CITY ADMINISTRATOR/FINANCE OFFICER
SALARY: $70,000 TO $90,000

WELCOME TO RICHMOND, MINNESOTA!

Richmond, Minnesota, is a community situated in west central Stearns County, adjacent to Highway 23 and
just 12 miles west of Interstate 94. The City is approximately 70 miles from the Minneapolis/ St. Paul
metropolitan area and just 15 minutes southwest of St. Cloud. Richmond is a community rich in heritage
and strong in small town values. The small-town feel is a high priority to its residents. The community is
incredibly clean. Housing options include first time family homes, higher-end homes, retirement patio
homes, assisted living and memory care, and multi-family housing. You will find the residents of Richmond
are close knit and genuinely care about each other’s well-being. The City takes great pride in its parks and
trails, terrific fishing, sporting events, and its down-home feel.
Richmond has a history as rich as the soils of the low-lying hills and flat farmlands its German ancestors
cultivated near the scenic Sauk River and recreational gem known locally as the Horseshoe Chain of Lakes.
The small-town atmosphere is created by approximately 2,000 people and features quality educational
opportunities, abundant open spaces & recreational facilities, a quaint downtown, updated utilities, a welleducated labor force, and room to grow.
Richmond enjoys all the amenities of a booming metro area while retaining its genuine small-town
character and friendliness. As an integral part of one of the state’s fastest growing areas, Richmond features
a healthy economy and steady growth.
Richmond supports a number of service organizations including the Richmond Economic Development
Authority, Civic and Commerce, Arts and Music Council, American Legion, Lions Club, Scouting, and
Snowmobile Clubs.

EDUCATIONAL OPPORTUNITIES

Residents of the Richmond area are proud to be part of a fine school district with both public and parochial
schools. ROCORI is a highly regarded public school system with sites in the communities of Rockville, Cold
Spring, and Richmond, Minnesota. Three elementary schools along with three parochial schools provide a
strong academic base for the middle and senior high settings. Richmond Elementary is home to
approximately 130 K-5th grade students within the ROCORI School District. In 2020, Richmond Elementary
was one of eight schools in Minnesota selected as a National Blue Ribbon School by the U.S. Department of
Education. Saints Peter and Paul Catholic School, with an attached 60-child capacity daycare center,
provides private school education to students in grades K-5.
Richmond is near the College of St. Benedict and St. John’s University. The College and University were
founded by Benedictine religious communities and enjoy exceptionally strong reputations. Located just
minutes away in St. Cloud are several more institutions of higher learning including St. Cloud State
University, St. Cloud Technical College, Rasmussen College, Regency Beauty Academy, and the Model
College of Hair Design. Several other educational institutions including Concordia University offer access to
classes in the St. Cloud area.

HEALTHCARE

The City of Richmond is just minutes from the St. Cloud Hospital, part of CentraCare Regional Health
System. Locally, the City features one medical clinic staffed with a team of healthcare professionals
providing primary care with convenient access to specialty medicine.

RECREATION & EVENTS
Richmond is a quiet, safe, rural community on the Horseshoe Chain
of Lakes, where its residents enjoy its pristine network of City parks,
weekly Farmer’s Market, meat raffles, an ever-growing biking and
walking trail system, sparkling waterways, block parties, amateur
baseball, community celebrations, and much more.
The City’s parks, recreation, and trail system are outstanding. Nature
Park offers rustic river fishing and picnic opportunities. Centennial
Park, an eight-acre park, is home to two baseball diamonds, soccer
fields, bathrooms, kitchen, volleyball and soon-to-be pickleball
courts, and a bandshell for the summer weekly series “Music in the
Park.” Richmond Royal Park is home to many amateur baseball
tournaments, maintained by the baseball association. The Richmond
Lions Park is a public/private partnership and provides beach access
to a private lake for area residents. The Richmond Lions have been a
strong partner with the City and an advocate for families in the
community. As a result, the Lions have built and donated parks and
playground equipment throughout the community. The American
Legion is also regularly active in the community and have dedicated
their efforts to the beautification of Saints Peter and Paul Catholic
Church Cemetery and Centennial Park. The recent additions of a dog
park and the Rich-River Nature Park have become local favorites.
The Richmond area is known locally for great access to a variety of
surface waters. The Horseshoe Chain, with 40 lakes in a 10-mile
radius of Richmond, offers fun and relaxation for the entire family.
The area also provides ample opportunities for hunting, camping,
fishing, water skiing, golfing, and other outdoor fun. The lakes bring
out-of-state visitors who, in turn, bring a nice vibe to the local
business community.
For those who like to hike and bike, be sure to enjoy Richmond’s
Glacial Lakes trail system which connects to the Rocori trail. At the
Glacial Pavilion, you will find the Blue Bike Project. The use of these
bikes is free to the public. The Glacial Lakes Trail Pavilion Committee
is kicking off a campaign offering engraved bricks to individuals,
groups, clubs, and businesses who make a donation to help build a
rest stop along the Glacial Trail as a welcome to Richmond’s pleasant
community. This rest stop will be connected to the Rocori trail which
will connect the communities of Rockville, Cold Spring, and
Richmond.
Richmond also offers events and family activities all year long
including the annual River Lake Days and winter festival
TREEmendous Night. River Lake Days brings about 5,000 people into
the community and features a parade, bands, fireworks, and more.
Other popular events include the Richmond Car Show, a Craft, Flea,
and Farmer’s Market, Sand Volleyball Tournament, and more!

THE ORGANIZATION

The Mayor and City Council are elected to make decisions on behalf of Richmond's residents. They adopt
and oversee the City's annual budget and set the annual property tax levy as one of the funding sources for
the budget. The Mayor and Council are also responsible for policy decisions ranging from land use and
development, awarding contracts, and program development.
The Mayor is elected to a 2-year term, while the Council members are elected to an alternating 4-year term.
Each Council member serves as a member of either the Planning Commission or the Economic
Development Authority. They also take on duties as a member of the Rocori Trail Board and the Stearns
County Municipal League.

The City of Richmond operates a Council-Administrator form of government. The City Administrator is
responsible for carrying out the directions of the Council majority. In this way, the Mayor and Council can
focus on "big picture" issues while they oversee the Administrator who manages the day-to-day operations
of the City.
The City has a tight knit group of staff who really work for the betterment of the community. They work well
together and are often referred to as a “second family.”
The City recently learned of the award of a
$2 million federal grant earmarked for an
upcoming street improvement project. This
fall, the City will enter a $4.5 million multiblock reconstruction street improvement
project.
The City’s $9 million wastewater treatment
plant is poised for future community
growth as it is only utilized at approximately
50% capacity.

BUDGET SUMMARY
2020

2021

2022

General Government

232,208

41,844

42,566

Mayor and Council

35,572

32,591

33,825

Ordinances/Proceedings

1,787

3,659

3,809

City Administrator

37,405

33,049

34,103

Elections

7,300

1,900

9,049

Utility Billing Clerk-Clerical

5,486

7,644

15,060

Planning and Zoning

36,226

34,828

35,721

Alcohol and Licensing

1,027

1,072

1,238

Tobacco Licensing

1,027

1,072

1,238

762

779

777

181,746

185,474

190,153

3,653

4,442

4,536

103,904

84,830

86,498

Animal Control

2,446

2,700

2,751

Public Works/General Maintenance

66,533

66,787

68,133

Highway, Streets, & Roads

162,973

110,987

112,783

Parks

98,446

101,223

108,128

Lions Park

14,887

15,528

21,417

Richmond Royals

12,769

13,357

8,796

Library

5,416

5,528

5,388

Net Total

1,011,573

749,294

785,969

Total Debt Service & TIF

1,379,670

233,693

160,961

253,628

56,469

131,031

Total Enterprise Funds

1,075,334

942,199

1,020,426

Total All Funds

$3,720,205

$1,981,655

$2,098,387

Refuse Hauler Licensing
Police Administration
Emergency Management
Fire Department

Total Capital Improvement

CORE DUTIES OF THE POSITION
ADMINISTRATION/COORDINATION
▪ Directs the administration of the City of Richmond as provided by Council action, State and Federal statutes, as
well as local ordinances and any other restrictions and/or regulations applicable to the City of Richmond.
▪ Provides the hands on, day-to-day oversight and supervision of all the activities of the various City departments
and staff and communicates all directives from the City Council to the various department heads and City staff.
▪ Monitors the performance and discharge of the duties imposed by Council action.
▪ Researches and prepares ordinances, resolutions, and other City policies for consideration by the City Council
and provides implementation and enforcement of those that are passed.
▪ Provides staff support for all City boards and commissions (agenda, information packets, coordination of
contract staff, etc.)
▪ Coordinates City programs and activities authorized by the Council.
▪ Works with consultant staff such as the City Attorney, City Engineer, etc. to provide efficient cooperative and
informative decisions relating to the City of Richmond.
▪ Reports monthly to the Council on all activities undertaken by City staff.
▪ Regularly reviews and assesses existing City codes, regulations, policies, and operations and provides the City
Council with recommendations for changes and/or improvements.

LEGAL OVERSIGHT
▪ Holds the statutory position of City Clerk in addition to
other administrative duties.
▪ Performs as the custodian of the City’s seal and
records.
▪ Serves as an official signatory for the City.
▪ Oversees and supervises the conduct of local elections
in accordance with the prescribed laws and
regulations of the State of Minnesota and the federal
government.

▪ Posts and publishes all notices, ordinances, and
proceedings of the City Council.
▪ Takes minutes and keeps a Minutes Book noting all
proceedings of the City Council.
▪ Maintains an Ordinance and Resolution Book to
record in detail all ordinances and resolutions passed
by the City Council.
▪ Maintains and enforces all contracts approved by the
City Council.
▪ Serves as a lobbyist for the City of Richmond to
federal, state, county, regional, and local and
appointed officials. Serves as a liaison between the
City and other governmental entities and
organizations.

LICENSING/REPORTING COMPLIANCE
▪ Oversees necessary licensure processes as needed
including licensing process for liquor and tobacco
licenses.
▪ Ensures compliance with statutes and policies of the
Alcohol & Gambling Enforcement Division.
▪ Oversees the filing of reports to the State including
quarterly sales and use tax returns and quarterly
building surcharge reports.
▪ Oversees the filing of necessary reports with
financial institutions.

FINANCIAL MANAGEMENT
▪ Provides administrative management for the City’s accounting and finance system.
▪ Provides financial oversight review of all invoices and purchase orders.
▪ Reviews and authorizes large capital expenditures within established financial policies.
▪ Performs or oversees accounts receivable functions including utility billing, general invoicing, mutual aid billing,
collections, and certification of uncollectible delinquencies.
▪ Performs or oversees accounts payable functions including vouchers payable, vendor records, and tax
reporting.
▪ Performs or oversees payroll function including accounting for taxes and benefits and providing and filing
required reports.
▪ Performs general ledger maintenance, account reconciliation, and fund reconciliation.
▪ Performs or oversees certification, accounting, and reconciliation for tax receipts and special assessments.
▪ Performs financial management and budgeting. Prepares and recommends annual budget with department
directors and executes compliance tracking throughout the year.
▪ Performs database administration and maintenance.
▪ Oversees assets of the City and creates and maintains investment procedures and policies.
▪ Performs as the loss control official. Implements and oversees internal controls and audit procedures.
▪ Performs analysis of liability risks and ensures compliance with regulation over insurance coverage.
▪ Provides statistical analysis and prepares complex financial analysis on various ad hoc projects.
▪ Researches and assists in applying for alternative funding sources for projects.
▪ Coordinates with outside consultants (financial advisors, grant writers, etc.)
▪ Provides financial and budgetary assistance to City boards and commissions (e.g., EDA, Planning Commission,
Parks & Recreation).
▪ Provides recommendations for capital improvement planning.

PERSONNEL MANAGEMENT &
HUMAN RESOURCES
▪ Oversees and coordinates the administration of all
departments in City government including
personnel, equipment, utilities, and facilities to
ensure adequate service is provided to the
citizens.
▪ Makes recommendations to the Council relating
to the hiring or termination of City staff, wages,
benefit programs, hours, and employee issues.
▪ Maintains an orderly and functional City office and
prepares, recommends, and implements general
office policies and procedures.
▪ Provides for the coordination and administration
of benefits.
▪ Provides for labor law and standards compliance.

COMMUNICATIONS/MEETING RESPONSIBILITY
▪ Attends and participates in all Council meetings.

▪ Communicates with, and responds to, the public and provides information in a timely and respectful manner.
▪ Attends, or designates appropriate staff to attend, meetings of the Economic Development Authority (EDA) and
other meetings held for the benefit of the City of Richmond.
▪ Attends meetings, seminars, and training events to acquire information regarding City administration or financial
matters to maintain knowledge and skills.

PUBLIC SERVICE AND INFORMATION RESPONSIBILITY
▪ Coordinates and provides information to the City Council to effectively administer City affairs and to keep the
Council informed of issues and concerns relating to administration of the City’s government.
▪ Provides information and input regarding the recommendation of policies and procedures that will further the
goals of the Council and that will improve the day-to-day administration of the City of Richmond as well as
improve the effectiveness of the City government.
▪ Act as Public Information Officer for the City of Richmond.
▪ Maintains the distinction between private and public data as defined by all laws of the State of Minnesota as
well as all federal laws and regulations including the Data Privacy Act.
▪ Prepares reports, summaries, documentation and/or other data regarding municipal projects, improvements,
planning concerns and issues, and other matters relating to local improvements and City projects as may be
required for the Council to study and take further action.
▪ Develops public relations materials and sends out news releases as required in order to maintain positive public
relations with the general public as well as the City staff.
▪ Consults and discusses matters with appointed officials and with other public or private agencies as required or
directed.
▪ Maintains and updates the City’s website.

OTHER
▪ Provides oversight of the City’s information technology systems and assets.
▪ Performs as ex-officio member of the Firefighter’s Relief Board of Directors.
▪ Performs other related duties and responsibilities established as required of the City Administrator/Finance
Officer as established by ordinance or resolutions adopted by the City Council or as delegated by the City Council
or are apparent as being under the purview of the position.

DESIRED ATTRIBUTES

▪ Chooses to approach life with an open mind and can bring an external viewpoint to the organization.
▪ As the CEO of the organization, demonstrates a strong desire to ensure all staff members are
successful in their role. Leads others so they can lead yet hold others accountable in meeting Council
goals.

▪ Demonstrates the ability to solve problems and educates others on how to accomplish their goals.
▪ Personable, works well with others, and demonstrates tactful authority when faced with competing
interests and demands that are not in the best interest of the community.
▪ Driven; sees the big picture and pushes forward even with occasional pushback.
▪ Has good knowledge of the public sector and a general business background. Fund accounting and
public administration experience are preferred.
▪ Enjoys being out in the community and being seen. Responds to and follows through on citizen
inquiries.
▪ Earns trust of Council and staff; works well across all lines and appropriately utilizes professional staff.
▪ Well versed in applying for City grants (or knowing the right people to contact regarding grants).
▪ Strong interest in community development and has some human resource skills.

PROJECTS/INITIATIVES/GOALS
▪ Be ready to hit the ground running! Richmond has room to grow!
▪ Be an active partner in finding ways to expand and grow the community with the goal of lowering taxes
and utility fees.

•
•
•

Explore annexation on the south side of State Highway 23 to allow the City to expand sewer and
water services.
Expand and grow the business and industrial community.
Attract a developer at the former Aho development to expand residential housing options.

▪ Be ready to jump into three construction projects:

•
•
•

A $4-4.5 million street reconstruction project (partially funded by a $2 million federal grant).
Construction is to begin late 2022 and finish in 2023.
A Pickleball Court construction project (partially funded by a matching grant from the DNR) at
Centennial Park. The Pickleball Court Association will assist in the project; City will maintain the
courts. Construction is to begin late 2022 and finish in 2023.
Take an active role in the expansion of the Rocori Trail with plans to connect Rockville and Cold
Spring.

▪ Begin planning and community outreach in preparation for the next 5–7 year street reconstruction
project.
▪ Continue the momentum in finding occupants for the new 58-acre Business Park. The goal is to add
seven properties in five years. As of June 2022, two purchase agreements have been signed.
▪ Continue to promote and utilize the City’s new branding to establish Richmond’s identity as an outdoor
recreational community.
▪ Look at space study for City Hall and Fire Hall. Actively fundraise for or assist the Fire Department in
applying for grants.
▪ Include routine maintenance of the streets in the CIP and annual budget process.
▪ Strive to build relationships with area businesses and residents. Explore avenues for open
communication to achieve transparency and buy-in from stakeholders including developing a new City
website.
▪ Be a part of the conversation to merge the Township and City Fire Departments and explore creative
recruitment and retention tactics.

POSITION ANNOUNCEMENT

CITY: RICHMOND, MINNESOTA
POSITION: CITY ADMINISTRATOR/FINANCE OFFICER
SALARY: $70,000 TO $90,000
APPLICATION DEADLINE: AUGUST 3, 2022
JOB SUMMARY: Provides overall planning, direction, coordination, and administration of city
operations as well as financial management, budgeting, and accounting operations consistent with the
goals, objectives, and policies approved by the City Council to ensure quality municipal services are
provided to the citizens. Provides supervision of all City employees and activities.

MIMINUM QUALIFICATIONS: Bachelor’s degree in Public Administration, Accounting, Finance,
Business Administration, or related field, and a minimum of five years of administrative experience if no
bachelor’s degree or three years of professional experience if in combination with a bachelor’s degree.
Prior experience should include finance/accounting experience, supervisory experience, and municipal
experience. Minnesota Certified Municipal Clerk training/certification is preferred.

APPLY: Visit https://daviddrown.hiringplatform.com/111350-richmond-city-administrator-financeofficer/380683-application-form/en and complete the application process by August 3, 2022. Finalists
will be selected on August 24, 2022, and final interviews will be held on September 15, 2022.
Please direct any questions to Liza Donabauer at liza@daviddrown.com or 612-920-3320 x111.

DDA Human Resources, Inc.
Waconia Office
P.O. Box 534
Waconia, MN 55387

Phone: 612-920-3320 x111
Fax:612-605-2375
liza@daviddrown.com
www.ddahumanresources.com

