
CITY ADMINISTRATOR/EDA DIRECTOR 

Revised 8-02-21 

 

Title:  City Administrator/EDA Director 

Immediate Supervisor: City Council (with advisory input from EDA) 

 

Purpose 

 

Performs top-level administrative and supervisory work to coordinate municipal operations, manage 

finances and investments, oversee payables and receivables and payroll processing, and administer 

municipal elections.  Performs advanced, highly involved professional work in planning, community and 

economic development, implementation and conclusion of redevelopment projects.  Responsible for the 

administration, maintenance, and development of the City’s economic development programs and projects. 

 

Organizational Relationships 

 

Reports to:  City Council 

 

Communicates with:  Staff, other City employees, city-appointed consultants and contractors, emergency 

services, MMPA/Avant Energy, Inc., City Council, Planning Commission and WEDA. 

 

Essential Functions 

 

 Overview 

 

1. Coordinates overall city government operations, in such areas as budget, personnel, equipment, 

utilities and facilities to ensure efficient use of resources and appropriate service is provided to 

citizens.  

 

2. Establishes with City Council overall work programs, goals and objectives. 

 

 Human Resources related 

 

3. Ensures each department’s work, budget, and other priorities are being met through one-on-one 

meetings with appropriate staff.   

 

4. Supervises all office staff which includes the following functions:  interviews jointly with the 

City Council, recommends hiring and dismissal, assigns and reviews work, rewards and 

disciplines, determines staffing needs, etc. 

 

5. Supervises all personnel policies and actions; acts as personnel officer for the City; advises staff 

on discipline and employee relations.  

 

6. Supervises maintenance of personnel files and recommends personnel benefit changes to the 

Council as appropriate.  

 



 

City Council related 

 

7. Prepares meeting agendas with supporting documents and attends, participates in, and takes 

minutes of all Council meetings.  

 

8. Ensures posting and notification process is followed as required by statute and City Code. 

 

9. Advises and makes recommendations to the City Council on the adoption of policies, ordinances 

and resolutions; monitors and participates in legislative issues impacting the City.  

 

10. Attends meetings of various boards, commissions and committees as needed; represents the City 

at various community meetings.  

 

11. Attests the Mayor’s signature and official documents whenever required; maintains 

responsibility for City seal. 

 

Finance related 

 

12. Supervises the preparation and administration of the annual budget and submits to the City 

Council; obtains input from staff on capital and staffing needs.   

 

13. Identifies and advises the Mayor and City Council of money available, and current interest rates, 

for investment in accordance with state and city guidelines; and ensures that related records are 

maintained.  

 

14. Supervises maintenance of accounting records; advises on the moving of funds from one account 

to another and ensures all accounts are balanced.   

 

15. Oversees preparation of financial reports for the City Council. 

 

16. Assists auditors with annual audit. 

 

17. Approves purchase orders along with staff; refers purchases over maximum limit to City Council 

for approval. 

 

Policy related 

 

18. Interprets and enforces ordinances and policies relating to the administration of municipal 

operations.   

 

19. Carries out Council policy and directives. 

 

20. Monitors municipal operations to ensure compliance with applicable laws, regulations, rules, 

policy, and ordinances. 

 



Administration related 

 

21. Works with staff in reviewing and analyzing products and services for ultimate recommendation 

to Council.  

 

22. Has supervisory responsibility for accurate and timely payroll processing and record keeping.  

 

23. Coordinates and supervises the work of administrative consultants and other contractors. 

 

24. Acts as the city’s representative to the public on a daily basis regarding municipal operations and 

represent the City as liaison to local, regional, and state units of government on matters affecting 

the City. 

 

25. Monitors potential projects, programs, and services to determine feasibility and community 

impact and makes recommendations to the Council. 

 

26. Supervises preparation of a variety of federal, state, and county reports. 

 

27. Provides certified copies of proceedings and records of the City upon request and administers 

oaths of office. 

 

28. Receives requests, complaints, and information from the public and transmits to staff and/or 

council or handles.  

 

29. Oversees assessments and coordinates homeowner notification and Council approval process. 

 

30. Represent the City’s interest in its electric utility and serve on the MMPA Board of Directors 

which is responsible for setting policy, approving investments in new plants, and overseeing 

management. 

 

Planning and Zoning related 

 

31. Reviews applications, issues zoning permits, and advises Planning Commission on zoning 

matters. 

 

32. Attends Planning Commission meetings and prepares minutes. 

 

EDA related 

 

33. Manage and administer business expansion, retention, and recruitment programs. 

 

34. Maintain familiarity with public finance programs including tax increment financing, revenue 

bonds, local and regional revolving loan funds, and block grants. 

 

35. Research, prepare and administer federal, state, and regional grant applications and programs and 

report to city officials regarding how these programs can impact the City. 



 

36. Provide technical assistance including, but not limited to, business financing, credit analysis, 

evaluation of eligibility for public and non-profit loan and financial assistance programs and 

coordinate with other economic development providers such as the Small Business Development 

Center, DTED, SEMIF, and Minnesota Technology, Inc. 

 

37. Develop, update, and maintain demographic information for the City and surrounding areas. 

 

38. Administers and maintains the City website and Facebook page. Also, provides technical support 

to local businesses regarding web presence on the City website.  

 

Other Duties and Responsibilities  

 

1. Performs all other related duties as assigned.  

 

2. Stays current on development of municipal affairs and public administration; attends 

conferences, workshops and seminars; participates in professional organizations.  

 

3. Responsible for maintaining the City website, Facebook page and other social media sites. 

 

Required Knowledge, Skills and Abilities  

 

1. Knowledge of laws, rules, and regulations applicable to City government. 

 

2. Knowledge of budgeting, accounting and government financing. 

 

3. Knowledge of government processes, services, economic development, planning and zoning.  

 

4. Knowledge of public sector management principles and practices. 

 

5. Ability to prepare, administer and communicate budgets. 

 

6. Ability to communicate effectively and establish effective working relationships with staff, 

City’s elected officials, other public officials and the public. 

 

7. Ability to supervise and motivate staff. 

 

8. Ability to solve problems and make decisions using appropriate processes and tools. 

 

9. Ability to research and prepare accurate and thorough reports and to maintain records. 

 

10. Ability to perform mathematical calculations, to analyze data, and to prepare repots.  

 

11. Ability to prioritize city needs, coordinate several departments’ operations and services, and 

effectively and efficiently manage resources.  

 



12. Ability to keep up-to-date on various state, local and federal developments that affect the City 

and surrounding area. 

 

13. Ability to evaluate existing computer technology and select/assimilate hardware/software that are 

suitable for City’s needs. 

 

14. Must have computer related skills and knowledge related to municipal operations. 

 

15. Knowledge of the principles, practices, and techniques of public management and planning. 

 

16. Knowledge of public and private funding sources for grants and loans. 

 

17. Ability to exercise resourcefulness in solving economic development problems. 

 

18. Ability to assemble, organize, interpret, and present oral or written form statistical, financial and 

factual information derived from a variety of original and secondary sources. 

 

19. Ability to work independently or as part of a team, possessing excellent planning and 

organizational skills. 

 

20. Ability to investigate and quickly assess economic development opportunities and make sound 

judgments and recommendations. 

 

21. Ability to start and follow through with projects in a quality fashion without constant 

supervision. 

 

Minimum Qualifications 

 

Bachelor’s degree in urban studies, public administration, accounting, business administration, finance, or a 

related field; or a minimum of three years’ experience working in public administration, accounting, 

business finance or a related field, or an equivalent combination of education and experience.    

 

Desired Qualifications 

 

Experience in economic development and working with an electric utility.  A minimum of three years’ 

supervisory experience in public administration or related field and a master’s degree in public 

administration, business administration, finance or urban studies.  

 


