
Position Title: CITY ADMINISTRATOR
Department: Administration
DMG Grade:

STATUS: Full-time

FLSA :   Exempt

UNION STATUS: None

REPORTS TO: Mayor & City Council 

SUPERVISES DIRECTLY: All department managers

SUPERVISES INDIRECTLY: All employees of the City 

PURPOSE OF THE POSITION:

Performs highly responsible administrative work of substantial difficulty in planning, organizing, directing and 
controlling all municipal activities that support open, friendly, and responsive government.

ESSENTIAL DUTIES AND RESPONSIBILITIES:
The duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission 
of  specific  statements  of  duties  does  not  exclude  them from the  position  if  the  work  is  similar,  related  or  a  logical 
assignment to the position. 

1. Plan, organize, coordinate, administer, control and supervise municipal operations including administration, 
human resources, police,  fire,  transit,  information technology,  finance, engineering,  public  works (water, 
waste water, streets), parks and recreation, off sale liquor, community development, library, building and 
grounds.

2. Develop operating policy; development short and long-range plans, goals and objectives including Council 
goals  and  objectives;  implement  city-wide  programs  and  policies  that  are  consistent  with  goals  and 
objectives of the Council. 

3. Develop  and  ensure  effective  utilization  of  administrative  planning,  budgeting,  and  control  procedures; 
prepare annual budget for Council direction; control expenditures within approved budgetary guidelines with 
input from department managers.

4. Develop plans to meet current and future financial needs.

5. Prepare  annual  budgets  for  Council  decision  and  controls  expenditures  within  approved  budgetary 
guidelines, including proper control of all purchasing functions. 

6. Develop and maintain an effective  organization by evaluating operations to  ensure that  city  goals  and 
objectives are being met; develop and recommend to the Council organizational changes to best achieve 
City objectives.

7. Ensure effective management and utilization of all physical assets by planning for replacement or upgrading 
of equipment and other assets as appropriate, directing efficient use and proper care of all existing assets

8. Ensure  effective  management  of  financial  assets  by  overseeing  all  fund  management  and  investment 
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activities,  ensuring that  effective accounting practices are used to properly  control  financial  assets  and 
provide accurate information for financial planning. 

9. Provide professional support to the City Council including the preparing of agendas and supporting data for 
all Council meetings, participate in discussions as appropriate; make recommendations to the City Council; 
implement Council decisions.

10. Keep the City Council fully advised of all significant matters and effectively present all items that require 
Council action or approval; provide reports, recommendations, and advice as appropriate. 

11. Negotiate contracts and other legal agreements, contracts and related documents as authorized for the City. 

12. Ensure proper public relations by providing efficient public services and effectively handling all complaints.

13. Direct communications activities to keep the public informed of City plans and operations.

14. Represent the City in local, regional and state meetings and other functions as delegated by the Council.

15. Stay abreast of developments in public administration and cooperate with other governmental units and 
municipalities on matters of mutual interest. 

16. Assist and coordinate with various City commissions and boards as appropriate.

17. Maintain a high level of confidentiality and comply with all legal requirements of the job. 

18. Adhere to all city and Administration Department policies and procedures and requirements.

19. Proper and safe use and maintenance of any assigned City vehicle, equipment, property, etc.

20. Observe and practice safe work habits.  Attend all training to ensure a legal, safe, and 
       compliant work environment.

WORKING HOURS:

Normal business/office hours are from 8:00 a.m. to 5:00 p.m., Monday through Friday.  Early morning and 
evening meetings are required.  Saturday and Sunday hours as may be necessary.  

TOOLS AND EQUIPMENT USED:

Tools and equipment used in the performance of a City Administrator include, but is not limited to: computers, 
typewriters, faxes, copiers, phones, calculators, televisions, VCR, audio visual equipment, etc.

 

PHYSICAL DEMANDS:
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The physical demands described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.

Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools, such as 
computer keyboards, fax machines, copiers, and/or materials used in performing essential functions.

Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve some 
lifting, carrying, pushing and/or pulling of objects and materials of light weight (5-10 pounds).  Tasks may involve 
extended periods of time at a keyboard or workstation.

Ability to recognize and identify degrees of similarities or differences between characteristics of colors, shapes, 
sounds, tastes, odors and textures associated with job-related objects, materials and tasks.

Some tasks require the ability to perceive and discriminate sounds. 

ENVIRONMENTAL ADAPTABILITY:
The work environment characteristics described here are representative of those an employee encounters while performing 
the essential functions of this job.   Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions.

Normal office environment.  Tasks are performed without exposure to adverse environmental conditions.

JUDGEMENT AND SITUATIONAL REASONING ABILITY:

Requires ability to apply principles of logical or synthesis functions.  Ability to deal with several concrete and 
abstract variables, and to analyze major problems that require complex planning for interrelated activities that 
can span one or several work units.

Requires the ability to exercise the judgment, decisiveness and creativity in critical and/or unexpected situations 
involving moderate risk to the organization.

MATHEMATICAL ABILITY:

Requires the ability to perform addition, subtraction, multiplication and division; ability to calculate decimals and 
percentages; may include ability to perform mathematical operations involving basic algebraic principles and 
formulas, interpret statistics, and basic geometric principles and calculations.  

LANGUAGE ABILITY AND INTERPERSONAL COMMUNICATION:

Requires the ability to synthesize, hypothesize, and/or theorize concerning data and/or information involving 
modification of existing policies, strategies, and/or methods to meet unique or unusual conditions.  Requires the 
ability to do so within the context of existing organizational theories and management principles.  

Requires the ability to function in a director capacity for a major organizational unit, requiring significant internal 
and external interaction.  
‘

Requires  the  ability  to  utilize  a  wide  variety  of  reference,  descriptive,  advisory  and/or  design  data  and 
information such as  the Park  Development  Plan,  the Capital  Improvement  Plan,  the Comprehensive Plan, 
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Minnesota statutes, City code and financial reports.  
 
MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS:

Bachelor’s  degree  (master’s  degree  preferred)  and  a  minimum  of  seven  years  experience  in  a  senior 
management position.  Desirable experience in economic development, financial management, growth planning, 
governance,  and  community  involvement;  or  any  combination  of  education  and  experience  that  provides 
equivalent knowledge, skills, and abilities will be considered.  

NOTE: The job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and requirements of the job 
change.

NOTE: The  City  of  Northfield  is  an  Equal  Opportunity  Employer.   In  compliance  with  the  Americans  with 
Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities 
and encourages both prospective and current employees to discuss potential accommodations with the 
employer.
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