City Administrator

Salary Range: $78,166 to $104,208

POSITION PROFILE

Pelican Rapids, Minnesota

Pelican Rapids is the destination of choice for individuals and families in search of a
healthy community. We strive to grow our local economy, recreation, tourism, and
housing options. We embrace all ethnic and cultural backgrounds by supporting efforts
that make Pelican Rapids a welcoming place to work, live, vacation, and retire.
The City of Pelican Rapids, Minnesota, has a proud history dating back 150 years. The village was platted
in 1872 and incorporated in 1883. Pelican Rapids is located in the northwest part of Otter Tail County
between Detroit Lakes to the north and Fergus Falls to the south. It is the 3rd largest city in the county.
Pelican Rapids experienced rapid growth in its first few decades, reaching a population of more than
1,000 residents by the 1900 census. Over the last 100 years, the City has experienced slow and steady
population growth. Today, Pelican Rapids is home to a diverse population of 2,577 residents. There are
5,000 new housing units planned in the County by 2025 to accommodate the growth of the area.
The City’s demographic characteristics and economic base have changed considerably. Originally, the
area depended on agriculture, with numerous small farms dotting the countryside. Over the years, the
dependence on agriculture has broadened to include processing of farm products, notably turkeys. At
the same time, growth has been enjoyed in tourism and a variety of other industries - heavy
manufacturing, electronics, wood products, precision machining, etc. Some of the City’s major employers
include Hormel (West Central Turkeys), Lake Region Electric Coop, School District 548, and Pelican Valley
Health Center.
Pride is reflected in every aspect of the community: businesses, churches, educational systems, civic
groups and volunteerism. The community builds on its successes by working cooperatively and making
positive change happen. In every endeavor, a safe, vibrant, cooperative, and welcoming community is
evidenced by mutually respected new and existing members.
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Education & Healthcare

Educational Opportunities
Students of Pelican Rapids are afforded quality education through the Pelican Rapids Public School
District. With over 900 students in PreK-12th grade, the District is comprised of an elementary school
(PreK-6th grade) and a high school (7th-12th grade). Viking Elementary is proud to be a Minnesota
School of Excellence, and Pelican Rapids High School consistently has graduation rates above the state
average. Pelican Rapids Public Schools is ranked #3 in diversity only behind Minneapolis and St. Paul.
Over 15 languages are spoken within the District.
The District appreciates the support it receives from the community. Residents support referendum
levies, school volunteerism is high, and the local businesses take pride and interest in the schools.

Healthcare
Essentia Health St. Mary’s – Pelican Rapids Clinic is
an outpatient department of Essentia Health St.
Mary’s – Detroit Lakes. In addition to providing
primary care for the whole family, they also offer a
wide range of specialty care services including
Diabetes Education, Gynecology/Obstetrics, Lab and
Imaging, Midwifery, Counseling and Psychiatry,
Orthopedics and Sports Medicine, Podiatry, and more.

Sanford Health Pelican Rapids Clinic is an outpatient
facility that is part of the Sanford Health system, the
largest rural health system in the United States. The
Clinic provides a spectrum of health care services
including family medicine, general surgery, internal
medicine, laboratory and radiology service,
obstetrics/gynecology, and much more.
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Recreation & Events
The community of Pelican Rapids boasts enormous natural beauty
in its sweeping fields, rolling hills, and plentiful pristine lakes
making the City a popular tourist destination. It is located on the
Pelican River which starts at Little Floyd Lake in Becker County
and eventually empties into the Otter Tail River near Fergus Falls.
Kayaking will be accessible on the river following the upcoming
street and dam project. Whether you want to swim, fish, boat, or
simply relax on the shore, the lakes are a way of life here.
Historical monuments bring the rich local history to life, and the
“flock” of pelican statues scattered throughout the area adds to
the town’s rich arts scene. City parks and recreation provide
entertainment and activities throughout the year. You can enjoy a
scenic lake view drive down Highway 108 to reach nearby
Maplewood State Park with its camping sites, hiking trails, and
breathtaking views throughout its 9,250 acres. The Heart of the
Lakes Trail provides an exciting pedestrian connection between
the two cities. The Trail expands multi-modal transportation and
recreation access to vital recreation and employment sites in
Otter Tail County.
The “world’s largest pelican” is no doubt the most photographed
object in Pelican Rapids and continues to be a draw at the base of
the Mill Pond Dam along the Pelican River in downtown Pelican
Rapids. The 15½ foot steel and plaster symbol was erected in
1957, but didn’t receive its name, “Pete,” until much later in a
contest sponsored by the Pelican Rapids Area Chamber of
Commerce.
Pelican Rapids hosts a variety of community events and festivals
throughout the year that offer fun and fellowship to its residents
and visitors.
Put on by the Pelican Rapids Multicultural Committee, the
International Friendship Festival is held in June and offers a food
and entertainment experience featuring performers from six
different cultures and ethnic food samples from the native
countries of Pelican Rapids residents.
Pelican Fest, held in July, features three fun filled days full of
parades, turkey barbeques, bingo, and many other fun activities
for the whole family.
Celebrating its 25th anniversary this year, Oktoberfest is a popular
festival featuring a Stop & Shop, events at the local pumpkin
patch, live music, a tailgate party, and more.
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The Organization

The City of Pelican Rapids is governed by a City Council consisting of a Mayor and four Council members.
The City Council is the governing body in matters of the City’s policies, concerns, and needs. Assisting
the City Council in the decision-making process is the City Administrator who oversees the operation of
all City departments. Issues and concerns from the general public or City staff are directed to the City
Administrator. Also assisting the City Council are various committees, boards, and commissions which
are made up of citizens appointed by the Mayor and confirmed by the Council. These groups are advisory
bodies to the Council that make recommendations to the Council concerning needs based on findings of
fact.
The City employs 16 full time staff and 8-16 part time staff (depending on the season).
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The Organization – Cont’d
2021

2022

General Government

266,790

382,105

Public Safety

600,735

630,710

Streets and Highways

296,600

303,200

Sanitation

0

0

Human Services

0

0

Health

31,000

31,000

Culture and Recreation

474,850

488,440

600

600

Economic Development

78,000

68,000

Miscellaneous Current Expenditures

73,800

73,800

Debt Service – Principal

17,500

17,500

Interest and Fiscal Charges

2,400

2,200

0

0

125,050

94,550

Other Financing Uses

0

0

Transfers to Other Funds

0

0

$1,967,325

$2,092,105

Conservation of Natural Resources

Streets and Highways Construction
Capital Outlay

Total Expenditures
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Core Duties of the Position
⚫

⚫

⚫

⚫

⚫

⚫

⚫

⚫

⚫

Communicates City Council policy to all departments on a timely basis through department head
meetings. Communicates official plans, policies and procedures to staff and the general public.

Confers with citizens, City Council, Economic Development Authority, Planning Commission, Park
Board, Library Board, Airport Committee and department heads to determine operational
performance, goals and objectives.
Manages and coordinates all departments and boards of the City to achieve goals within available
resources; plans and organizes workloads and staff assignments; trains, motivates and evaluates
assigned staff; reviews progress and directs changes as needed.
Maintains harmony among workers and resolves grievances; performs or assists subordinates in
performing duties; adjusts errors and complaints.
Assures that assigned areas of responsibility are performed within budget; performs cost control
activities; monitors revenues and expenditures in assigned area to assure sound fiscal control;
prepares annual budget requests; assures effective and efficient use of budgeted funds, personnel,
materials, facilities, and time.
Administers city code and coordinates City Council policy development by reviewing ordinances,
regulations, etc. to ensure they meet the needs of the City and recommends, clarifies and advocates
changes or new ordinances, policies and regulations.
Provides leadership and direction in the development of short- and long-range plans; gathers,
interprets, and prepares data for studies, reports and recommendations; coordinates department
activities with other departments and agencies as needed.

Provides professional advice to the City Council and department heads; makes presentations to
councils, boards, civic groups and the general public.
Develops/monitors and reviews administrative policies and procedures to ensure compliance with
local, State and Federal policies, procedures and regulations. Files state and federal grants for transit
and aeronautics and others as appropriate.
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Core Duties – Cont’d
⚫

⚫

Coordinates activities of the City Council including coordinating the preparation of agendas, drafts
correspondence, provides information of activities and developments which may affect the City,
performs liaison activities between the Council and citizens, boards and others. Prepares a variety of
studies, reports and related information for decision-making purposes.
Assists Department Heads in the process to hire, promote, discipline and discharge all city employees,
except Department Heads, and recommend such action to the City Council.

⚫

Works with the City Attorney to plan and supervise legal activities.

⚫

Monitors, researches and lobbies legislation that may affect the City.

⚫

Attends all meetings of the Council at which attendance may be required by the Council.

⚫

⚫

⚫

⚫

⚫

Oversees preparation and submits an annual General Fund budget to the Council including Police,
Parks, Streets, Administration; obtains input from Department Heads; and keeps Council informed of
the financial condition of the City and recommends action as appropriate. Reviews the Library
Board’s funding request and proposed budget and makes recommendation to Council.
Oversees preparation and submits annual Water, Wastewater, and Liquor Store budgets to the
Council; obtains input from the Department Heads; and keeps the Council informed of the financial
condition of the Water, Wastewater, and Liquor Store Departments and recommends action as
appropriate.

Reviews and/or performs rate studies; makes recommendations to Council on rate changes for Water
and Wastewater Departments.
Oversees administrative portion of all improvement projects; reviews plans and specifications,
advertisement for bid notices, contracts, pay requests, change orders, etc., returns bid bonds,
prepares assessment hearing notices, correspondence, assessment roll, certifications, resolutions,
etc.
Performs other duties and assumes additional responsibilities as apparent and as directed by the
Mayor and City Council to ensure efficient operation in all areas of city government.
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Desired Attributes
⚫

A good listener and strong communicator with the Council, staff, residents, contractors, business owners,
etc.

⚫

A civic minded individual involved in and concerned for the Pelican Rapids community.

⚫

A team player that can collaborate and work through challenges while bringing groups together.

⚫

An individual that can facilitate discussion and informed decision making.

⚫

A leader that has a vision and defines the role of others in achieving that vision.

⚫

An individual familiar with local government operations, departments, and positions.

⚫

An individual who has experience working with Councils, committees, and the public.

⚫

⚫
⚫

An individual with knowledge and experience in economic development, grant writing, finance/budgeting,
and planning.
An individual that is approachable, has good people skills, and will interact with the public.
A supportive manager who gathers input, is available, willing to go to bat for staff, organized, takes
initiative, and delegates work to maximize effectiveness.

⚫

A skilled project manager who can initiate, monitor, troubleshoot, and advance projects to completion.

⚫

An honest individual with integrity who is transparent, hard-working, and positive.

⚫

An individual with a background in business and/or local government.

⚫

⚫
⚫

⚫

⚫
⚫

An outstanding public speaker who is able to research, summarize, and present information to the Council
with good, sound recommendations.
An independent thinker who prefers to collaborate with others but is assertive when necessary.
A good, calm manager who has a clear set of expectations for staff, empowers them to do their job, and is
willing to assist when needed.
Strong financial management background including a basic understanding of accounting and budgeting
and able to read and interpret various financial reports.
A strong understanding of information technology and the ability to troubleshoot problems.
An individual with experience and knowledge in how to attract the needed development and increase
available housing within the community.

⚫

A creative, relationship building individual that values communication with local businesses, EDA, and EDC.

⚫

An individual able to address and advise on human resource issues.

⚫

An individual that has experience working with and retaining staff in a police department.

⚫

⚫

Somebody who is a quick learner and independent thinker, able to grasp complex situations and determine
needed plan of action.
An individual familiar with ordinances and the role they play in helping manage the City.
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City Projects & Goals
⚫

Determination of what to do with the Senior Citizen Center.

⚫

Consideration of hiring an economic development position.

⚫

Consideration of improvements to the swimming pool.

⚫

Upcoming significant street project impacting the business district.

⚫

Dam project – replacement of the Pelican Rapids Dam with a constructed fish passage to provide
recreational opportunities, safety against dam failure, restoration of critical habitats for aquatic species,
and improved visual aesthetics.

⚫

Determination of options for what to do with City Hall.

⚫

Determination of options for the use of the second floor of the current City Hall.

⚫

Plans for a River Walk.

⚫

Examination of the need for more restaurants and exploration of options for fulfilling that need.
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Position Announcement

City: Pelican Rapids, Minnesota
Position: City Administrator
Salary: $78,166 to $104,208
Application Deadline: 9/14/2022
Job Summary: The City Administrator oversees the operation of all City departments and handles
issues and concerns from the general public or City staff.

Minimum Qualifications: Bachelor’s degree in Public Administration, Political Science, Business

Management, Economics, Finance, or closely related field, two years as a City Manager/Administrator or
as an Assistant City Manager/Administrator in a comparable City, and/or equivalent government or
business management experience of at least two years, or an equivalent combination of education and
experience.

Apply: Visit https://daviddrown.hiringplatform.com/116070-pelican-rapids-city-

administrator/403495-application-form/en and complete the application process by September 14,
2022. Finalists will be selected on October 11, 2022, and final interviews will be held on November 2,
2022.
Please direct any questions to Pat Melvin at pat@daviddrown.com or 612-920-3320 x116.
DDA Human Resources, Inc.
Wayzata Office
3620 Northome Ave
Wayzata, MN 55391
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Phone: 612-920-3320 x116
Fax: 612-605-2375
pat@daviddrown.com
www.ddahumanresources.com

