
Seeks to fill the position of: 

CITY ADMINISTRATOR

Population: 2,346

Salary Range: $73,028 to $95,000



ECONOMIC VITALITY

Located in the northwest corner of Crow Wing County, the City of Pequot

Lakes is a safe, vibrant, thriving community of 2,346 residents and is part 

of the Brainerd Lakes Area. Located in the middle of the state, Pequot 

Lakes is the heart of the good life. The small-town atmosphere is a great 

place to raise a family, where residents share a camaraderie and lifelong 

friends are made. Only 24 miles to the Crow Wing County Regional 

Airport (offering 2-3 outgoing flights daily), 5 miles to the private Breezy 

Point Airport,  and 10 miles to the Pine River Airport, Pequot Lakes 

encompasses 11,000 acres or approximately 18 square miles.

Pequot Lakes was platted in March of 1900. It was originally named Sibley, after an early logger, by a postal 

official from the post office which was established in 1896. Because there was already a town named Sibley in 

Minnesota, the name was changed to Pequot Lakes in 1902. Most of the current area of Pequot Lakes was gained 

through a merger of Sibley Township and Pequot Lakes. Legend has it that Paul Bunyan rested his bobber on the 

Pequot Lakes water tower and would keep an eye on it while he rested in his oversized chair.

Pequot Lakes is one of the most picturesque cities in Minnesota. It is a year-round town which offers a high 

quality of life and has many great local businesses offering a full suite of amenities:  groceries, ophthalmology, 

banking, a vet clinic, three area daycare centers, fuel, dentistry, orthodontia, an excellent school district, and 

many other year-round open businesses. Numerous lakes, parks, world class golf courses, recreational amenities, 

and cultural opportunities are available in the area making Pequot Lakes a great place to live, work, and play.

Pequot Lakes is home to a strong and healthy business community that continues to grow and thrive. The local 

economy is diverse and strong and includes 182 businesses and over 1,600 employees. Led by tourism, it is also 

driven by manufacturing, construction, and education. Many local businesses who support the community 

include, but are not limited to, Lonesome Cottage (largest rustic furniture maker in the world), SPR Motorsports 

& Marine, Superior Mechanical, Babinski Properties, and Stonemark Land Surveying. The City looks forward to 

welcoming the future addition of Xcel Energy into its new upscale commercial and recreation development, the 

Heart of the Good Life Development. 

The Pequot Lakes School District, Pequot Lakes Chamber of Commerce (affiliated with the Brainerd Lakes 

Chamber of Commerce), the Brainerd Lakes Area Economic Development Corporation, Crow Wing County, 

Greater Pequot Lakes Community Foundation, the City of Pequot Lakes, and the local business community 

create a robust element of economic partnerships and opportunities. 

The City will soon review the preliminary plat for an 80-acre
shovel-ready certified business park named 

“Heart of the Good Life Development.” The proposed business 

park has direct frontage and visibility to a state highway with 

access to the Paul Bunyan Trail and is located adjacent to an 

existing business/industrial park. The City's vision for this 

development is to support and facilitate public or private 

development of this area by creating recreational, commercial, 

and industrial opportunities to enhance the value and quality 

of life within the community.

WELCOME TO PEQUOT LAKES!



EDUCATIONAL OPPORTUNITIES

HEALTHCARE

As part of Essentia Health, Essentia Health St. Joseph’s- Pequot Lakes Clinic is an outpatient department of 

Essentia Health St. Joseph’s Medical Center and provide primary care services to the whole family. Other 

services of the clinic include dietitian services, imaging and radiology, lab services, medication 

management, and tobacco cessation.

The Essentia Health system, 

headquartered in Duluth, Minnesota,

includes 13 hospitals, 69 clinics, six 

long-term care facilities, three assisted

living facilities, three independent living 

facilities, five ambulance services, and one 

research institute. 

Pequot Lakes School District provides students with 

quality public education with a rigorous academic 

program.  The community is very proud of their school 

district and describes it as a jewel which connects 

Pequot Lakes with other communities.  

The District enrolls approximately 1,700 students from 

the communities of Pequot Lakes, Breezy Point, 

Crosslake, Jenkins, Lake Shore, and Nisswa. The 

secondary campus, in Pequot Lakes, includes the District 

office, the Pequot Lakes High School, and the Pequot 

Lakes Middle School. The high school serves students 

in grades 9-12, and the middle school serves students in 

grades 5-8. Eagle View Elementary School, located in Breezy Point, serves students in early childhood 

through 4th grade. A strong partnership with Central Lakes College makes it possible for high school 

students to complete an Associate Degree while 

attending Pequot Lakes High School. 

The Brainerd Dispatch announced in late August that 

Pequot Lakes High School was voted the #1 Best 

School in the Brainerd Lakes Area. The Minnesota 

Department of Education released statewide results 

from state accountability tests last spring, and 

Pequot Lakes Middle School earned accolades for being 

in the top 5% of schools in MN for overall reading 

achievement!



RECREATIONAL ACTIVITIES

ORGANIZATIONAL STRUCTURE

The City of Pequot Lakes offers a 

wealth of opportunities for recreation 

and participation in the community. In 

addition, the City lies in the heart of the 

major seasonal home and resort area. 

It provides all its residents and visitors 

with an abundance of shopping, 

lodging, and dining options .

The City has an extensive parks system including a dog park. Numerous parks scattered throughout the 

community offer a wide range of entertainment and fun year-round. Some of the amenities that you will 

find include a fishing pier, boat access, playground equipment, picnic tables, green space, and much more. 

One notable park is the Fire Tower Park. The Tower is one of many stopping points on the Paul Bunyan 

Scenic Byway, a nationally-recognized, 54-mile driving route made up entirely of county roads that take 

you through 14 jurisdictions with hiking/walking trails, recreational parks and lakes, wildlife management 

areas, and historic artifacts. Climb 70 feet to see the 

most breathtaking view of the area. Also running 

through town is the Paul Bunyan Trail. The paved 

trail is the longest bike trail in Minnesota at 112
miles and runs from Brainerd to Bemidji. In the 

winter months it also serves as a snowmobile trail. 

The Mayo Lake Nature Preserve consists of 67 acres 

of donated land that is great for hiking, walking, 

snowshoeing, cross-country skiing, fishing, and 

wildlife viewing. 

Pequot Lakes is host to many family friendly events. 

One especially popular event in the City is the 

annual Bean Hole Days. The event began when local 

businessmen held a bean feed to thank farmers for 

their support of area businesses. Today, thousands 

flock to the community to enjoy a Queen and King coronation, a community arts and crafts fair, a food 

market, fun children’s games, and, of course, a free meal of Paul Bunyan’s secret recipe beans that are 

cooked overnight and underground in cast iron crocks. Another fun event in the City is Stars & Stripes Days 

held annually on July 3rd and 4th. This event features a parade, food vendors, music, games, fireworks, and 

much more. 

The City has an active arts and theater 

community along with many other amenities 

including the Library. The Pequot Lakes 

Community Library has been in operation 

since July of 2004. There are currently over 

19,000 materials available, six computers 

with high speed internet, and wireless 

internet access is available.



THE ORGANIZATION

ORGANIZATIONAL STRUCTURE

Our vision is to provide community services that help create, enhance, and continue traditions of being a great 

place to live, work, and play. Our mission is to encourage economic development opportunities, preserve our 

natural resources, offer diverse recreational and mobility options, and ensure safe neighborhoods. Our Values 

are Equality, Quality of Life, Respect, Professionalism, and Teamwork. 

The City of Pequot Lakes is governed by a five-member Council consisting of the Mayor and four Council 

members. The City Administrator serves as a professional liaison between the staff and the Council and works 

with the Council and staff on developing annual work plans to support the City’s vision and mission. The City 

actively engages with its residents by participating in listening sessions.

The City provides many services including administrative, planning and zoning, police, fire, and public works 

which includes street maintenance, parks, cemetery, water, and sewer. The community supports its Police and 

Volunteer Fire Departments.

The City of Pequot Lakes currently employs 66 workers. This includes full-time employees, part-time 

employees, firefighters, the City Council, and the Planning Commission. There are also 60 volunteer positions 

that include police reserves, the Park Commission, the Economic Development Commission, the Library Board, 

and Library volunteers. The City Council and staff commented that they have top notch staff. The departments 

support each other and work well together. 

The City is proud of its recent successes. The organization is a wellness champion, launched a new website, and is 

known for its collaborative spirit both internally and externally. They also recently built a new Public Works 

Building and Salt Storage. Another recently completed project was a $3.2 million street reconstruction project 

on Rasmussen Road. The City acknowledges its aging infrastructure and actively works toward developing a 

long-term replacement plan. 



BUDGET INFORMATION

Tax Levy Funds 2019 2020

Expenditures

Council 28,400 28,780

Administration 234,860 247,310

Elections - 3,900

General Government 2,750 2,300

Planning and Zoning 100,150 101,380

E911 Addressing 610 800

General Building 143,510 140,030

Police 679,100 728,040

Fire Contracts 97,700 101,800

Civil Defense 1,610 1,610

Roads and Streets 437,265 455,930

Street Lighting 24,800 18,800

Signal & Signs 8,700 7,000

Park 21,760 36,530

Tax Abatement 20,920 18,693

HRA 4,090 4,590

Economic Development 20,200 21,700

Insurance 85,000 97,000

Recycling 10,000 -

G.O. Equipment Cert 2014A 40,500 350

Highway 371 2,810,000 1,153,520

Capital Improvement 5,408,820 3,400,000

Total Expenditures 10,180,745 6,570,063

HRA Levy 2019 2020

HRA 38,250 38,250

Special Revenue & Enterprise Funds 2019 2020

Expenditures

Library 62,510 10,730

Cemetery 850 3,120

Fire 222,035 225,190

G.O. Equipment Cert 2017A 33,870 40,000

Business Park 1,000 4,930

Water 276,620 301,180

Sewer 266,380 328,390

Total Expenditures 863,265 913,540

Grand Total of City Expenditures 11,044,010 7,297,443



DUTIES OF THE POSITION

■ Coordinates, administers, and responds to a wide 

variety of requests and problems of municipal 

concern; researches and assists in developing and 

recommending solutions; interprets ordinances 

and directives to other departments, other 

agencies, and the general public. 

■ Develops and implements administrative policies 

and guidelines in cooperation with the City 

Council and various City boards and commissions; 

advises department heads and other employees as 

to administrative procedures and policies; 

evaluates performance and results. 

■ Supervises and/or assumes responsibility for 

various municipal services including City Hall 

administrative office, police, fire, public works, 

zoning enforcement, city planning/community 

development.

■ Represents the City regarding local, regional, 

state, and federal activities of concern to the 

community. 

■ Serves as budget officer of the City; oversees the 

development of the annual budget; prepares 

supporting information and presents them at 

Council meetings. 

■ Develops financial plans and controls and 

establishes short-term and long-range financial 

goals and objectives.

■ Coordinates and manages all tax increment 

financing projects and tax abatement districts.

■ Administers appropriations; approves and 

investigates major purchases and contracts. 

■ Assures that the City Council is advised as to the 

financial status and needs of the City government, 

coordinates public improvement and bond issue 

activities. 

■ Supervises the preparation of the agenda for City 

Council, Planning Commission, Economic 

Development Commission, and Park Commission 

meetings; supervises and participates in the 

development of supporting information; attends 

City Council, Planning Commission, Economic 

Development Committee, Park Commission, and 

other meetings as required.

■ Serves as the Human Resources Director for the 

City. 

■ Administers personnel matters; makes policy and 

pay recommendations; makes recommendations 

on hiring and firing; suspends and disciplines 

department heads and, through them, their 

subordinates. 

■ Reviews and amends City policies relating to 

personnel and finance. 

■ Serves as economic development director; 

originates, develops, and proposes development 

and redevelopment packages, assistance 

proposals, and grant applications.

■ Provides advice and assistance to the 

Brainerd Lakes Area Economic 

Development Corporation

■ Represents the City with business and 

industrial clients.

■ Serves as the City’s public information 

representative; confers with media; speaks to 

schools, civic groups, and other organizations.

■ Cooperates with City Attorney on legal affairs.

■ Oversees Planning and Zoning functions.

■ Coordinates with the appropriate City 

employee(s), contractors, and City Engineer on the 

planning and construction of public improvement 

projects including special assessment procedures.

■ Deals courteously, professionally, tactfully, and 

effectively with the public. Ability to establish 

and maintain effective working relationships with 

other employees. 

■ Facilitates the collective bargaining process.

■ Serves as the data practices compliance official.

■ Maintains information for pay equity and 

comparable worth compliance.

■ Coordinates debt financing.

■ Serves as the Internet Technology (IT) 

Coordinator. 

■ Performs other work as required and as directed 

by the City Council.



DESIRED ADMINISTRATOR ATTRIBUTES

PROJECTS/GOALS

■ Continue the work as outlined in the City of Pequot Lakes 2020 Work Plan and Future Project Priorities. 

Continuously engage staff and the Council in updating the CIP while supporting and maintaining the City’s 

vision and mission.

■ Continue promoting the Heart of the Good Life Development, and work with the City Engineer and Council 

in building out the upscale commercial and recreation development.

■ Work with the new Council after the upcoming election; provide ongoing training opportunities and 

resources for new and existing members.

■ Take a dual focus on the City and the community; become an active collaborator with the Chamber of 

Commerce, Greater Pequot Lakes Community Foundation, the school district, and area leaders.

■ Work with facilitation of Design Committees in developing plans and utilizing grants, donations, and all 

available funding.

■ Explore future funding options for a new fire truck and the City Hall remodel project. 

■ Help develop a business-friendly environment in Pequot Lakes.

■ Get up to speed on the recently completed housing study. Bring the right people to the table to determine 

how to achieve the stated housing goals within the community.

■ Evaluate processes to determine where efficiencies, productivity, and opportunities for community 

engagement can be improved upon.

■ Empower staff and commission members; provide leadership, educational training, and mentoring 

opportunities.

■ Takes a leading role with the City Council and has experience working in small communities.

■ Has a sales personality, thinks outside the box, and provides clear direction.

■ Is open-minded, thick-skinned, cool under pressure, confident and approachable, and is not afraid to ask 

questions.

■ Has good general management experience, is flexible when necessary, and is comfortable wearing many hats. 

Employs proper delegation.

■ Has excellent written and verbal communication skills. Serves as a liaison between residents, staff, and the 

Council.

■ Has a background in grant writing, economic development, finance, and planning.

■ Shows patience and compassion in responding to 

the Council and resident inquiries. Is not afraid to 

say, “I don’t know,” but demonstrates strong 

follow-through.

■ Demonstrates an active community presence. 

■ Relates to residents and the business community. 

■ Listens and communicates back to the Council 

the needs and wants of the community.



POSITION ANNOUNCEMENT

Position: City Administrator

Location: City of Pequot Lakes, Minnesota

Salary Range: $73,028 to $95,000

General Duties:
Performs responsible administrative and 

supervisory work coordinating, directing, and 

overseeing city government operations. Provides 

assistance to the City Council on financial planning and related matters. Attends Council meetings. Oversees 

the preparation of Council agendas, Council packet material and minutes of Council meetings. Performs human 

resources functions. Oversees all department head positions and the work of the Planning and Zoning 

department. 

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

Minimum Qualifications:
Bachelor’s degree in Public Administration, or related field, and two years of City Administrator experience.  A 

master’s degree may substitute for two years of the required experience, and a master’s degree is preferred.

Apply:
Visit https://daviddrown.hiringplatform.com/44359-pequot-lakes-city-administrator/154929-

application-form/en, and complete the process by September 2, 2020. Finalists will be selected by the City 

Council on October 12, 2020, and final interviews will take place on October 28 and 29, 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 x111

Fax: 612-605-2375
liza@daviddrown.com

www.ddahumanresources.com

https://www.ddahumanresources.com/active-searches
https://daviddrown.hiringplatform.com/44359-pequot-lakes-city-administrator/154929-application-form/en
mailto:liza@daviddrown.com
mailto:liza@daviddrown.com
http://www.ddahumanresources.com/

