
Position Profile

City Administrator/Clerk/Treasurer

Location: City of Crosby, Minnesota

Population: 2,360

Salary Range: $71,780 to $93,309

-where small-town friendliness and service are a tradition.
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educational opportunities

As the heart of the Cuyuna Range, the City of Crosby is located on the shores 
of Serpent Lake in Crow Wing County and is home to approximately 2,360 
residents that enjoy the City’s small town, friendly atmosphere, its easy and 
close resources, and its independent, thriving medical community. The 
community has been through various stages – it enjoyed its mining history, 
the founding of an early snowmobile industry, found a revival in becoming an 
antiques capital of the state, and now experiences a renaissance and a strong 
resurgence due to its vast outdoor activities. 

The Crosby-Ironton School District serves the students of the Crosby community by providing public 
education from Preschool through 12th grade. The District draws children from a large population of over 
15,000. Cuyuna Range Elementary School (CRES) is located in northeast Crosby and houses 
approximately 560 students in Preschool through 6th grade. Along with their high-tech classrooms, CRES 
features two gymnasiums, multiple computer labs, an engineering lab, and much more. CRES was proud 
to receive the inaugural STEM Innovation Award in 2018 which is presented by the Minnesota Elementary 
School Principal’s Association and the Science Museum of Minnesota. 

Crosby-Ironton (C-I) High School is also located in Crosby and houses nearly 500 students in grades 7-12. 
C-I has much to offer its students including College in the Schools courses, Bridges Career Academies, and 
a range of athletics and activities. 

Community leaders
initiated the Lunch 
Buddies Program, a 
school-based mentoring 
program where 
adults and students bond 
over lunch and kinship.

Named by Outside magazine as a 
“Best Place to Live” and one of 
“America’s Smartest Towns,” the 
City of Crosby boasts a rich mining 
history which created the foundation for a nationally-
acclaimed mountain bike trail, a thriving and fun downtown, 
a variety of restaurants, great fishing in the mine pits and 
lakes, and a lot of energy and forward momentum for 
opportunity and growth.

The City of Crosby is a great, centrally-located community 
that offers everything a resident or tourist would need. It lies 
approximately 125 miles northwest of the Twin Cities, 16 miles 
northeast of Brainerd/Baxter, 15 miles northwest of Mille 
Lacs, and 90 miles west of Duluth.



economic vitality 3

healthcare

With facilities in the Cities of Crosby, Baxter, Longville, and Breezy Point, the well-renowned Cuyuna 
Regional Medical Center (CRMC) serves approximately 30,000 patients, employs over 900 staff 
members, and is Crosby’s largest employer. CRMC got its start in the 1950’s when 17 Cuyuna Range cities 
and townships joined together to build a new district hospital. Located on the Crosby campus is a 
hospital and a multi-specialty clinic that provides services in family practice, internal medicine, 
orthopedics, audiology, obstetrics/gynecology, general surgery, and much more. 

The Crosby area’s economy is based on tourism, timber, 
light manufacturing, and some agriculture. Natural 
resources such as Crosby’s location on Serpent Lake 
and its proximity to other lakes, rivers, trails, and 
recreation attract visitors to the community. 

Crosby is a full-service community that provides housing 
and employment opportunities for its expanding local 
workforce. With its location along Highways 6 & 210, its
demographics, the attraction of new industries, and 
its proximity to regional centers, Crosby’s population 
and economic standing should remain steady. Crosby has seen a substantial boom in housing and 
industry since the late 1990s. 

Crosby is home to many thriving businesses including Graphic Packaging International, one of the largest 
manufacturers of paperboard and paper-based packaging for some of the world’s most recognized 
brands of food, beverage, foodservice, household, personal care, and pet care products.

The Chamber enjoys a large and strong membership. The events-based Chamber is proud to sponsor 
Music in the Park throughout the summer and the Cuyuna Crusher Bike Race (part of the Minnesota 
Mountain Bike Series). 

The Hallett Charitable Trusts were created by E.W. and Jessie Hallett to provide support to area 
organizations and strengthen the Cuyuna Lakes Area for future generations. The Halletts have been 
memorialized throughout the community. The Hallett Trusts have supported the Cuyuna Range Area for 
over 30 years through grants for education, community projects, youth programs, social services, 
economic development, arts, and senior services.
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healthcare

Whether you are looking for fun on the water, access to 

trails, dining or shopping opportunities, or museums or 

antiques, Crosby has it all. 

The area is home to dozens of beautiful lakes that offer 

some of the best walleye, northern pike, panfish, and trout 

fishing in the state. Crosby offers world-class mountain 

biking, hiking, and snowmobile trails that connect the area 

to all parts of Minnesota. The Cuyuna Lakes Trail, a paved 

bike trail, runs through Crosby, Riverton, and Deerwood 

and offers a scenic route with views of the lakes and makes 

its way through the Cuyuna Country State Recreation Area. The Cuyuna Lakes Trail also connects to the 
Mississippi River Trail which is a nationally designated bikeway that runs from Lake Itasca to New Orleans. 
The trail, in addition to mountain biking, has breathed new life into the community bringing new visitors 
from all around the world, new businesses, a variety of retail and foods, positive energy, and excitement 
for the future. 

Amenities of the Crosby Memorial Park include a Serpent 

Lake swimming beach and boat access, campsites, play 

equipment, softball fields, a basketball court, a skateboard 

park, and more. The park also features Kahnah’bek, the 

20 ft. high, 25 ft. long Styrofoam sculpture weighing 2,500 

pounds. The serpent was purchased by the Crosby 

Chamber of Commerce, currently known as the Cuyuna 

Lakes Chamber. There are rumors that the waters of 

Serpent Lake are inhabited by a mythical sea 

serpent. 

The Hallett Center of Crosby is a unique community facility serving Crosby and the surrounding area. 
Features of the center include an arena, an aquatic center, a fitness center, an aerobic room, and a 
meeting room. The arena features five months of ice, a year-round walking/running track, and availability 
for land sports, trade shows, and receptions. The aquatic center offers a 75-foot, six lane lap pool, a 
water slide, sauna, swim lessons, and water aerobics. The fitness center has 24/7 availability, treadmills, a 
range of fitness machines, 17 strength training stations, and a free weight area. The aerobic room is for 

group classes and other activities, and the meeting room 

includes space for meetings, parties, and presentations.

Those looking for a fun history lesson can find time well 

spent visiting the Milford Mine Memorial Park, the Man High 

Project, the Cuyuna Range Historical Museum, or the Soo Line 

Depot Museum. 

The City is also home to the Jessie F. Hallett Memorial 

Library, three bike rental and repair shops, and a brewery. 
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organizational structure

Mayor & 
Council

City Administrator/Clerk/Treasurer

Admin Staff

Deputy Clerk
Admin 

Assistant

Utility Billing 
Clerk

Police Clerk

Dept. Heads

Fire Chief
Chief of 
Police

Librarian
Public Works 

Director

DMV Deputy 
Registrar

Contracted Professionals

City Attorney

City Engineer

Building Inspector

P & Z Administrator

IT Administrator

Community Center

Animal Control

Crosby’s City Council is composed of a Mayor and four 
Council Members that are elected on a non-partisan basis. 
The term of the Mayor is two years, and the term of each 
Council Member is four years. The Administrator is 
responsible for the management of all City functions directly 
or indirectly through the department heads and for 
delivering quality service to all citizens in compliance with all
legislative, judicial, and administrative obligations 
established by the Council and other higher authority. The 
City has worked endlessly to strengthen its financial picture 
and is proud of its results to date. 

The City of Crosby currently employs 20 full-time staff and 41 part-time staff. Community Center 
employees are contracted employees through Health Fitness. The Crosby Police Department is the only 
24/7 police department in eastern Crow Wing County, and the community is very proud of its Volunteer 
Fire Department. 

The City is experiencing an exciting and positive revitalization. It looks forward to bringing in a City 
Administrator who wants to be part of this forward momentum.
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2019 2020

General Fund

Taxes 1,018,000 1,116,550

Licenses & Permits 39,475 42,875

Intergovernmental Revenue 1,128,196 1,143,701

Public Charges for Service 118,815 115,829

Fines & Forfeitures 10,500 12,000

Miscellaneous Revenue 8,540 7,000

Council 31,790 32,400

Mayor 8,831 8,450

Elections 0 4,500

Auditing 30,000 30,000

Legal Services 57,000 50,000

Engineering 35,000 30,000

Planning/Zoning 15,850 15,900

City Hall 322,569 371,341

Police 934,162 986,775

Fire 158,991 200,881

Building Inspector 20,300 20,300

Animal Control 10,000 10,000

Highway, Streets, & Roadways 346,264 578,082

Street Lighting 53,000 50,000

Parks 93,751 56,100

Advertising 20,000 20,000

Cemetery 36,105 39,723

Firemen’s Relief Association 79,159 0

Unallocated Expenditures 500 500

Workers Compensation 45,000 45,000

Total Ins-Unallocated 62,000 69,000

General Fund Revenue Total 2,323,526 2,437,955

General Fund Expenditure Total 2,360,271 2,618,952

Library Fund Expenditure Total 179,128 168,598

H.C.C Operations Fund Expenditure Total 615,000 638,700
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Manages day to day functions of the City

▪ Follows all legal communications requirements including those                                                                
related to public access to information and open meetings;                                                                   
counsels others regarding appropriate procedure and content.

▪ Seeks cooperation from others in the form of actions, grants,                                                                
or other desired outcomes by framing requests in a concise and                                                               
favorable manner.

▪ Builds working relationships with elected and appointed                                                                      
officials at the federal, state, county, and regional level in order                                                         
to be in a position to advocate for the best interests of the City.

▪ Ensures that the staff in each department follow appropriate                                                                 
procedures and comply with City policies and general government requirements.

▪ Ensures that all election laws and procedures are followed and that elections are conducted in an efficient 
manner.

▪ Ensures that all records are maintained in a manner consistent with best practices and that regulations 
involving data privacy are followed.

▪ Under the direction of the Council, administers the use of outside consultants for those functions of 
government that are contracted.

▪ Provides supervision, leadership, oversight, and involvement in the activities of Administration, Public Works, 
Police, Fire, Motor Vehicle Services, Community Center, Library, and consultants. Administers the hiring 
process, ensuring that appropriate procedures are followed.

▪ Manages daily and annual performance of staff directly and through department heads. 

▪ Takes a leadership role in the development of employment policy, staff compensation, and benefit plans.

▪ Manages and coordinates special projects.

▪ Ensures all employees are trained in workplace safety; works through department supervisors to ensure that 
best practices are followed. 

Directs the enforcement of all City codes and ordinances in a manner that protects and safeguards the 
welfare of the public and enhances the quality of life in the City

▪ Reviews work, administers discipline and rewards, and coordinates training, schedules, and manages 
personnel records.

▪ Manages scheduling and payroll timekeeping. 

▪ Delegates work assignments and prepares staff scheduling. 

▪ Provides performance evaluations, training opportunities, and development of staff. 

▪ Assists with Planning and Zoning functions.
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Communicates with the City Council to develop priorities for new and existing activities of government

▪ Evaluates services provided by the City and develops options for improving services or matching services more 
closely to citizen needs.

▪ Educates the City Council about City services and presents optional approaches for improvement of services.

▪ Directs research at the request of the Council and presents analysis of the strengths and weaknesses of 
various options.

▪ Seeks to identify common ground among competing interests and facilitates a productive working 
relationship among staff and the Council.

▪ Takes a leadership role in projects involving development initiatives approved by the Council.

▪ Negotiates and administers contracts for City services with outside agencies.

▪ Prepares reports, agendas, and analysis to assist the City Council in its decision-making process.

Directly supervises the finance function of the City and ensures proper maintenance of all official accounting 
records so they conform to generally accepted government accounting principles and provide an accurate 
and current statement of the City’s financial condition

▪ Analyzes, interprets, and communicates financial operating results for the information and guidance of the 
Council and provides fiscal direction to all City departments.

▪ Ensures that financial records and budgets are maintained and that the Council is properly advised regarding 
the fiscal position of the City.

▪ Develops and administers the annual budget and recommends changes in spending on line-items based on 
changing conditions in order to balance revenues with expenditures.

▪ Oversees purchasing and bid-letting to ensure cost efficiency and compliance with law.

▪ Recommends appropriate fee schedules for City                                                                                
services and ensures that project costs are                                                                                  
accurately tracked and charged to the correct                                                                                
accounts.

▪ Provides technical guidance, directly and through                                                                            
consultants, on financing for capital                                                                                        
improvements and Chapter 429 assessments.

▪ Oversees the annual audit and annual financial                                                                               
statement.

▪ Manages idle monies according to legally                                                                                     
approved investment policies and practices; acts in a direct leadership role in debt management and bond 
issuance to ensure the most efficient utilization of monies available. 
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▪ Honor the City’s history, embrace what the City is becoming, and focus on its future. Take an 
educational and communicative role in explaining the “why” for how and why change is necessary.  
Find ways to engage the community in embracing its future. 

▪ Attend community events and meetings to be the face of the community and get a feel for the 
pulse of the community. Be an avid listener to the wants and needs of the community, and actively 
communicate updates and news from the City Council. Demonstrate a desire to be a part of the 
community. 

▪ Assist the City Council in taking a proactive approach in planning and financing ongoing street, 
sidewalk, and underground infrastructure reconstruction and annual maintenance projects.   

▪ Annually review and update the five-year capital improvement plan. Determine infrastructure and 
programming needs for the Library, City Hall, and the Community Center. 

▪ Analyze how CoVid-19 may have impacted area operations, the economy, and the City’s budget 
reserves. Be a part of the solution. 

▪ Familiarize self with the 2021 street project and become an active participant in bringing the 
appropriate stakeholders to the table for planning and communication purposes. Explore ways to 
support businesses that will be affected by the street project.   

▪ Implement universal understanding of the newly adopted personnel manual. 

▪ Serve as the lead to review, update, and codify City ordinances; make them available for easy access 
via the City website and other appropriate avenues. 

▪ Help the organization continue to grow utilizing a new perspective, forward thinking initiatives, and 
adopting new tools to help the organization become more efficient. Continue to foster customer 
service at all levels within the organization.  

▪ Facilitate a variety of proactive opportunities for positive community engagement and 
communication models including, but not limited to, hosting town hall meetings, neighborhood 
meetings, attending local events and meetings, authoring positive media, and expanding City 
communications via a newsletter, the website, and social media. 

▪ Develop relationships with area stakeholders to demonstrate a true spirit of collaboration between 
the City and its community partners:  hospital, school district, neighboring communities, Crow Wing 
County, bike organization, Serpent Lake Association, Fire Department, and other City and 
community organizations.  

▪ Lead the City Council in exploring options to increase its tax base, expand its housing market, and 
increase revenues at the Community Center.

▪ Continue to actively be the conduit for growth and progress:  solicit new business opportunities, 
expand lakeshore usage, pursue potential opportunities for annexation, continue efforts to host a 
vibrant downtown area, and build off anchor businesses in the City Industrial Park and in town.

▪ Develop a training program and manual for new Council Members that includes pertinent policies, 
relevant ordinances, adopted plans and applicable resources.  

▪ Continue to foster effective and valuable communications across department lines.
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▪ Demonstrated cheerleader in the organization and community; service-orientated; excel in 
community outreach, and effortlessly involve oneself in the community.

▪ Strong demonstrated management skills. Exceptional human resource and interpersonal skills.

▪ Excellent communication skills and social interaction skills:  an active listener who demonstrates a 
sincere interest in others and applies information in which to benefit the community.

▪ Strong background in governmental financing; thinks in terms of economic development.

▪ Forward thinking and takes a proactive approach in capital planning and prioritizing community 
projects. 

▪ A general interest and support for the outdoors and recreation activity that the City is known for. 

▪ Effectively delegate and work with contracted staff.

▪ A great listener and communicator with an open-door policy; is comfortable communicating 
throughout all levels of the organization, with the public, and area stakeholders.

▪ Responsive and comfortable being the face of the community.

▪ Thick skinned, adaptable, and a sense of humor!

▪ A team builder who is skilled at coaching and leading a group to think creatively and solve problems.

▪ An avid, life-long learner who excels in research, collaborating, and thrives in follow-through and 
putting the planning process in motion; is detail-orientated and self-motivated. 

▪ Strong grant writing skills.

▪ Complex coordination skills and used to wearing many hats. 

▪ Honest, open, impartial, and straight forward. 
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City Administrator/Clerk/Treasurer: City of Crosby, Minnesota

Salary Range: $71,780 to $93,309

General Duties:
As the Chief Administrative Officer of the City, the City Administrator/Clerk/Treasurer provides 
leadership and supervision to the City staff, and helps the City Council to define, establish, and attain 
overall goals and objectives of the local government. 

The full position profile is available at https://www.ddahumanresources.com/active-searches.  

Minimum Qualifications:
Four-year bachelor’s degree in Public Administration or related field and a minimum of five years of 
experience in municipal government administration in a leadership position or an equivalent 
combination of education, training, and experience. Desirable qualifications include a master’s degree 
in Public Administration, Finance, Business, or equivalent. 

Apply:
To apply, visit https://daviddrown.hiringplatform.com/39209-crosby-city-administrator-clerk-
treasurer/140686-application-form/en, and complete the application by May 28, 2020. Finalists will be 
selected by the Council on June 18, 2020, and final interviews will be held on July 9 & 10, 2020.

Please direct questions to Liza Donabauer at liza@daviddrown.com or 612-920-3320 x111.

DDA Human Resources, Inc.
St. Bonifacius Office

4796 Merganser Drive
St. Bonifacius, MN 55375

Phone: 612-920-3320
Fax: 612-605-2375

liza@daviddrown.com
www.ddahumanresources.com

https://www.ddahumanresources.com/active-searches
https://daviddrown.hiringplatform.com/39209-crosby-city-administrator-clerk-treasurer/140686-application-form/en
mailto:liza@daviddrown.com
mailto:liza@daviddrown.com
http://www.ddahumanresources.com/

