CITY ADMINISTRATOR
SALARY: $84,032 TO $106,392

WELCOME TO HAWLEY, MINNESOTA!
The City of Hawley is a community of 2,228 residents in
west central Minnesota. Located at the intersection of
the Buffalo River, U.S. Highway 10, and the Burlington
Northern Santé Fe Railroad, the City of Hawley has a
unique advantage in providing small town character
with a quality education system and easy access to both
rural recreational opportunities as well as urban
amenities. Hawley is conveniently located in between
Moorhead and Detroit Lakes. Just 20 minutes to either
City, Hawley provides a short commute to the regional
centers of Fargo-Moorhead or Detroit Lakes. Hawley
retains its small-town roots, hometown identity, and
friendly neighborhood atmosphere.
Hawley’s active volunteer groups provide for
many events that enhance the quality of life for
all members of the community. These groups
include Women of Today, Jaycees, Lions,
American Legion & Auxiliary, Community Club,
4-H, Golden Riders, Scouts, Police Reserves,
church groups, and more.

One of the main attributes of Hawley is its smalltown atmosphere. Hawley is characterized by
undulating, hilly topography with open farmland,
the historic downtown core, the U.S. Highway 10
business district, and residential neighborhoods
with tree-lined streets. The visual effects of the
agricultural component to the local economy
contribute to the small-town impression. The City
of Hawley has begun to see more investment in
its downtown core with several redevelopment
projects in recent years.
Hawley businesses provide everything you need: auto sales and
service, barber and beauty shops, two banks, construction and
manufacturing, convenience stores, daycares, Super Valu Grocery, two
pharmacies, florist, four restaurants, Sanford Medical Center, two
dental offices, photography and video production, insurance and
financial planning, hotel, airport, ag services, variety store, and more.
Recent additions that have stimulated residential and economic
growth are: Hefty Seeds, Davis Tire, Hartford Street Apartments,
AmericInn, Forterra Concrete Products, Dollar General, Living Good
Pharmacy, RDO Equipment, and Historic Garrick Theater.

EDUCATIONAL OPPORTUNITIES
Hawley Independent School District No. 150
provides educational facilities to approximately
990 students ranging from grades K-12. Preschool is available during the school year as well
as adult education programs. Students in grades
K-6 attend Hawley Elementary School, while
students in grades 7-12 attend Hawley High
School.
Hawley Public Schools recently completed an
$11.6 million addition and remodeling project. The
High School added three new classrooms,
doubled the size of the Agriculture Shop, and
updated the HVAC system. Hawley Elementary
School added six new classrooms, a 2-plus court
field-house with an elevated walking track, new
locker rooms, a new music room, and they
updated the HVAC system. The playground area
and Athletic Complex were also expanded and
updated.
The school district currently employs 72 teaching
staff, 3 Administrators, and 59 support staff, with
a budget of $11,391,107.

HEALTHCARE
The City of Hawley has one medical clinic, one assisted living facility, and two dentists available
within City limits. Services provided at the Sanford Hawley Clinic include family and internal
medicine, laboratory services, immunizations, and more. The nearest hospital is also part of
Sanford Health and is located in the City of Fargo, North Dakota, approximately 30 miles to the
west.

RECREATION AND EVENTS
Hawley has a number of parks, open spaces,
and other community amenities. The City has
the highest percentage of park land within city
limits of all communities in the region.

Westgate Park is Hawley’s destination park
and provides a variety of playground
equipment, picnic shelters, a walking path, an
ice-skating rink, and a warming house.

The Hawley Golf and Country Club is open to
the public and is well known in the area as an
affordable, enjoyable, and friendly place to
play golf. With its mature trees, rolling hills,
and proximity to the Buffalo River, the 18-hole
course is suitable for all skill level golfers.

Riverbend Park offers playground equipment,
a disc golf course, and a walking bridge over
the Buffalo River.

The Hawley Community Center is used to hold
public, civic, and private events and activities.

The baseball diamond and quad softball
complex are used by the Hawley School
District for school teams and other community
education/summer recreation activities.
The Hawley Rodeo Grounds, near the softball
complex, features two rodeo performances
each year during Hawley Rodeo Fest. Dating
back to 1960, the Hawley Rodeo celebrates the
community and ProRodeo contestants.

Folks can also find fun at the Hawley School
District Swimming Pool. The community
values its ability to use the pool for fun and
swimming lessons during the summer
months.

THE ORGANIZATION

The City of Hawley is governed by a City Council consisting of the Mayor and four elected Council
members. Council members are elected at large to serve overlapping four-year terms.
The City employs 20 full time and two part time personnel. Departments and services provided
by the City include administration, public works, deputy registrar, municipal electric and natural
gas, parks and recreation, an off-sale municipal liquor store, the municipal garbage collection
system, and a municipal airport. Five full time officers make up the Police Department. The
volunteer Fire Department is staffed by 26 volunteer firefighters.
The City’s stable financial performance, strong management, and strong budgetary performance
is evidenced by its AA rating as assigned by S&P Global Ratings.
2021 Adopted

2022 Adopted

General Government

282,372

292,609

Public Safety

781,911

802,531

Streets and Highways

388,050

392,065

Health - Vector Control
Culture and Recreation
Economic Development
Debt Service Principal
Interest and Fiscal Charges
Capital Outlay
TOTAL EXPENDITURES

20,200
222,621
152,000
683,000
86,216
$2,616,370

28,200
232,413
178,222
907,000
118,853
$2,951,893

ORGANIZATIONAL STRUCTURE

CORE DUTIES OF THE POSITION

▪ Develops, implements, enforces and evaluates all policies established by the City Council and
Public Utilities Commission. Drafts City ordinances, resolutions, and policies for City Council
approval. Develops and issues all administrative rules, regulations, and procedures necessary to
ensure the proper functioning of all departments and offices within the City.
▪ Collaborates with City departments and Department Heads to coordinate services and to ensure
compliance with applicable laws, regulations, rules, policies, and ordinances.
▪ Directly supervises all Administration Department personnel. Manages recruitment process.
Recommends hiring, promoting, demoting, and discharging of employees. Orients and trains staff.
Assigns and evaluates work of staff. Conducts employee meetings. Provides coaching and
feedback and evaluates staff performance. Determines and approves work schedules. Handles
grievances and resolves staff conflicts and concerns.
▪ Manages department operations and services, effectively allocates resources, and updates City
policies and procedures at the direction of the Council.
▪ Prepares, recommends, maintains, and monitors the annual budget.
▪ 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.
▪ Provides complex administrative assistance to the City Council. Confers with the City Council on,
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.
▪ Administers the functions of zoning, annexations, subdivisions, variances, coordination of the
development and redevelopment review process, platting, extraterritorial platting, and similar land
use requests for the City. Prepares amendments to the City zoning ordinance, subdivision
regulations, and City Comprehensive Plan. Conducts planning studies. Presents findings of fact
regarding zoning ordinance violations to the City Attorney.
▪ Prepares and/or coordinates economic development proposals and projects and attends
Economic Development Authority meetings.
▪ Facilitates City Council and Commission meetings. Prepares agendas, performs background
research, and ensures well informed and productive meetings. Prepares and arranges publication
of meeting notices and ordinances in accordance with statutory requirements and in conjunction
with City Attorney.
▪ Advises City officials, both elected and appointed. Presents findings and works with the City
Planning Commission and other community and citizen advisory groups.

DESIRED ADMINISTRATOR ATTRIBUTES
▪ A supervisor who communicates expectations to staff, builds a strong team, and empowers
staff to do their job.
▪ An individual with outstanding communication skills to keep the Council, staff, and residents
informed.
▪ An individual who helps facilitate meaningful discussions between staff and Council.
▪ An individual aware of the City’s resources and assets and willing to use them to the City’s
advantage.
▪ An individual who will actively engage with the community and network with other leaders.
▪ An individual who is knowledgeable about city government and acts professionally.
▪ An individual with economic development experience to routinely check in with business
owners, assist with starting up a Chamber, and help the City grow and prosper.
▪ An individual with zoning and municipal airport knowledge and experience.
▪ A people person that easily builds trusting relationships and that will collaborate with others
to address pressing issues and create opportunities.
▪ A proactive leader who takes initiative and can act independently in pursuit of Council goals.
▪ An individual who holds staff accountable, can effectively assess department performance,
and can build an organizational culture of responsibility and performance.
▪ An honest and transparent individual with high integrity and a strong work ethic.

DESIRED ADMINISTRATOR ATTRIBUTES – CONT’D

▪ A leader that will challenge staff to think outside the box and encourage new more efficient
ways of doing things.
▪ An individual with human resources experience to assist departments heads.
▪ An organized individual who can work in a small office doing a variety of tasks which, at times,
may include providing front desk customer service, putting together packets, etc.
▪ An individual with a good network who is not afraid to ask questions, listen, learn, seek advice,
and request assistance.
▪ An individual skilled in simplifying complex topics, presenting all the available options, and
making a recommendation to the Council and/or residents.
▪ An individual that has a succession plan to address the pending retirements of key City staff.
▪ An individual that understands government while recognizing some departments operate on
private sector principles.
▪ An easy-to-approach individual that recognizes the impact of budgetary decisions on
taxpayers.
▪ Somebody with knowledge and experience working with MN Statutes, members of the State
Legislature, League of MN Cities (LMC), and other City related authorities and agencies.
▪ A strong manager who will share the Council’s vision for the City and promote it.
▪ An individual whose decision making includes seeking the input of department heads.
▪ An individual who has a good understanding of electric/gas and water/sewer utilities.
▪ An individual aware of technology trends and how it might make the organization more
efficient.

POSITION ANNOUNCEMENT
CITY: Hawley, Minnesota
POSITION: City Administrator
SALARY: $84,032 to $106,392
APPLICATION DEADLINE: 9/20/2022

JOB SUMMARY: The City Administrator performs responsible administrative,
planning/development and supervisory work coordinating and directing the general
direction of City government operations. Identifies community/City projects, goals, and
priorities and seeks to find solutions including financing, project management and
liaison to residents, boards/commissions, and community groups.
MINIMUM QUALIFICATIONS: Bachelor’s degree in Public Administration, Accounting,
Finance, or related field, and a minimum of two years’ experience and/or training, or
equivalent combination of education, training, and experience. Preferred qualifications
include experience in municipal budgeting and accounting procedures, experience in
supervision and human resources, and knowledge and/or experience in zoning and city
development.
APPLY: Visit https://daviddrown.hiringplatform.com/120073-hawley-cityadministrator/424088-application-form/en and complete the application by September
20, 2022. Finalists will be selected on October 17, 2022, and final interviews will be held
on November 16, 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 Avenue
Wayzata, MN 55391

Phone: 612-920-3320 x116
Fax: 612-605-2375
pat@daviddrown.com
www.ddahumanresources.com

