
County Administrator

Position Profile

Population: 4,260

Salary Range: $80,267 to $105,747



Kittson County is nestled in Minnesota’s northwest corner on the borders of North Dakota and 

Canada, just below Canada’s province of Manitoba. The Lancaster-Tolstoi Border Crossing 
connects Kittson County’s City of Lancaster, Minnesota, and the community of Tolstoi, 

Manitoba, on the Canada-United States border. It is the westernmost international border 

crossing in Minnesota. Winnipeg, Manitoba, is a short 90-minute drive north of Kittson County.

Kittson County was officially organized on February 25, 1879, having been part of the Pembina 

District, prior to that. The County has a population of 4,260 residents, and the City of Hallock 

serves as its county seat. Kittson County boasts a low cost of living making it a great place to 

call home. 

Kittson County

Kittson County is named after an early fur trader and partner of the American Fur Company, 

Norman W. Kittson. His contributions in the fur trading industry, his pioneering of the steamboat 

in the Red River, and his contribution to the development of the railroad played a very 

important role in the settlement of the County. 

Kittson County covers a total area of 1,104 square miles and is located in the heart of the Red 

River Valley which is home to some of the most fertile soil in the world.  The County was once 

part of the glacial Lake Agassiz. Evidence of the prehistoric lake can still be seen in the 

County’s topography. 

There are currently three sites in the County that are listed in the National Register of Historic 

Places including the St. Nicholas Orthodox Church in Caribou Township, the burial mounds 

referred to as the “Lake Bronson Site” in Norway and Percy Townships, and the Lake Bronson 

State Park WPA/Rustic Style Historic Resources.

The cities of Kittson County range in population from 36 to 927 residents and include 

Donaldson, Hallock, Halma, Humboldt, Karlstad, Kennedy, Lake Bronson, Lancaster, and St. 

Vincent. The Townships of Kittson County range in population from 12 to 151 residents and 

include Arveson, Cannon, Caribou, Clow, Davis, Deerwood, Granville, Hallock, Hampden, 

Hazelton, Hill, Jupiter, Norway, Pelan, Percy, Poppleton, Richardville, St. Joseph, St. Vincent, 

Skane, South Red River, Spring Brook, Svea, Tegner, Teien, and Thompson. The County is also 

comprised of five unincorporated communities and four unorganized townships. 

Some of the major industries in Kittson County includes PoDCo, LLC., a finishing company in 

Lancaster, Mattracks, the industry leader in manufacturing rubber track conversions in 

Karlstad, and the CHS Canola Crushing Plant in rural Hallock.



Recreational Activities

Kittson County is home to a number of recreational opportunities. Visit the Kittson County 

History Center and Museum in Lake Bronson or take the family to the Kittson County Fair in 

Hallock. Also in Hallock, you will find a distillery and a brewery. Hallock is also home to a 

curling center and happens to be the first city in Minnesota to have an indoor hockey 

arena. A popular annual event located just outside of Karlstad is the Kick’n Up Kountry

Music Festival that features four days of music, fun, camping, and great food in June.  

For wildlife enthusiasts, numerous bird species and wildlife can be spotted on the trails and 

other public lands including Lake Bronson State Park and the Aggasiz National Wildlife 

Refuge. Minnesota’s Pine to Prairie Birding Trail, part of the Waters of the Dancing Sky 

Scenic Byway, is a 200 plus mile long trail that runs through part of Kittson County and 

offers 45 sites to view birds. 

Opportunities for hunting are also available as Kittson County has a large, wild herd of Elk 

with some of the largest bulls in the nation. Hunting for Whitetail Deer and Elk is a very 

popular fall sport. 

For folks looking for winter sport opportunities, Kittson County maintains over 300 miles of 

groomed snowmobile trails connecting you with North Dakota, Lake of the Woods, and

Canada. 

Another popular outdoor recreational sport is fishing. You will find excellent fishing on Two 

Rivers and at the nearby Red River of the North, the Lake Bronson State Park, and Lake 

Bronson. World class fishing is also just hours away in nearby Lake of the Woods and Devils 

Lake, North Dakota.

Kittson County is also home to golf opportunities at the Two River Golf Course in Hallock, 

the Karlstad Golf Course, and the Riverside Golf Course in Lancaster. 



Three school districts provide public education to the students of Kittson County- Kittson 

Central School District, Lancaster School District, and Tri-County School District. The Kittson 

Central School (K-12) is located in Hallock, and it serves approximately 240 students from the 

communities of Hallock, Humboldt, and Kennedy. They also provide preschool services to 

three- and four-year-olds. The District’s students regularly rank among the top students in the 

state in standardized testing. 

Educational Opportunities

The Lancaster School District enrolls approximately 179 students between its elementary and 

high school. In 2010, schooldigger.com, a search engine and comparison tool for parents, 

ranked Lancaster Elementary School as the #1 ranked school in the state of Minnesota. The 

elementary school also boasts a very low student to teacher ratio. Lancaster High School is 

proud to have received many awards and recognitions including the Senate Award for 

Excellence in Education, the Governor’s Fit Award, recognition by U.S. News and World Report 

as being one of the very best high schools in the United States, and ranked by 

schooldigger.com as the 6th best high school out of 366 in the state. 

Tri-County Schools is a small PreK-12th grade public school with a student enrollment of just 

over 200 students. The school offers a small 9:1 student to teacher ratio, a large selection of 
electives, and free college-credit classes. 

Kittson Healthcare is located in Hallock, Minnesota, with a satellite medical clinic in Karlstad, 

MN. The main medical campus consists of a fifteen-bed hospital, a medical clinic, a sixty-bed 

nursing home (with a dedicated memory unit), a home health/public health care agency, 

and an assisted living center. Within the campus is also an in-house pharmacy. The facility is 

also home to an ambulance service that serves the community and surrounding communities.

Healthcare

For the younger members of the family, Hallock will soon be opening a new daycare learning 

center called The Learning Tree. 



Kittson County is fortunate to have a great Board, excellent staff, and good department 

head leadership. The Kittson County Board of Commissioners consists of five 

Commissioners elected from each of the five districts in the County. The Board appoints 

the County Administrator who oversees the operations of the Kittson County Courthouse. 

The County Administrator is the Chief Financial Officer and is responsible for all financial 

and governmental reporting requirements. 

The Organization

Budget Information

2019 2020

General Government 2,246,708 2,344,273

Public Safety 1,513,013 1,711,828

Streets & Highways 2,547,725 3,343,504

Sanitation 107,082 108,718

Human Services 1,511,009 1,561,759

Health 35,540 35,040

Culture & Recreation 232,500 234,500

Conservation of Natural Resources 564,024 570,737

Economic Development 17,200 12,300

Capital Outlay – Streets & Highways 4,397,549 2,571,555

Capital Outlay – Other 321,800 494,000

Total Expenditures 13,494,150 12,988,214

Kittson County currently employs 58 full-time, 8 part-time, and 10-12 seasonal staff. The 

County provides a full range of services including Social Services, Highway, Sheriff, 

Finance/License, Assessor, Recorder, Taxpayer Services, Extension, Payroll, Emergency 

Management/Environmental Services, Zoning, Veteran’s Services, and Maintenance 

Custodial. 

“The Kittson County Board is the best group of people I have ever worked for.”

- Eric Christensen, Departing County Administrator



Organizational Structure



Administrator Core Duties

Clerk to the Board
▪ Organizes and directs the preparation of the agenda for regular and special meetings 

of the County Board.

▪ Oversees the preparation of minutes and necessary correspondence relating to 

functions of the County Board.

▪ Attends all County Board meetings.

▪ Participates in discussions and making special studies and reports as requested.  

▪ Assists the County Board in the development of policies for the operation of County 

government.

▪ Ensures that all orders, resolutions, and regulations of the County Board are faithfully 

executed.

▪ Encourages and allows access of all department heads to the County Board.

▪ Carries the County’s message to area legislators and state commissioners via legislative 

tracking/lobbying, etc.

▪ Is responsible for the facilitation of strategic and long-range planning for the County.

Personnel Management
▪ Maintains a positive and standardized employee 

recruitment program.

▪ Oversees labor relations activities to ensure the 

effective resolution of labor agreements within 

budgeted guidelines, consistent with effective 

business operations and in compliance with 

PELRA.

▪ Designs personnel forms and directs the 

maintenance of personnel records by all 

departments.

▪ Serves as EEO specialist.
▪ Proposes, publishes and administers personnel policies.

▪ Oversees the acceptance of all county applications and works with applicants and 

department heads.

▪ Oversees the processing of all new employees and the orientation process. 

▪ Authorizes all payroll transactions.

▪ Works with County Board to develop County compensation plans.

▪ Provides public information such as verifying employment.

▪ Coordinates grievance panel nominations, hearings, and activities.

▪ Coordinates the County benefit program.

▪ Is responsible for non-union and union labor relations.

▪ Monitors unemployment claims and assists departments with appeals.

▪ Monitors workers’ compensation claims and coordinates work between employee and 

insurance carrier.

▪ Is responsible for benefit administration and pay equity reporting.

▪ Reviews, develops, interprets, implements, and maintains County Employee policies.

▪ Maintains the coordination of countywide safety program.



Administrator Core Duties

Budget and Financial Planning
▪ As per MN Statute 375A.o6 Subd 4 (e) the 

Administrator shall prepare and submit to the 

County Board a proposed annual budget and 

long-range capital expenditure program for 

such period as the County Board may direct, 

each of which shall include detailed estimates 

of revenue and expenditures and enforce the 

provisions of the budget when adopted by the County Board.  Preparation of the 

annual budget will be done in conjunction with the Budget Committee.   

▪ Enforces adopted budget as directed by the County Board and reports on the 

financial condition of the County including the status of major projects and programs.

▪ Is responsible for Capital Improvement Planning.

▪ Reviews and recommends modifications and conducts studies for changes for Joint 

Powers and Contract Management.  

▪ Submits to the County Board recommendations concerning the affairs of the County, its 

future financial needs, and its offices, departments, and agencies as the Administrator 

considers proper.

▪ Oversees the tax calculation and collection process through the Taxpayer Services 

Department.

▪ Manages County investment and bank accounts. Reviews bank/investment account 

reconciliations.

▪ Prepares reports and other data for annual financial audit and preparation of CAFR.

▪ Acts as County Election Administrator.

Manage Department Heads
▪ Provides direction to department heads regarding the County's goals and objectives.

▪ Conducts annual performance reviews of Department Heads and manages ongoing 

performance management efforts.

▪ Chairs the department head meetings and safety meetings.

▪ Investigates the County's position as it pertains to special legislative actions and 

recommends options available to the County Board.

▪ Develops and supervises the maintenance of internal and external communication, 

data processing, property management, public information and risk management 

functions and services as directed by the County Board.

▪ Serves as the County’s Data Practices Compliance Officer.

▪ Serves as contact for the Minnesota Counties Insurance Trust (MCIT) for 

property/casualty and workers compensation insurance; oversees proper submission of 

claims; routes correspondence to affected parties in claims resolution; participates in 

subrogation efforts of the MCIT; attends training sessions presented by MCIT.

▪ Oversees the maintenance and operation of County buildings and administers related 

contracts and lease agreements for rental facilities.
▪ Attends professional meetings and keeps abreast of new developments affecting 

County government operation and management as directed.

▪ Is responsible for organizational review and department review for staffing and duties 

for consideration by the Board.



Desired Attributes

▪ Be a skilled communicator both verbally and in writing

▪ Possess strong leadership skills

▪ Understand the value in involving others in decision making

▪ Be willing to assist in whatever is needed at the moment

▪ Be able to develop and maintain positive relationships with the Board, staff, and citizens

▪ Be diplomatic

▪ Have strong financial management and budgetary skills

▪ Understand and appreciate how technology can improve service delivery

▪ Be accessible and approachable to all

▪ Have a community minded approach and appreciate and value community 
interaction

▪ Be a skilled and effective manager of people

▪ Understand and value the culture of a small county

▪ Have the ability to lead human resource efforts for the County

▪ Understand and appreciate work/life balance

▪ Be a good team member and team leader

▪ Have a strong work ethic



Position Announcement

County Administrator: Kittson County, Minnesota

Salary Range: $80,267 to $105,747

General Duties: 
This is a responsible supervisory position that involves the administering of the County’s 

mission and programs including planning, organizing, developing, implementing, 

budgeting, coordinating, and directing. This position serves as the agent of the Board 

and carries the primary responsibility for employee relations.

Minimum Qualifications:
A bachelor’s degree in Human Resources, Public Administration, Personnel 

Management, or related field, and at least five years of experience, or any 

equivalent combination of education, training, and experience which provides the 

requisite knowledge and abilities for this position.

Apply: 

Visit https://daviddrown.hiringplatform.com/42097-kittson-county-

administrator/148383-application-form/en, and complete the application process by 

August 5, 2020. Finalists will be selected by the County Board on September 1, 2020, 

and final interviews will be held on September 23, 2020.

Please direct questions to Gary Weiers at gary@daviddrown.com or 612-920-3320 

x109.

DDA Human Resources, Inc.
Faribault Office

1327 Merrywood Court
Faribault, MN 55021

Phone: 612-920-3320 x109
Fax: 612-605-2375

gary@daviddrown.com
www.ddahumanresources.com

https://daviddrown.hiringplatform.com/42097-kittson-county-administrator/148383-application-form/en
mailto:gary@daviddrown.com
mailto:gary@daviddrown.com
http://www.ddahumanresources.com/

