated
skills they may desire — i.e. staff leadership, policy work with the council,
media relations, financial management, community and economic
development, intergovernmental relations. No candidate is going to be
strong in all areas! What skills are most important to the city at this time? It
will be helpful to assess the strengths of existing staff, and then think about
what skills the administrator/manager should bring in order to create a well-
rounded staff team. Also remember managers and administrators are usually
trained as generalists; if a particular skill is important, but not highly critical
most can learn quickly and apply those generalist skills in addressing
particular issues and problems. '

4

On the more intangible side, the city administrator/manager is a critical
position for setting a “tone” for the city. What personal traits will work best
for the city at this time? What “style” is needed to earn the confidence of the
council and effectively lead the staff? What values does the community
expect to see in its city administrator/manager?

;%‘éﬁ Two basic core values any administrator/manager should bring to the job are
a keen understanding of the public purposes and obligations of the city
(which would be different than those for a private corporation) and a strong
commitment to highly ethical behavior. The International City/County
Management Association (ICMA) and its state counterpart, the Minnesota
City/County Management Association (MCMAD), are the professional
associations for city and county managers and administrators.

League of Minnesota Cities Information Memo: 811972020
Hiring a City Manager or Administrator Toolkit Page 3
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Minnesota City/County
Meanagement Association,
Code of Ethics

ICMA and MCMA have adopted a very specific code of ethics to guide the
behavior of members

While the mayor and council have the ultimate responsibility for hiring and
supervising the city manager/administrator, it can be a very good idea to
gather input from others in this beginning stage. Asking the opinions of key
city staff is an especially good idea.

The council may want to consult with the Chamber of Commerce, key local
industries, school district and county officials, community leaders, or labor
leaders (including city labor unions if appropriate). The key is to carefully
balance the input of the many diverse groups, and to avoid weighing the
input of any one group or any one suggestion too heavily. When asking for
input, it is important to make it clear the council will have to balance the
many suggestions received with its own assessment of the needs of the city;
every suggestion will not be able to be accommodated. Another option is to
ask for input from these groups later in the process when candidates are
being interviewed.

The council will want to complete this phase of the process by drawing up
its list of the main qualifications being sought in the new city
administrator/manager.

B. Job descriptions and position profiles

As with any recruitment, having a good job description is critical. The
council should work with the consultant or staff member to review the
existing job description, incorporating and emphasizing key qualifications

ngmyégs;? o and attributes established in the first step above.

Moorhead sample.

City Administrator position

description, City of Fosston

sample.
Many local governments go further, creating a “recruitment profile.” Search
firms routinely develop these for their clients. Such a profile usually goes
into some detail about the community and city, describing its strengths,
challenges and issues. The profile then describes the type of city
manager/administrator the city would like to recruit to help address those
challenges. Disclosing the salary range and benefits the council is willing to
consider, along with information about the community, such as schools,
recreational opportunities, etc. helps candidates decide whether to apply for
a position. A profile is an opportunity for the city to “sell” itself to
prospective candidates. Good administrators and managers are sometimes
hard to find, so it is important for the city to put its best foot forward
throughout the process.

League of Minnesota Cities Information Memo: 9/19/2020

Hiring a City Manager or Administrator Toolkit Page 4
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Minn. Stat. § 412.651

City Administrator Job
Advertisement, LMC Model
Form.

League of Minnesota Cities
city jobs posting,

Association of Minnesota
Counties, employment
listings.

International City/County
Management Association Job
Center, Employer Overview.

League of Minnesota Cities Information Memo:
Hiring a City Manager or Administrator Toolkit Page &

Finally, in cities with the position of city administrator (as opposed to city
manager which is more clearly defined in state statute — Minnesota Statutes
§412.651) the job description or profile should be clear about the specific
duties, responsibilities, and authorities of the position — i.e. does this
position present a recommended budget to the council, what role does he/she
have in hiring, disciplining or firing employees?

lll. Recruitment of candidates

Next, the mayor and council must decide how broadly to “cast the net” for
potential applicants.

Given the specialized nature of a city administrator/manager position, it is a
good idea to advertise at least statewide. Both the League of Minnesota
Cities (LMC) and the Association of Minnesota Counties (the skills between
city and county managers are often transferable) will place advertisements
on their websites. The Minnesota City/County Management Association
(MCMA)} is also willing to distribute information about positions of
professional interest to its members via its online MemberLink community
with over 300 members around the State. Many cities choose to advertise
their position nationwide through the International City/County
Management Association (ICMA). For some cities, it might make sense to at
least advertise the position in the nearby states. LMC can assist you in
placing notices with the municipa! leagues in those states. The city may also
want to consider sending the advertisement to universities and colleges with
graduate degree programs in relevant fields such as public administration or
public policy. Many can bring the position to the attention of alumni, as well
as current students.

Another decision is whether to place the advertisement in local or statewide
newspapers of general circulation. The disadvantage is you will likely be
deluged with applications from individuals who are not really qualified, and
most professional local managers will see your notice in association
publications from LMC, MCMA, and others. On the positive side, there is
always the possibility of finding a great candidate you might not otherwise
have reached!

If you use a consultant, he or she will actively recruit applicants they believe
might be a good fit with your position. If you do not use a consultant, the
council may want to direct staff as to specific individuals to whom they
would like to send the position announcement. There is also nothing wrong
with individual council members and even staff bringing the position to the
attention of potential candidates. That said, it is critical everyone respects
the established process. Individual contacts should be solely an
encouragement to consider applying, with no implication whatsoever the
person is being promised a job, an interview or any other special
consideration,

9/18/2020
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See Employment Application,

LMC Mode! Form.

LMC information memo,
Veterans Preference in
Hiring, Section I-B-3,
exception for department
head positions.

City Manager or
Administrator Training and
Experience, LMC Model
Rating Sheet Form.

Interested candidates should be directed to the consultant, city staff member,
mayor, or whoever has been designated to coordinate the process.

Interested applicants are usually asked to send a professional resume, along
with cover letter of interest, to the designated recruitment coordinator. Some
cities require applicants to complete the city’s employment application form
or another standardized form called a “supplemental application” that
requests specific job-related information and allows for the applicant to elect
Veteran’s Preference points, if appropriate.

A. Evaluation of applications

Cities may need to comply with veterans’ preference laws when hiring a
manager or administrator. The law does not require cities to give preference
to department head positions, but cities should use caution in applying this
exemption and consult an attorney before assuming an employee will be
considered a department head.

You may receive resumes and applications from more candidates than you
wish to interview. The agreed upon process should include deciding who is
going to narrow the list to a reasonable number for further consideration. If
you have hired a professional recruitment firm, they will do this for you. If
not, it may be done by the designated staff member, or perhaps the mayor or
a small council committee working with the staff member. You will likely
end up with at least three candidate groupings ~those clearly not qualified;
those that seem to fit the bill; and a third middle pile of strong potential
candidates but lacking in some area. If you and the city attorney determine
the position is subject to the veterans’ preference law, you will need to rate
all candidates and veterans on a 100-point scale.

Otherwise, at this point it is usual to come up with a list of about 15 —20
semi-finalists for further consideration. Copies of the resumes/applications
of these top candidates are sent to each councilmember for their review and
evaluation. It is very helpful to have some type of rating sheet to help the
councilmembers score each candidate on key criteria. The scoring sheet can
be based on a numerical rating system, but also allow opportunities for more
subjective reactions. It is important everyone keeps in mind the identity of
applicants is still private information at this point in time, and, thus,
complete confidentiality must be maintained.

The council will then meet to discuss their ratings of the semi-finalists and
attempts to reach agreement on typically five or six finalists to be
interviewed. As a prelude to this discussion, the consultant or designated
staff member may compile the councilmembers individual ratings into some
type of integrated report that helps council more quickly see where there is
agreement as to the top candidates.

{ eague of Minnesota Cities information Memo: 911912020
Hiring a City Manager or Administrator Toolkit Page 6
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LMC information memo,
Data Practices: Analyze,
Classify Respond, Section
VII-A-1-¢, Applicants for
employment.

LMC information memo,

Meetings of City Councils,
Section II-G-2, Interviews.

Minn. Stat. § 13.43 subd. 3.

Calt HR for sample interview
questions for a city
administrator.

See LMC infonmation memo,

At this point in the process, the city must begin to balance the somewhat
conflicting demands of the Minnesota Data Practices and Open Meeting
Law statutes. The council discussion to select finalists for interviews must
be done in a public meeting, but the identity of applicants must stiil be kept
private! Therefore, the council discussion should be general, and with
reference to specific candidates being something like “Candidate Number 4”
or “Candidate D” rather than by name. Avoid using job titles that would
identify the candidate as well.

Once candidates are chosen for an interview, they are considered “finalists”
and the names of finalists are public data. Therefore, a highly recommended
last step is to have the consultant, or designated staff member contact the
finalists to advise them that they are going to be invited to interview and
their identity is now public. This gives the applicant an opportunity to notify
his or her current employer of their application before it comes out in the
newspaper.

B. Interview process

In order to realistically compare candidates, it is best to complete all
interviews in a relatively compressed timeframe, often over a one- or two-
day period. Some cities choose to keep the candidates separated from one
another, while others opt for a group event, including tours, receptions, and a
group dinner with the council. As noted above, the identity of all finalists is
public information at this point, and most candidates will understand that
they are only one of several individvals being evaluated and considered. Tt is
a nice idea to give all of the candidates a tour of the community, and perhaps
even an opportunity to meet department heads, either one-on-one, or as a
group. The candidates are evaluating you and your community at the same
time you’re evaluating them, so it is important to be open and provide a
setting for them to ask questions and get honest answers. No one benefits by
unpleasant surprises later.

It is then typical and preferable for the full council to meet as a group to
interview the candidates, although some councils may appoint a
subcommittee to conduct initial interviews. If either the full council or an
official committee of the council conducts the interviewing, the interviews

Meetings of City Councils are subject to the Open Meeting Law.

Council members should be prepared with a list of preset questions and
some type of evaluation sheets to help them keep track of what they hear. At
the end of the day, individual responses can begin to blur into one. Be sure
all of the candidates leave the interview with an understanding of
approximately when a decision will be made, and how they will be
contacted.

League of Minnesola Cities information Memo: 9/19/2020

Hiring a City Manager or Administrator Toolkit Page 7
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LMC HR Reference Manual,
Chapter 2, Section V,
Interviewing.

Release for Employment
Reference Checks, LMC
Model Form.

Minn. Stat. § 364.021

HR Reference Manual,
Chapter 5

Minn. Stat. § 364.021
HR Reference Manual Hiring

chapter

You can find out more about the interviewing process, including questions
you should not ask, and whether you are asking the right kinds of questions,
in the League’s Human Resources Reference Manual.

After all interviews are completed, the council usually tries to agree on a top
candidate for further consideration. They may also want to agree on a
second candidate in case something doesn’t work out with their top pick.

1. Covering expenses

Candidates may have expenses for traveling to your city, either by car, or
even by plane, if necessary. There might also be overnight lodging and meal
expenses. It is common for the city to reimburse such interview expenses up
to a capped amount, provided detailed receipts are received from the
applicant. Some cities also invite the candidates’ spouses to be present at
city expense with the idea that the city is selling a family, not just an
individual, on the idea of moving te the community.

2. Reference and background checks

Never make a final job offer without this last, critical piece of due diligence;
reference checks! An excelient tool for evaluating how a candidate is likely
to perform in your city is his or her past track record with other employers.

Potential legal issues can arise when considering Minnesota Statutes prohibit
employers from requesting or considering an applicant’s criminal history
until an applicant has been selected for an interview. Thus, the city’s
employment application should not include any criminal history type
questions. For additional information, refer to the Background checks
section included in the Hiring Chapter of the HR Reference Manual linked
to the left.

From time to time, cities express an interest in completing the employment
reference check stage early in the process on all potential finalists prior to
inviting them to an interview. This action is problematic with the 2009
Criminal Offenders Rehabilitation Act. The Criminal Offenders
Rehabilitation Act prohibits cities from inquiring into the criminal history of
an applicant for employment prior to being selected for an interview, unless
the background check is required by state or federal law. In 2009, the law
was specifically designed to require public employers to remove the
questions from their employment application forms that ask about criminal
convictions, and then in 2012 the law was expanded to cover both private
and public employers.

League of Minnesota Cities Information Memo: 9/19/2020
Hiring a City Manager or Administrator Toolkit Page 8
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Release for Employment
Reference Checks, LMC
Model Form,

LMC HR Reference Manual,
Chapter 2, Section VI,

A less time-consuming practice is to complete reference checks on the
council’s top one or two candidates. However, the city should avoid making
an offer of employment contingent upon employment and personal reference
checks.

Instead, let the candidate know that at this point, they are under serious
consideration for the position, and with their permission, you will be
continuing the evaluation with reference checks. Let the candidates know
you will be calling the references they have listed, and likely a few others
who would be in a position to comment on their past work record and make
sure the city’s authorization form allows for this practice (see below).

Again, an agreed upon process is important. Who will conduct the checks?
Who will they talk to? If you are working with a professional rectuiter, they
will perform that task for you. If not, the City should have a trained person
who is not a decision maker conducting the reference checks and any
additional searches, so in the event protected class information is found, it
will not be passed along to the decision makers. It is important to make sure
the reference check process is objective, professional, and completed the
same way for all candidates being given final consideration.

Work with your human resources staff and city attorney regarding what are
and what are not allowable topics to be discussed during those reference
checks. It is also a good idea to make sure candidates have signed an
authorization and release form allowing you to verify the information they
provided - i.e., their backgrounds and employment references.

It is best to check with multiple references, including some who the
candidate has not listed, to make sure you are getting a true, complete, and
accurate picture of past performance. Then carefully evaluate and balance
what you are being told. Remember, any one reference you talk with may
have really liked, or really not liked, the candidate; you need a broader
picture. Also, be on the lookout for inconsistencies in what the references
shared and the candidate shared in his/her application and interview
responses. Inconsistencies are something to check on but don’t necessarily
mean you shouldn’t hire a candidate. Often there is a good reason for an
inconsistency. It is good to check with both elected officials, and trusted
staff in the candidate’s current city or county. And it is fine to talk with
others, such as the Chamber Executive Director, or even professional peers
from nearby cities.

As with any position, it is also a good idea to complete a criminal history
and financial background review. Many cities have also started to do a
simple public Google search on all finalists for city employment. Again,
ideally, the city will have a trained person conducting this search who is not
a decision maker, so in the event protected class information is found under
this public search, it will not be passed along to the decision makers.

League of Minnesota Cities Information Memo: 911972020
Hiring a City Manager or Administrator Toolkit Page 9
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C. Making an offer

Once everything looks good for your preferred candidate, a contact should
be made to tentatively offer him or her the position.

If you are using a professional recruiter, they will handle this for you. If not,
it should probably be done by the mayor. The administrator will be working
for the mayor and council, so you owe it to him or her and to yourself to
establish that relatiohship right from the beginning. You may or may not
choose to include a specific salary and benefit package in that initial
discussion; however, both parties should be aware of the range you are
considering. It can be helpful to include the salary offer because for some
candidates the process will not move forward without that on the table from
the beginning

1. Establishing the compensation package

Once the council and candidate have agreed they are mutually interested in
pursuing an employment relationship, there are a number of benefits and
terms and conditions of employment your candidate will likely want to
discuss. Beyond salary, candidates with a number of years of experience will
probably expect to receive some credit for that experience when it comes to
the vacation, PTO and/or sick leave schedule —i.e., they will not want to
start at the bottom of the schedule in many cases.

The administrator/manager may also expect to be reimbursed for
participation in one or two civic organizations, and for the considerable
expense of moving to your community. An automobile allowance or mileage
reimbursement arrangement may also be requested by the candidate. And
professionals will also be looking for financial support for their on-going
professional memberships, involvement, and continuing education programs
in organizations like the International City/County Management
Association, the Minnesota City/County Management Association, and, of
course, the League of Minnesota Cities.

3ee LMC Salary and Bensfits The Survey Navigator for Minnesota Salary & Benefits Survey can help you
e evaluate what similarly sized cities around Minnesota are currently paying.

Frequently, the council will want to agree on an initial salary offer but will
give some latitude to the mayor or other designee to negotiate with the
candidate. The council should also discuss in advance what is acceptable as
far as other types of compensation, such as moving allowances, but again,
needs to leave some flexibility to the designee for negotiating the offer.

League of Minnesota Cities Information Memo: 9/19/2020
Hiring a City Manager or Administrator Toolkit Page 10
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See LMC information memo,
Governors Salary Cap.

See LMC information memo,
Local Government Pay
Equity Act.

A best practices tip is to ensure the salary not only falls below the
Governor’s salary cap (link provided to the left) but also maintains
compliance with the City’s pay equity reporting since Minnesota Rules
require a jurisdiction to “maintain equitable compensation relationships.”
Afier the city makes its initial offer, the candidate will likely ask for some
time to think it over and will more often than not come back with a request
that is somewhat higher, at least in some areas, than the city’s initial offer.

Be flexible and realistic in considering the candidate’s counterproposal. It is
unlikely the council will want to approve a compensation package wildly out
of line with community values or what similar cities are paying. On the other
hand, the manager/administrator position is extremely important to the
overall success of your city government, so the council should wei gh the
cost/benefit of losing a preferred candidate over small differences, after
spending so much time, effort and money recruiting the candidate. And
“haggling” over small differences can start an important relationship off on
the wrong foot. If both the council and the candidate maintain
professionalism and mutual respect, differences can usually be worked out
and an agreement reached that everyone can feel good about and defend.

2. Employment agreement

You will need to decide how the salary, benefits, and other terms and
conditions of employment will be documented. Your city may choose to rely
on standard city personnel policies in all or many of these areas. In this case,
you will at least want to provide a letter of appointment to the candidate.

You should be prepared, however, that your candidate is likely to ask for an
employment agreement. Hiring a city manager/administrator is different
than hiring any other city employee. While other city employees may be
covered by a collective bargaining (union) agreement or civil service rules,
the manager/administrator generally serves “at the pleasure” of the council,
and should be considered an “at will” employee (i.e., the council can
discharge him/her for any or no reason — except as prohibited under federal
or state law, i.e. protected class status such as ethnicity or gender). Granting
the council such discretion preserves the democratic underpinnings of the
council-manager plan and others form of local government where a chief
administrative officer, appointed by the elected officials, exercises a
significant amount of influence and discretion on city policy and
administration.

While as a general principle LMC does not recommend cities enter separate
employment agreements with individual employees, the top-level
administrative position in the city is very well an exception your council
may wish to consider.

League of Minnesota Cities Information Memo: 911912020
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RELEVANT LINKS:

Minn, Stat. § 465.722

See HR Reference Manual,
Chapter 3 Section IITK 4
Severance pay.

See City Manager or
Administrator Employment
Agreement, LMC Model
Contract.

HR Reference Manual Hiring
Cl N
MN Dep’t of Labor and
Industry: Wage Theft
Legislation 2019 and
Summaries

In exchange for agreeing to be an “at will” employee, many, perhaps most,
professional administrators and managers will expect the employment
agreement includes a severance clause establishing what compensation will
be provided should the council choose to terminate the
administrator/manager’s services. State law generally limits such severance
compensation to no more than the equivalent of six months wages. Entering
a well-crafted agreement can help avoid a lot of conflicts in the future,
including the chances of a messy and very public dispute or even litigation
should the council terminate the administrator or manager.

Refusing to grant an employment agreement may also mean your city is not
able to attract the desired candidate.

The Minnesota City/County Management Association, in cooperation with
the League of Minnesota Cities, developed and reviewed sample
employment agreement for possible use. If you choose to enter this, or any
other agreement, please be sure to consult extensively with your city
attorney to understand the obligations being created on both parties, Once
the terms of your employment agreement have come together, it is best to
have the city attorney draw up the final document for signature by both
parties. The candidate is likely to have his or her own attorney review it as
well so don’t be surprised or offended if there are still a few details to iron
out.

3. Required employee notice

Effective July 1, 2019, at the start of employment, all employers are required
to provide a written notice containing specific information. According to the
Department of Labor, this start-of-employment notice must be given to all
employees, including temporary employees. The employer must keep a copy
of the notice provided to the new hire and signed by each employee
acknowledging receipt of the notice. For additional information see “Offer
letter” in the Hiring Chapter of the HR Reference Manual.

IV. Declined offers

It is possible you won’t get your first choice of candidate. That’s why the
city council will want to agree on a second candidate up front. Sometimes,
things just don’t work out, and you’ll need a second choice.

If number two doesn’t work out, the city can go on to number three, and so
forth, as long as the Council feels good about the candidate and believes
he/she will meet the city’s needs well. If the ¢ity council is not satisfied with
anyone else interviewed, the council can always go back to that “middie”
pile for another look and conduct more interviews.

League of Minnesota Cities Information Memo: 9/19/2020
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RELEVANT LINKS:

See LMC information memo,

Veterans Preference in
Hiring

800.925.1122
651.281.1200
HRbenefits@lmc.org

Keep in mind selection of these additional candidates will need to be in
accordance with Veteran’s Preference, if applicable, just like that which was
undertaken for the first set of interview candidates. Or if that doesn’t work,
many cities and counties have had positive experiences completely opening
up the process again. Someone really great who didn’t apply the first time
just might be available now or be willing to give your city another look.
Probably the worst thing a city can do is to settle for a candidate the council
really is not enthusiastic about. Whoever is serving as your interim city
administrator/manager can probably handle the job for a few more months
while the city takes the time to get the right person.

Hiring a new city administrator/manager is one of the most important
decisions your council will ever make for the city. It will cause the council
to come together in focusing on what’s really important to your community
and to your city government right now. In finding the right person for this
key position, you’ll be well on your way to forging a council-administrator-
staff partnership that will undoubtedly lead to great results for your city.
Take whatever time is necessary to do the job right, keep your perspective
and sense of humor, and be professional. If the city chooses to hire a search
firm to assist you may also discover that expenditure of resources is a
worthwhile investment in the future of the City. You and your constituents
deserve the very best administrator/manager you can find.

V. Further assistance
Please feel free to call on us at the League if we can be of further help.

League of Minnesota Cities Information Memo: 9/19/2020
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Date: July 2, 2021

To: Members of the City Council

From: Carol Lagergren, Mayor -

Re:  Posting of City Administrator position

The Personnel Committee is reviewing all current job descriptions and working to make them
cohesive across positions. At the June 14th and June 28th meetings, the job description for the
City Administrator was discussed. The proposed changes are below:

EXEMPT STATUS and HOURS OF WORK

The City Administrator is a full-time exempt position working 40 hours per week. The majority
of the hours that the City Administrator works are during the City Hall posted hours.
Exceptions to these hours may include approved Personal Time-Off (PTO), approved leave,
meetings, trainings, or any other event that requires different adjusted hours. Beeause-thisis

0 - o - - Z g

ESSENTIAL FUNCTIONS

e Serves as chief executive officer: directs, coordinates and evaluates all city
departments; consults with City Couincil and department heads to determine
operational goals and objectives for each department; ensures that all city objectives
are met by reviewing and evaluating city department operations; participates in the
hiring process of all city employees; provides opportunities for training of city
employees and oversees city safety program

¢ Develops and monitors city code, policies and procedures: ensures compliance
with local, county, state and federal laws; sets goals and strategies and creates a
positive organizational climate; serves as the city’s Data Privacy Officer and oversees
data privacy practices to ensure private and public data is correctly handled; |
manages nuisance complaints and city code viclations

Norwood Young America

310 Elm Street West PO Box 59 - Norwood Young America MN 55368 - (952)467-1800 - www.cityofnya.com



s Serves as finance director: monitors city’s cash flow; prepares financial plan,
capital [land and budget to include enterprise funds; invests city funds, when
appropriate; recommends utility rate adjustments; completes or directs completion of
all state mandated financial reports; oversees purchasing activities; researches and
applies for grants and administers grant monies; develops project cost analysis and
financial planning options; co-signs, with the mayor, all contracts/agreements/legal
documents and co-signs checks in the clerk/treasurer's absence

e Serves as zoning administrator: oversees short and loeng-range planning and
administration of zoning ordinance and enforcement; oversees administration and
maintenance of the Comprehensive Plan; attends Planning Commission meetings as
needed and coordinates activities with the City P!.anni'ng Consultant as necessary

» Performs or supervises the Economic Development Authority; attends meetings,
coordinates activities, functions and projects such as housing, redevelopment
projects, EDA functions, etc.; works with outside individuals/agencies involved in
development and redevelopment of the city; coordinates community development
projects with city staff, other communities and agencies as appropriate

s Serves as city’s principal representative: regularly communicates with numerous
outside entities and residents to keep informed about municipal activities; promotes
understanding of city policies, and responds to questions/concerns of citizens and
council members; informs the Mayor and City COuncil of activities and developments
which ray affect the city; delivers oral and written presentations including newspaper,
radio, and television interviews; establishes and maintains good relstionships with
other governmental and non-governmental agencies to promote the city's best
interests; regularly interacts with legislators and local government leaders, state and
county agency officials, and other city officials

o Directs preparation of City Council agenda and meetings; attends city board and
commission meetings as assigned/needed; drafts ordinances, resolutions, and
policies for the Council’s review and administers approved documents; oversees the
maintenance of various municipal records, files and documents; responsible for or
oversees the preparation of grant proposals, applications and administration of
grants; prepares specifications for bids and requests for proposals; recommends
award/selection and administers contracts and agreemients for service: and regularly
meets with and coordinates the work of city consultants and. contractors

¢ Performs other duties as apparent or assigned. Atfends other public meetings
and community functions as needed.

Recommendation: Motion to approve the amended City Administrator job description.
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FLSA Status: Exempt

GENERAL DEFINITION OF WORK

Under the direction of the Mayor and City Council, serves as chief administrative official with overall responsibility to
manage the daily operations of the administration department and oversee all other City functions; oversees City
finances and coordinates the preparation and administration of Council-approved annual budget; oversees the general
administration of special projects, and communications of the City. Regularly interacts with department heads and
employees to ensure programs and services are administered with effectiveness and efficiency.

EXEMPT STATUS and HOURS OF WORK
City Hall is open from 8:00am - 4:30pm.

The majority of the hours that the City Administrator works are during the City Hall hours. Exceptions to these hours
may include approved Personal Time-Off (PTO), approved leave, meetings, trainings, or any other event that requires
different hours. Because this Is an exempt position, as defined by the FLSA requirements, the City Administrator usually
works a minimum of 40 hours a week. He/She has the ability to adjust or flex hours over 40 hours aweek or 80 hours in a
payperiod. Unless pre-approved by the Mayor or City Council, adjusted or flexed hours must be completed within the
same payperiod.

QUALIFICATIONS

To perform this job successfully, an individual must be abie to perform each essential function satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

Minimum Qualifications
* Bachelor's Degree in Public or Business Administration, Urban/Regional Studies or other related field
* Five years' experience in municipal government with at least two years as a City Administrator
* Twoyears’ experience in community/economic development and public finance
= Valid Minnesota Driver’'s License

Desired Qualifications
® Master’s Degree in Public Administration or Urban & Regional Studies, or related field
* Seven years' experience in municipal government in a management capacity as a City Administrator/Manager or
Assistant City Administrator/Manager in a comparable City
=  Five years experience in Human Resources
* Five years' experience in community/economic development, pubiic financing, planning and zoning

- City Administrator  Updated: July 1, 2019



ESSENTIAL FUNCTIONS

Responsible for overall direction, coordination, and evaluation of all City Departments. Participates in the hiring
process of all City employees. Consults with City Council and Department Heads to determine operational
objectives for all departments. Ensures that overall City objectives are being met by reviewing and evaluating all
department operations. Supervises employees, communicates and works with staff to ensure coordination of
work, assigns tasks, evaluates performance, and provides opportunities for training. Oversees City’s safety
program. Carries out supervisory responsibilities in accordance with City policies and procedures.

Develops and monitors policies and procedures to ensure compliance with local, county, state and federal

laws. Sets goals and strategies, and creates a positive organizational climate. Monitors and recommends
legislation that may affect the City. Serves as the City’s Data Privacy Officer; oversees City’s data privacy
practices to ensure private and public data is correctly handled.

Serves as City's principal representative and regularly communicates with numerous outside entities and
residents to keep informed about municipal activities, promote understanding of City policies, and respond

to questions/concerns. Informs the Mayor and City Council of activities and developments which may

affect the City. Delivers oral and written presentations including newspaper, radio, and television

interviews. Establishes and maintains good relationships with other governmental and non-governmental
agencies to promote the City’s best interests; regularly interacts with legislators and local government

leaders, state and county agency officials, and other city officials.

Serves as finance director; monitors City's cash flow, prepares financial plan, capital plan and budget to include
enterprise funds; invests City funds; recommends utility rate adjustments; completes or directs completion of all
state mandated financial reports; and oversees purchasing activities. Researches and applies for grants,
administers grant monies. Develops project cost analysis and financial planning options. Co-signs, with the
Mayor, all contracts/agreements/iegal documents and co-signs checks in the Clerk/Treasurer’s absence.

Directs preparation of the City Council agendas and meetings. Attends City board and commission meetings as
assigned/needed. Drafts ordinances, resolutions, and policies for the Council’s review and administers approved
documents. Oversees the maintenance of various municipal records, file and documents. Responsible for or
oversees the preparation of grant proposals, applications, and administration of grants. Prepares specifications
for bids and requests for proposal; recommends award/selection and administers contracts and agreements for
service; and regularly meets with and coordinates the work of City consultants and contractors.

Serves as zoning administrator. Oversees short and long-range planning, administration of zohing ordinance and
enforcement. Oversees administration and maintenance of the Comprehensive Plan. Attends Planning
Commission meetings as needed and coordinates activities with City Planning Consultant as necessary.
Performs or supervises the performance of the Economic Development Authority for the City. Attends
meetings, coordinates activities, functions and projects such as: housing, redevelopment projects, EDA
functions, etc. Works with outside individuais/agencies involved in development and redevelopment of

the City. Coordinates community development projects with city staff, other communities, and agencies as
appropriate.

Performs other duties as apparent or assigned. Attends other public meetings and community functions as
needed.

KNOWLEDGE, SKILLS AND ABILITIES

Communications: Ability to read and interpret documents such as safety rules, operating and maintenance
manuals, technical and procedural manuals, statutes, legal opinions, City codes, financial reports, ordinances and
policies, and legislative issues. Ability to prepare and analyze comprehensive reports. Ability to give
presentations before the City Council, the general public, and staff. Ability to communicate effectively orally and
inwriting. Ability to maintain records,
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= complete forms and prepare reports. Ability to effectively give and follow verbal and written instructions.
Ability to establish and maintain effective working relationships with other employees, City Council, City
Attorney, Engineer, other consultants, and contracted service providers, fiscal advisors, developers, and the
general public.

=  Decision Making: Must act in a decisive manner, using good judgment. Must be able to assess problems and
situations, able to anticipate needs and evaluate alternatives. Must have knowledge of administrative processes
as it directly relates to City operations.

* Interpersonal Relationships: Must be considerate and consistent in dealing with people: must be sensitive to
others' problems and concerns without direct involvement; must exclude personal biases from work
performance; must have the ability to accept criticism and/or discipline; must have tact and diplomacy; must
strive to promote a cooperative atmosphere in the organization; must have a positive attitude. Must be able to
effectively motivate and supervise staff.

* Professional Attitude: Must have commitment to the organization; willingness to take initiative; dependability;
maturity in relationships with others; and self-confidence. Must represent the organization to other agencies
staff and citizens with courteous, helpful, accurate and business-like attitude in ail telephone and personal
contact. Must have ability to establish and maintain an effective and respected working relationship with
department heads, elected officials and other agencies.

*  Quality of Work: Must be able to produce quality, accurate work. Must be able to detect and correct errors,
Must be able to utilize work time properly and productively. Must be able to delegate work, supervise the work
of others, and assist other city staff where appropriate.

*  Municipal Government Knowledge: Must have sound working knowledge of local municipal government and
services provided; working knowledge of operations of government agencies, and public human resources
management programs including labor relations. Ability to formulate, initiate, and administer policies and
procedures. Ability to work as a team member. General knowledge of computer operations and software
programs. Considerable knowledge of modern policies and practices of public administration. Ability to
formulate and accomplish short and long-term goals. Must be bondable.

PHYSICAL REQUIREMENTS

The physical demands described here are representative of those that must be met by a Utility Biller to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

*  Requires employee to mainly work inside and have contact with the public, co-workers and vendors.

*  Actlivities that occur continuously {more than 75% of the time) are: hearing; use of near vision; use of depth
perception, accommodation, color vision, and field of vision/peripheral vision.

= Activities that occur frequently (from 25% - 75% of the time} are: bending/stooping; squatting; crouching;
crawling; kneeling; twisting; handling; use of left and right feet independently and/or together: talking; and use of
smell.

* Activities that occur occasionally {up to 25% of the time} are: pushing; pulling; reaching at, above and/or below
shoulder level with both arms together and/or independent of one another; lifting and/or carrying up 30 pounds,
use of fingers and hands for repetitive, non-repetitive, or consistent actions; fine manipulating with fingers; and
using sense of touch.

The physical demands described here are representative of those that must be met by an employee to successfully
perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.
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The duties listed above are intended only as illustrations of the various types of work that may be performed. The
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical
assignment to the position.

CONDITIONS OF EMPLOYMENT

Satisfactory completion of a background examination and other pre-employment requirements as identified in the City's
Employee Handbook. All employees must comply with appropriate local, state, and federal safety rules, regulations, and
statutes. All employees must comply with organizational and departmental policies.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical
assignment to the position. This job description does not constitute an employment agreement between the City and the
employee and is subject to change by the City as the needs of the City and requirements of the job change.

ACKNOWLEDGEMENT

1, {print name) , have reviewed this job description and | understand
the job duties and responsibilities. | am able to perform the essential functions as outlined. 1 understand that my job may

change on a temporary or regular basis according to the needs of the City without it being specifically included in the job
description.

I further understand that future performance evaluations are based on my ability to perform the duties and
responsibilities outlined in this job description.

I have discussed any questions | may have had about this job description prior to signing this form.

Signature Date
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