
Position

City Clerk-Treasurer/Administrator

Location

City of Chisholm, Minnesota

Population
4,925

Salary Range
$85,000 to $115,000



Welcome to The Heart of the Iron Range!

Located in the heart of the Mesabi Iron Range lies the City of Chisholm, Minnesota. Home to 4,925

residents, the City is part of St. Louis County. Chisholm is surrounded by 320,000 acres of the

Superior National Forests, 500 lakes and rivers, and many other scenic areas for exploration.

Chisholm is located about two hundred miles north of Saint Paul/Minneapolis and about one

hundred miles south of the Canadian border.

The City of Chisholm began to boom in the early 1900’s. A fire nearly wiped out the community in

1908, but the perseverance of the people saw them through this hardship. The City was rebuilt and

continues to be a thriving community. The 2010 census showed that this is one of the very few

communities in the Iron Range that has grown in population, but this is no surprise with all the

amenities and opportunities that Chisholm has to offer.

Chisholm is a great place to live and visit for so many reasons - the natural landscape, the cultural
history, the kindness and originality of its citizens, and the potential for growth. The Chisholm
Downtown Revitalization Project (CDRP) was created as a grassroots effort to enhance the vitality
of the heart of the City. The Iron Range Resources and Rehabilitation Board (IRRRB) provided a
grant opportunity that offered a $50,000 grant match for tangible revitalization projects that
impact the topography of downtowns in the community. Chisholm was awarded the full grant
which will aide in the revitalization and improvements of Kiwanis (O’Neil) Park, the establishment of
a historic walking tour of the town, cosmetic storefront restoration, and the building of a bicycle
infrastructure.



Healthcare

In nearby Hibbing, a comprehensive scope of 
services can be found at the Fairview Range 
Medical Center and St. Luke’s Hibbing Family 
Medical Center. 

Fairview Range Medical Center is proud to 
have been awarded a 5-star rating in the 2020 
Centers for Medicare & Medicaid “Hospital 
Compare” quality survey which places them in 
the top 10 percent of hospitals in the country.

St. Luke’s offers primary care, urgent care, and 
eye care along with a full range of other 
services. They also regularly have visits from 
specialty doctors.

Education

Public education in the City of Chisholm is provided by the Chisholm Public Schools. Comprised of 

three facilities, the District serves approximately 730 students. Vaughan-Steffensrud Elementary is a 

PreK-3rd grade school with two sections per grade level in grades K-3. Class sizes range from 15-25 

students. The Chisholm Elementary School serves students in grades 4-6. Chisholm High School is a 

7th-12th grade school with two to three sections per grade level. Class sizes in the high school range 

from 15-30 students. The high school offers numerous College In the Schools Courses allowing 

students to earn college credit while taking a full credit load at the high school. The school is also a 

University of Minnesota partner offering Ramp-Up to Readiness, a 7-12 curriculum that focuses on 

college and career readiness.

Economic Vitality
The City of Chisholm has many incentive 

programs available through the Economic 

Development Agency for new businesses 

choosing to locate in Chisholm. 

The City of Chisholm has worked extensively to 
collaborate with local partners such as the 
Department of Iron Range Resources and 
Rehabilitation, the Chisholm Area Chamber of 
Commerce, the Chisholm Community 
Foundation, and the Minnesota Department of 
Employment and Economic Development to 
provide support to their local businesses.

Chisholm’s central location on the Iron Range 

makes it ideally situated for industry. Chisholm 

still has the largest iron ore reserve in the 

region, and mining continues to be the 

principal industry. 

Some of the large employers in the City 

include Delta Airlines, NHS-Northstar

Specialized Services, Range Center, Inc., 

Heritage Manor, and Chisholm Public Schools.



Recreational Activities

This community is truely for a true outdoors recreationalist. You can explore the Chisholm Historic 

Walking Tour or join the ATV Club, Snowmobile Club, enjoy the outside skating rink, curling club 

(hometown of 2018 Olympic Curling Gold Medalist, John Shuster), golf courses, biking and hiking 

trails, camping, skiing, disc golf, fishing on Longyear Lake, hunting, and so much more. One of 

Chisholm’s most popular activities is the walking/biking trail that traverses around Longyear Lake 

and connects with the Mesabi Trail.

The Chisholm Parks and Recreation Services provides many opportunities for recreation through its 
many facilities and activities including outdoor skating rinks, sand volleyball courts, tennis courts, 
baseball fields, a football field, basketball courts, a skate park, a disc golf course, and various 
playground equipment.  

Visitors and residents can browse local shops or enjoy restaurants and bars on the City’s historic 

main street and learn about the land, people, and history of the Iron Range region of north 

Minnesota at Chisholm’s two museums—the Minnesota Museum of Mining and the Minnesota 

Discovery Center, the largest museum complex outside of the Twin Cities. With its trailhead in the 

parking lot of the Minnesota Discovery Center, the new, world-class Redhead Mountain Bike Park is 

now open to the public as it just celebrated its grand opening this year. Be sure to also visit the 

Veterans Memorial and the Iron Man, the third-largest freestanding statue in the nation. 

Chisholm puts on more community events that any other community in the area. The City is host to 

the St. Louis County Fair, and the Chamber is very active in promoting and hosting various events 

throughout the year including Polar Bear Days, Doc "Moonlight” Graham Days, the Chilly Open 

Golf Tournament, and live music events and food trucks throughout the summer.



The Organization

Chisholm is a Home Rule Charter City with a 
Council/Mayor form of government. The Mayor 
is elected at large and serves as the chief 
elected officer for a four-year term. There are 
five Council members who are elected at large 
and serve four-year staggered terms. The City of 
Chisholm is a single ward. The Council is charged 
with formulating policy, exercising City policies, 
providing for planning, and monitoring the City’s 
performance. The Council appoints the City 
Administrator who serves as the chief 
administrative officer providing oversight of daily 
operations along with supervision of the City’s 
administrative departments. The outgoing 
Administrator brought an incredible level of 
calm and professional leadership. The Council, 
as well as the staff, look forward to the new 
Administrator continuing this leadership style and 
leading the City forward in a positive and 
successful momentum. 

The City prides itself in supporting its talented 

and knowledgeable staff. The organization 
currently has 35 full-time employees, two part-
time employees, and 21 volunteer Firefighters on 
staff. 

The City is proud of its men and women serving 
in the volunteer Fire Department. The 
Department serves the City of Chisholm as well 
as surrounding townships that take part in the 
management of the fire department. 

The Chisholm Police Department provides 24-
hour services to its citizens as well as the 
neighboring community of Buhl. The Officers are 
the first responders for the on-call ambulance 
service.

There are several advisory boards and 
commissions that advise the City Council on 
various matters of community interest. 
Chisholm’s form of government was designed to 
encourage public participation and input. 



Budget Summary
(General Fund)

Department Actual 2018 Actual 2019 Approved 2020 Budget 2021
Mayor and City Council 91,443.85 86,917.62 104,458.00 108,431.00

Elections 8,613.38 5,998.95 12,448.00 -

Administration 358,844.71 442,502.02 470,522.00 460,410.00

Audit/ Account 15,350.00 17,532.79 16,500.00 16,500.00

City Attorney 47,369.66 42,951.84 42,000.00 43,000.00

Planning & Zoning 8,094.53 30,691.77 29,806.00 36,384.00

General Gov Buildings 150,892.27 431,136.98 177,703.00 157,516.00

Police 1,486,188.04 1,513,738.35 1,830,911.00 1,803,604.00

Ambulance Services 214,128.94 81,778.75 77,378.00 78,500.00

Fire 267,282.06 348,818.20 216,608.00 218,026.00

Building Inspection 83,453.22 112,420.48 109,485.00 119,522.00

Emergency Management 4,567.54 4,564.54 30,006.00 8,124.00

Animal Control 15,130.28 14,513.50 15,400.00 15,600.00

Streets 697,227.02 735,852.90 1,427,237.00 1,180,257.00

Street Lighting 99,172.46 112,337.03 84,180.00 85,500.00

Recreation 51,307.14 51,573.13 57,696.00 60,725.00

Summer Youth 26,880.62 26,993.66 32,561.00 34,469.00

Playgrounds 41,102.97 7,931.99 38,200.00 29,000.00

Skating Rinks 15,958.46 7,033.20 43,253.00 25,086.00

Ball Parks 4,511.87 3,849.04 7,500.00 8,000.00

Curling Club 23,712.55 22,017.43 31,324.00 31,336.00

Bocce Ball 275.75 4,385.53 1,550.00 1,650.00

Sports Arena 110,808.87 105,186.37 205,276.00 107,409.00

Field House 9,031.10 11,131.09 26,000.00 10,750.00

Football Field - - 3,000.00 3,000.00

Parks 92,492.46 119,850.46 124,737.00 187,386.00

Library 239,047.63 210,610.59 253,411.27 329,705.59

Economic Development 22,265.13 21,522.27 125,711.00 215,386.00

Cemetery 117,735.60 130,279.11 121,832.00 133,891.00

Insurance 359,388.39 295,608.99 306,500.00 322,650.00

Miscellaneous 261,242.70 57,817.60 97,000.00 128,500.00

Other Financing Uses 31,435.57 31,435.57 156,981.00 31,000.00

Total Expenditures 4,954,954.77 5,088,981.75 6,277,174.27 5,991,317.59

Organizational Structure



Core Duties of the Position

• Directs and manages the operations of the 
City. Plans, directs, and coordinates, through 
department heads, the various services and 
activities as determined by the City Council in 
accordance with the City’s Home Rule 
Charter.

• Directs and supervises all department heads 
and employees in the efficient delivery of 
municipal services, unless otherwise 
determined by the City Council. Establishes 
and maintains an organizational structure of 
offices, departments, positions, and units 
within the City in the interest of efficient, 
effective, and economical conduct of City 
business.

• Selects, motivates, and evaluates personnel in 
accordance with City policies.

• Develops staff through teamwork, 
engagement, and modeling.

• Provides leadership and direction in the 
development of short- and long-range facility 
plans, public works, utilities, and economic 
development.

• Plans, directs, and coordinates the design and 
construction of capital improvement and 
maintenance projects. Maintains the City’s 
Capital Improvement Program.

• Secures funding to enhance the City’s 
capability for construction and engineering 
costs.

• Recommends to the City Council for adoption 

of ordinances and resolutions deemed 
necessary and appropriate for the best 
interest of the City.  

• Drafts and revises, as directed by the City 
Council, a proposed annual budget including 
a review of the previous year’s revenues and 
expenses and a projection of next year’s 
revenues and expenses for all funds including 
enterprise funds. Prepares and presents, to the 
City Council, a quarterly financial statement of 
the City’s financial status regarding revenues 
and expenditures and other fund balances.

• Attends Council meetings and working 
sessions and various boards and commission 
meetings as requested.

• Maintains timely and excellent 
communication with the Mayor and City 
Council members to promote smooth 
coordination in the operation of City 
government. Keeps the City Council apprised 
of any developments that affect the City.

• Serves as a liaison to various civic or 
governmental organizations and other 
municipalities including the local school, state 
and federal organizations.

• Communicates with the public, or any other 
organization, in a professional manner.

• Supervises the conduct of local elections in 
accordance with prescribed laws and 
regulations.



Desired Attributes

• Has a good understanding of finance and fund accounting.

• Provides a high-level of professional executive leadership with supervisory experience and human 

resource skills.  

• Has a background in organizational development and has inherent ability to think on your feet. 

• Has demonstrated, excellent people skills, is approachable, and is a relationship builder.

• Is a good listener, cultivates trust, and operates with an open-door policy.

• Knows how and when to communicate. Keeps the Council informed and redirects the Council to 

their roles.  

• Is a partner and a collaborator.

• Demonstrates a pro-community attitude; finds a way to say “yes” yet does not overpromise.  

• Has a passion for public servitude. Enjoys immersing into community and is comfortable being the 

face of the City.  

• Is direct, honest, definitively makes decisions, and explains the “why,” even when the decision 

may not be viewed favorably.

• Is a calm, confident, humble leader. Demonstrates trust in staff, enjoys working in a team setting, 

relies on their professional experience, and models accountability.  

• Is progressive and forward thinking.  

• Enjoys work/life balance and has a passion for the great outdoors.  

• Is tenacious and has the ability to deescalate a tense situation.  

• Will provide stable leadership with a long-term focus.



Projects & Goals

• Immediately jump on board and be ready to 

work with an active Council.  

• Lead facilitation with the City to develop its 

vision and mission statement. Annually, 

continue directing the focus of the 

organization and Council in carrying out the 

vision and take time to celebrate their 

progress and forward momentum.  

• Review and update job descriptions, salary 

system, personnel and operations policies, 

and City ordinances.  

• Facilitate a process in helping the community 

identify its niche and/or clearly define its 

identity; determine the wants and needs of 

the community.

• Engage in long-term land use planning to 

determine how mining will impact the 

community and the long-term viability of the 

tax base. 

• Earn the respect of the employees by 

demonstrating good listening skills, trust their 

expertise, and lean into their abilities.  Support 

staff’s professional and personal 

development.

• Seek additional financial opportunities to build 

a public safety building.

• Working with the Council through strategic 

planning and goal setting, develop a plan to 

carry out the initiatives within the recently 

updated Comp Plan.  

• Update the Capital Improvement Plan to 

include replacing and maintaining aging 

utilities, infrastructure, equipment, and City 

facilities. Continuously solicit and develop 

creative funding mechanisms that will 

minimize levy impact on taxpayers. Potential 

projects include: Public Works Building, arena, 

library, street and utility improvement projects, 

the Bruce Mine Headway Park, broadband, 

campground expansion, etc.  

• Be at the forefront of developing and 

planning housing programs and daycare 

options to meet the demand. 

• Support economic development efforts to 

expand and promote business, 

redevelopment, recreation, tourism, and local 

trails. Work in partnership with the City’s 

Economic Development Director and the 

Chisholm Community Foundation.

• Be the face of the community and help the 

local business community get ready for the 

Redhead Trail. Continuously gauge the 

importance of supporting local businesses with 

the rollout of the all-season Redhead Trail and 

Park.

• Get to know the community and the culture of 

the community by developing collaborative 

relationships with area partners and 

stakeholders. 

• Continue the City’s efforts to utilize technology 

to increase productivity and make the City 

accessible to its residents. Secure an 

electronic document retention system and 

develop policies and procedures to move 

paper into electronic storage. 

• Successfully complete contract labor 

negotiations prior to year-end.  



Position Announcement

Position: City Clerk-Treasurer/Administrator

Location: City of Chisholm, Minnesota

Salary Range: $85,000 to $115,000

General Duties: Under direction and general policy guidance from 
the City Council, the City Clerk-Treasurer/Administrator plans, 
organizes, integrates, fiscally controls, directs, administers, reviews, 
and evaluates the activities, operations, programs, and services 
of the City of Chisholm. 

Qualifications: A bachelor’s degree in Public Administration, Management, or related field, and 
five years of experience in management, public administration, business administration, or related 
field, or any equivalent combination of formal preparation or substantial experience which 
provides the requisite knowledge and abilities for this position. Desirable qualifications include a 
master’s degree in a related field and a strong background in accounting and human resource 
management.

Apply: Visit https://daviddrown.hiringplatform.com/56892-chisholm-city-clerk-treasurer-
administrator/190789-application-form/en, and complete the application process by March 25, 

2021. Finalists will be selected by the City Council on April 14, 2021, and final interviews are 
scheduled for May 6, 2021.

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 x111

Fax: 612-605-2375

liza@daviddrown.com

www.ddahumanresources.com

https://daviddrown.hiringplatform.com/56892-chisholm-city-clerk-treasurer-administrator/190789-application-form/en
mailto:liza@daviddrown.com
mailto:liza@daviddrown.com
http://www.ddahumanresources.com/

