Becker City Council Meeting
Becker City Hall
5:00

March 15, 2022

1. Call to Order
2. Pledge of Allegiance
3. Minutes – March 1, 2022 Regular Council Meeting
Minutes – March 1, 2022 City Council Executive Session
4. Changes to Agenda
5. Approval of City Council Agenda
6. Becker Police Department 2021 Annual Report – Brent Baloun
7. Guests and Open Forum

(Up to 5 speakers allowed for up to 3 minutes each – no Council response or
action is given to open forum comments other than possible referral to City
Staff or a City Board / Commission)
A. Great River Regional Library Annual Presentation – Jeannette Burkhardt

8. Committee Reports
Personnel Committee, Public Works Committee, EDA
9. Board, Committee, and Consultant Reports
A. Job Classification and Compensation Study Acceptance and Implementation
– Julie Blesi
Resolution 22-17
B. Pebble Creek Lower-Level Clubhouse Remodel – Josh Kuha
10. Consent Agenda
11. Payment of the Bills

12. Adjourn

SCHEDULE OF MEETINGS, CANCELLATIONS, OFFICE CLOSINGS AND SPECIAL EVENTS
All Meetings are held at Becker City Hall unless otherwise noted.
Becker City Hall
12060 Sherburne Ave SE
Becker MN 55308
5:30 PM

Monday, March 14, 2022

EDA

5:00 PM

Tuesday, March 15, 2022

City Council Regular Meeting

6:00 PM (APPROXIMATE TIME)

Tuesday, March 15, 2022

City Council Executive Session

5:00 PM

Thursday, March 17, 2022

Budget & Finance Committee

6:00 PM

Thursday, March 17, 2022

Beyond the Yellow Ribbon

9:00 AM

Friday, March 18, 2022

5:00 PM

Monday, March 21, 2022

City Council Workshop – Presentation of
City Administrator Candidates
Joint Powers Fire Board @ Fire Hall

5:00 PM

Monday, March 21, 2022

Parks & Rec Commission @ BCC

10:00 AM

Tuesday, March 22, 2022

Golf Committee @ PCGC

7:00 PM

Tuesday, March 22, 2022

Joint Planning Board @ Township Hall

6:00 PM

Monday, March 28, 2022

Planning Commission

5:00 PM

Tuesday, April 5, 2022

City Council Regular Meeting

6:00 PM (APPROXIMATE TIME)

Tuesday, April 5, 2022

City Council Executive Session

6:00 PM

Thursday, April 7, 2022

Local Board of Appeals and Equalization

9:00 AM

Friday, April 8, 2022

Personnel Committee

5:30 PM

Monday, April 11, 2022

EDA

9:00 AM

Wednesday, April 13, 2022

Public Works Committee @ Public Works

FRIDAY, APRIL 15, 2022 – CITY OFFICES CLOSE AT 12:00 PM IN OBSERVANCE OF GOOD FRIDAY
5:00 PM

Monday, April 18, 2022

Joint Powers Fire Board @ Fire Hall

5:00 PM

Monday, April 18, 2022

Parks & Rec Commission @ BCC

5:00 PM

Tuesday, April 19, 2022

City Council Regular Meeting

6:00 PM (APPROXIMATE TIME)

Tuesday, April 19, 2022

City Council Executive Session

5:00 PM

Thursday, April 21, 2022

Budget & Finance Committee

6:00 PM

Thursday, April 21, 2022

Beyond the Yellow Ribbon

PLEASE NOTE THESE MINUTES ARE IN DRAFT FORM AND ARE NOT TO BE PUBLISHED IN ANY MANNER
UNTIL THE CITY COUNCIL HAS REVIEWED AND APPROVED THEM FOR PUBLICATION

City of Becker
City Council Regular Meeting of March 1, 2022
The Becker City Council met in regular session at 5:00 p.m. on Tuesday, March 1, 2022, at
12060 Sherburne Avenue, Becker. Present: Mayor Tracy Bertram, Council Members Rick
Hendrickson, Mike Doering and Becky Olmscheid. Council Member Robin Dingmann was
absent. Guests were in attendance.
1. Mayor Tracy Bertram called the March 1, 2022, City Council Meeting to order at 5:00
p.m.
2. The Pledge of Allegiance was recited.
3. Minutes from the February 14, 2022 City Council Special Meeting and the February 15,
2022 City Council Regular Meeting were reviewed. Olmscheid / Hendrickson motioned
to approve the minutes. All Council Members present voted in favor of the motion. The
motion carried.
4. Doering / Hendrickson motioned to add Item 8D – Road Construction Cost Share
Agreement with Becker Township Approval to the agenda. All Council Members present
voted in favor of the motion. The motion carried.
5. Doering / Hendrickson motioned to approve the revised agenda for March 1, 2022. All
Council Members present voted in favor of the motion. The motion carried.
6. Mayor Bertram asked if there were any guests that wished to speak during the Guests
and Open Forum with no response.
7. Council reviewed committee meetings.
•

Budget and Finance Committee met on February 17th and went over the 2021
Fourth Quarter financials which were on the agenda. They also discussed shortterm financing and the compensation study.

•

Xcel Energy Advisory Board met on February 18th and each entity shared
information.

•

Golf Committee met on February 22nd and discussed the slit seeder purchase,
which was on the agenda, golf course financials which showed a big increase to
start the year. It was noted that the simulators were a big hit.

•

Parks and Recreation Committee approved Kevin Krenz to the open seat and
discussed ongoing negotiations with the Becker Athletic Association on handling
the concessions at the Becker Athletic Complex (BAC).

•

Police Management Committee met on February 25th and discussed staffing,
pepperball and the possibility of having that available for the Becker Police
Department, and statistics, which were up compared to 2020 but down from
2019. They also discussed the squad car that would be due to rotate out this
year and the possibility of using it for the lieutenant rather than disposing of it.
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•

Planning Commission met on February 28th and discussed the Fossum Fields plat
that was on the agenda and complaints and how they are handled.

•

Joint Powers Fire Board met on February 28th and discussed the process of
selling Engine #2.

8. Finance Director, Mark Ebensteiner, presented the fourth quarter financials for 2021.
Total revenues for 2021 exceeded budgeted amounts by $992,000. American Rescue
Fund relief funding of $270,000 was a significant contributor to the overage. Golf
revenues exceeded budget by $724,000; while Becker Community Center (BCC)
revenues were under budget by $118,000. The Water/Sewer/Industrial Sewer
Enterprise Funds, taken together, outperformed budgeted revenue as well by
approximately $80,000.
Total expenditures were approximately $10,000 over budget. Cost control measures
were effective in limiting the impact of COVID restrictions as the Community Center
memberships have recovered. The Water/Sewer/Industrial Sewer Enterprise Funds,
taken together, delivered under budget on expense items.
He stated that staff was currently preparing year-end reconciliation entries for the 2021
annual audit. Audit fieldwork would take place the week of March 28th.
9. Golf Course Superintendent, Jason Scharfencamp, presented a request for the purchase
of a new slit seeder for Pebble Creek Golf Course (PCGC). The slit seeder the golf
course currently used was scheduled for replacement in 2022. The current unit was
over 20 years old and no longer functioned as intended. If the purchase of a new unit
was approved, the old unit would be taken to auction. Staff received three quotes for a
new slit seeder. One of the quoted units exceeded the weight capacity of PCGC’s
tractor. Of the other two quotes, one was available now and the other one had sold out
and was not available until June or July. This was discussed at Golf Committee with a
recommendation for the slit seeder that was available now even though it was a slightly
higher quote ($22,900). The Golf Capital Improvement Plan (CIP) included $20,000 for
this item. Due to its cross utilization with Parks and BAC, the remainder of the cost
would come from those budgets. Doering / Olmscheid motioned to allow staff to place
the order with Aqua-Aid Solutions. All Council Members present voted in favor of the
motion. The motion carried.
10. City Planner, Jacob Sanders, presented the preliminary and final plats for Fossum Fields
Third Addition for approval. The preliminary plat proposed to replat five existing outlots
into 44 buildable single-family residential lots. The final plat, being processed
concurrently, would finalize the creation of nineteen of the proposed forty-four single
family residential lots. Mr. Sanders noted a change from the draft resolution on item 9
regarding the trail that was added.
A public hearing was held on February 28th at the Planning Commission meeting. Public
comment relating to the proposed trail and adjacent roadways was received and
discussed.
After a brief discussion, Doering / Hendrickson motioned to approve Resolution 22-11, a
Resolution approving the preliminary plat for Fossum Fields Third Addition. All Council
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Members present voted in favor of the motion. The motion carried.
Doering / Hendrickson motioned to approve Resolution 22-12, a Resolution approving
the final plat for Fossum Fields Third Addition. All Council Members present voted in
favor of the motion. The motion carried.
11. Public Works Director, Phil Knutson, presented a road construction cost share agreement
with Becker Township for the 153rd and 127th Reconstruction Project. Council had
accepted the plans and specifications for the project in December 2021 and supported
the project going out for bid. This agreement would commit the City to the project
should the Township award the bid. If they choose to decline the bid, this agreement
would be void. It was noted that one item (point VII) had been added. The Township
was concerned about future development impacting the road. To document the
concerns and the City plan, language was added based on language currently in the
shared roads agreement where each jurisdiction is responsible for repairs to their
respective ROW. The cost share agreement was reviewed by the City’s attorneys, and
they had no concerns. The total cost of the project was $347,795.39 with each entity
paying $173,897.70. The City would also bear the cost of a streetlight positioned at the
intersection. The light would be installed by Connexus Energy at an additional cost of
$6,010.00. Staff also added a five percent contingency to the project of just over 5
percent or $9,000 for a total cost to the City of $188,907.70. The City had budgeted
$225,000 for this project, so it was within that amount. Hendrickson / Doering
motioned to approve Resolution 22-16, a Resolution approving a cost share agreement
with Becker Township for the 153rd and 127th Reconstruction Project. All Council
Members present voted in favor of the motion. The motion carried.
12. Mr. Knutson presented a request to approve plans and specifications for County Road 53
Utility Improvements (Project #2 of the Business Park Expansion) and authorize staff to
seek bids for the project. This project included the street, sanitary sewer, force main,
watermain, and storm sewer and would connect from County Road 8 south on County
Road 53 and east to Energy Drive. The street portion was a Sherburne County project
but was being done in conjunction with the utilities to try to leverage costs, coordinate
construction efforts, and disturb the area one time. If approved, the anticipated bid
opening would be set for April 7th and brought for consideration at the April 19th City
Council meeting. This project would use proceeds from the state bond funds.
Olmscheid / Hendrickson motioned to approve Resolution 22-14, a Resolution accepting
plans and specifications for County Road 53 utility improvements (SPAP Project #2) and
authorizing staff to put the project out for bid. All Council Members present voted in
favor of the motion. The motion carried.
13. Mr. Knutson presented a request to approve a Supplemental Letter Agreement (SLA)
with Short Elliot Hendrickson (SEH) for the 2022 Business Park Main Pump Station
Improvements (SPAP Grant Project #3). This project included a new sanitary sewer line
to the Wastewater Treatment Facility (WWTF) and lift station in the Business Park for
increased capacity. The design would also look at taking two current lift stations out of
service and replacing them with gravity lines into the new larger lift station. Road
improvements were included to repair any disturbances created by the new sewer lines.
The scope of work was outside the Master Agreement for professional services currently
in place with SEH, so that created the need to capture the scope of work and costs
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associated with it in this SLA. This project was part of the direct appropriation bond,
and funding would be reimbursed from the state bonding bill. The cost for the final
design work and bidding services as detailed in the agreement were $309,300. It was
noted that this needed to be done by the end of June to be eligible for reimbursement.
Hendrickson / Doering motioned to approve Resolution 22-13, a Resolution approving a
Supplemental Letter Agreement with SEH for the business park main pump station
improvements (SPAP Grant Project #3). All Council Members present voted in favor of
the motion. The motion carried.
14. Interim City Administrator, Jeff O’Neill, presented a revised Consent Agenda consisting
of the following:
•

Hiring and Termination Reports for Becker Community Center and Pebble Creek
Golf Club

•

Resolution 22-10 reestablishing precinct and polling place

•

Combination Massage Establishment Business and Massage Therapist License
Application Approval for Kristen Lindenfelser dba Healing Spirit Massage.

•

Sherburne County Score Funding 2022 Grant Agreement

•

Imholte Farms, LLC Farm Lease Agreement

•

Sherburne County “City/Township Recycling Day Events” 2022 Grant Agreement

•

Resolution 22-15 accepting a donation from the Becker Lions Club for the
Snuffy’s Landing project

Hendrickson / Doering motioned to approve the revised Consent Agenda as presented.
All Council Members present voted in favor of the motion. The motion carried.
15. Olmscheid / Hendrickson motioned to pay the bills including checks 10299 through
10437 and 104958 through 105053. All Council Members present voted in favor of the
motion. The motion carried.
16. Mayor Bertram announced the anniversaries for the month of March:
•
•

Susan Nache, Deputy Clerk, 3 years
Marie Pflipsen, Community Development Director, 6 years

17. Mayor Bertram asked if there was anything else for the betterment of Becker with no
response.
18. Doering / Olmscheid motioned to adjourn the March 1, 2022, Regular City Council
Meeting at 5:40 p.m. All Council Members present voted in favor of the motion. The
motion carried.
___________________________________
Susan Nache, Deputy Clerk
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Executive Session February 2, 2022
Attendance: Mayor: Tracy Bertram; Council Members: Rick Hendrickson, Mike Doering, and
Becky Olmscheid, Council Member Robin Dingmann was absent; Interim City Administrator Jeff
O’Neill, City Clerk Julie Blesi, Finance Director Mark Ebensteiner, Analyst Lorrie Franz, Public
Services Director Phil Knutson, Community Development Director Marie Pflipsen, Public Works
and Parks Assistant Director Chris Lisson, Recreation and Leisure Assistant Director Josh
Kuha, Golf Course Superintendent Jason Scharfencamp, Deputy Clerk Susan Nache and Mike
Verdoorn from Gallagher.
Interim City Administrator, Jeff O’Neill called the March 1, 2022, Executive Session to order at
5:46 p.m.
Mr. O’Neill thanked all for cooperation and collaboration on the compensation study, noting he
felt it was very well done. He then introduced Mike Verdoorn from Gallagher. Mr. Verdoorn
gave a presentation on the job classification and compensation study. He went over the project
objectives, executive summary, methodology including classification study, job evaluation study
and compensation study, analysis and findings, salary structure development, salary structure
implementation, and next steps and ongoing maintenance. Council had no questions.
City Clerk, Julie Blesi said the Personnel Committee would review the study at their next
meeting on Friday. Staff would then bring to Council at the March 15th City Council meeting a
request for acceptance of the study and a request for implementation.
Next, Ms. Blesi updated Council on the City Administrator recruitment schedule. Ms. Blesi had
three items she needed direction on:
1. Charlene Stevens with GovHR wanted to meet with Council to review candidates to
determine who should be a part of the final round of interviews. Council preferred March
18th at 9:00 a.m. and said anytime on March 18th would work if 9:00 a.m. did not work for
Ms. Stevens.
2. Dates for conducting the interviews either the week of March 21st or March 28th. Council
noted March 22nd, 23rd, and 25th did not work. Council said the week of March 28th would
work best for interviews.
3. Whether Council would like staff to participate in the interview process: Yes.
Recreation and Leisure Assistant Director, Josh Kuha, presented a remodel for the Pebble
Creek Golf Club locker rooms as part of the 2022 Capital Improvement Plan (CIP). The plan
included:
•
•
•
•

Paint lower-level hallways and replace old, deteriorated ceiling tile
Frame out and install door that would convert unused shower space into storage
Convert storage room in old snack shack into club storage
Convert ladies’ showers into a bridal suite for weddings

The CIP had budgeted $25,000 in 2022. Mr. Kuha expressed his desire to bring to Council at
the next meeting a not-to-exceed approval rather than each item costed out. There was
discussion about the benefits and any concerns of each part of the plan and potential cost
overrun. The different parts of the project would be staggard to ensure staying within budget.
Staff would look into a few of the concerns such as possibly creating a larger bathroom stall for
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use with the proposed bridal suite, as well as access concerns. Mr. Kuha would present this
item at the next City Council meeting.
During the Roundtable, Council Member Olmscheid mentioned the Fire Board questioned the
alarms going off at the golf course. Mr. Kuha apologized for the issue. He said he had
discussed the issue with Silent Knight and had a meeting scheduled with them the following day
to look at the problem. In the meantime, the zone had been disabled.
With no further comments, the meeting was adjourned at 6:48 p.m.
___________________________________
Susan Nache, Deputy Clerk
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Committee Meeting
Minutes
1. Fire Board Minutes – 01/24/2022

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/08/2022

Agenda Item Description:
Annual Police Report Presentation to City Council
Originating Department / Preparer / Email / Phone:
Brent Baloun / Chief of Police / chief@ci.becker.mn.us / 763-200-4267
Attachments:
Yes

X

No

Attachments Included:
1. 2021 Annual Police Report
Consent Agenda:

Yes

No

X

Introduction / Background / Justification / Key / Legal Issues:
This is the annual report to the City Council on the Police Department’s Annual Report. You’ll find that
the report is in a similar format as in years past to keep it easier to follow and read
Of note on the statistical side: we finished slightly over budget by about $10,000; however, were up by
approximately $20,000 on the revenue side of things. Some of this overage can be attributed to costs
associated with the hiring of 6 officers since December of 2020. This would include training time,
equipment, etc. State Police Aid was down by approximately $15,000 from the previous year. As in years
past, it is always difficult to gauge as the state has not indicated a particular formula that helps indicate
amounts from year to year. A significant increase was noted in forfeitures as we received dispositions on
numerous vehicles and seized cash that was able to be disposed of.
Part I (serious crimes) saw little change other than a few more thefts but fewer burglaries reported. Part
II (less serious crimes) tend to be fairly flat from year to year. This year we observed a greater decrease
in family/children type cases due to less reports coming in from the County/State. We also had more
narcotic arrests and contacts. Traffic stops were up this past year compared to last year, but we continue
to see a high warning rate. We continue to believe that education of the public on traffic violations is far
better in most cases than a citation.
Overall, an excellent year despite numerous changes within our department roster. We have hired on
several experienced officers and promoted an officer to Lieutenant who will help to oversee and supervise
the department.
Please let me know if you have any questions related to the information contained herein.
Board Commission / Committee Action:
Police Committee has been apprised of certain statistics and information contained in the report.

Budgetary / Fiscal Impact:
None
Action(s) Requested:
1. Request to accept/approve the 2021 Annual Report would be appreciated.
Alternatives:
1. Do Not Adopt
2. Table for More Information

BECKER
POLICE DEPARTMENT
2021 ANNUAL REPORT
Submitted by:
Brent Baloun, Chief of Police

12060 Sherburne Ave, PO Box 250
Becker, MN 55308
Office: 763.200.4267 Fax: 763.261.5344
www.ci.becker.mn.us
Cover photo: A Becker Police Officer standing watch over Becker Freedom Days, June 2021.
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To the Citizens of Becker, Becker City Council and City Administrator,
It is my privilege to present to you the 2021 Annual Police Report of behalf of the staff of the
Becker Department.
Who would have thought that in 2021 we would continue with questions and issues surrounding the COVID pandemic? It is often said that in times such as this, people tend to
show their best. The officers and staff of the Becker Police Department faced these challenges admirably and without question. You can be proud of your police department in how
they have, and continue to handle the issues surrounding the pandemic. Our officers while
responding to calls for assistance have also encountered the challenges of COVID, both in
dealing with our calls but in their personal lives as well. This continues to make scheduling
of staff and proper responses to calls a challenge as we continue down this pandemic path.
Despite the challenges of COVID, our Police Department saw an increase in calls for service
in 2021. While still lower than in 2019, we are starting to inch up. Officers continue to be
active within our community by being present at numerous events, such as Freedom Days,
Concert at the Creek, and various other community and civic events. Our department is
ever cognizant of where law enforcement is today and we will continue to be visible and approachable as we continue to build community trust. We are fortunate to have a supportive
community here in Becker!
2022 will bring more challenges, but we will meet them with integrity, professionalism and
compassion. Our officers are some of the best of the best as demonstrated by the many letters and emails I receive from citizens everyday about their interactions. We thank our citizens and City Council for their continued support and we hope you enjoy this report.

Brent Baloun, Chief of Police
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Mission Statement
The mission of the Becker Police Department, in
partnership with the Becker community, is to protect
and preserve life, protect property, to understand and
serve the needs of citizens, and to improve the quality
of life in a manner consistent with the law and
reflective of community values.

Core Values
Pride
Professionalism
Respect

Participation
Solidarity
Innovation
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Name
Brent Baloun, Chief of Police
Chris Lindbloom, Lt.
Paul Hickerson
David Rydberg
Caleb Hansen
Preston Voigt
Mike Gordon
Grant Jansons
Derek Jacobson
Adrian Johnson
Jenna Voigt
Kristen Heins

Date Hired
09/06/2006
09/25/2013
04/09/2015
11/09/2016
07/27/2019
07/13/2021
07/19/2021
02/26/2020
02/26/2020
03/23/2021
08/10/2021
05/14/2018

Years of Service (BPD)
15
8
6
5
2
1
1
2
2
1
1
3
6

Lt. Chris Lindbloom is assigned as the Police Departments Criminal Investigator. In this position
he is in charge of handling all investigations for the police department which may include Misdemeanor level crimes to Felonies.
Search warrants completed:

22 Warrants

Cases submitted to Forensic Lab(s):

61 Total Cases Submitted For Analysis

Investigative Reports:

30 Incident/68 Supplemental

Administrative Support Specialist Kristen Heins is assigned as the departments Records Specialist.
In 2021, the Police Department added two new permit processes: Recreational Vehicle Permits
and the Permit to Purchase Handgun process. The total number of permits issued for each process
is as follows:
Applications for permits received:
Recreational Vehicle Permits issued:

36 permits issued

Permit to Purchase permits issued:

34 permits issued, 2 permits denied

Other Miscellaneous:
Records or Data Requests:

266 requests

Dictations—incl. reports and statements:

450 approximately

Law Enforcement agencies in Sherburne County began a partnership in 2021 by adding a Mental
Health Co-Responder to assist our agencies with incidents that would be better served by a trained
mental health professional. Roy Neumann works with the Central Minnesota Mental Health Center
and rides with officers or deputies each day. He assists by responding to situations where people
may be in crisis or in need of assistance. He will then follow-up, sometimes the next day, to ensure
that these people are getting the mental health assistance that they need.

Sherburne County Mental Health
Co-Responder, Roy Neumann

“Officers are well trained for their jobs and that he is just another resource to help get the best
care possible to those who are in need of it. “ - Roy Neumann
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Miles patrolled: 9.1 miles
City attractions:
Pebble Creek Golf Course, Becker Community
Center, Becker City Park, Becker Public
Schools, Becker Athletic Complex.
Population: 4,874
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Wages:

Salaries for personnel (Chief, Officers, Staff)

Fuel & Transportation:

Fuel, vehicle repair and maintenance, travel

Training:

Training for department personnel

Contracted Services:

Legal, Technology, Cleaning Services

Personnel:

FICA, PERA, Health Insurance, Workers Comp

General Operating:

Office Supplies, Equipment

Other/Miscellaneous:

Dues and Subscriptions, Animal Control, Misc.

5 Year Budget Summary: 2017-2021
Budget Year

Approved Budget

Year End Actual

2017

$818,528.00

$794,870.00

2018

$947,569.00

$907,335.00

2019

$969,150.00

$892,850.00

2020

$997,100.00

$966,595.00

2021

$1,026,606.00

$1,037,300.00

(Police Officer positions added to staff in 2014, 2018, and 1 added in 2022)
9

Revenue Sources 2018-2021
Source of Revenue
Toward Zero Death Grant
Donations
State Funding (Training)
Federal & State Grants (vests)
State Police Aid
Forfeitures
State Fines
Administrative Fines
Licenses and Permits
Charges for Services*

Amount Received by Year
2018
2018
2019

2021

$7,698.70
$809.80
$7,656.03
$1,443.76
$52,200.58
$14,985.25
$10,561.71
$2,805.00
$535.00
$1,967.00

$6,370.34
$5,600.88
$8,242.95
$1,693.78
$55,155.42
$16,563.53
$13,060.28
$4,693.00
$1,240.00
$637.00

$4,558.15
$5,550.00
$9,941.77
$2,817.95
$64,116.75
$6,643.08
$9,943.74
$1,675.00
$360.00
$1,204.00

$6,513.67
$5,425.00
$6,712.20
$526.30
$70,095.19
$0.00
$7,317.21
$2,250.00
$465.00
$3,497.99

* This includes: fingerprints, copies of documents, false alarm fees, etc.
Budgeted Revenue Amount for 2021:

$91,300.00 (Budgeted)
$101,280.02 (Year End Actual)
The Becker Police Department throughout the year may receive monies from
various sources. Some of the revenues collected assist in the budgeting process and may replace funds spent as part of day-to-day operations. These revenue sources are listed above (numbers may vary depending on the time of reporting, how identified and when received).
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Minnesota TZD is the State’s cornerstone traffic safety program, employing an interdisciplinary
approach to reducing traffic crashes, injuries and deaths on Minnesota roads. While individual
disciplines have a long history of successful traffic safety programs, TZD aims to tie these together with a common vision and mission for even greater success. The TZD program uses data
to target areas for improvement and employ proven countermeasures.
The TZD program team works in partnership with community and corridor groups to improve
the traffic safety of a designated area. Toward Zero Deaths provides technical assistance, materials, and guidance to local groups that are committed to reducing crashes and the fatalities and
severe injuries that result from them.
(Source: http://minnesotatzd.org/whatistzd/mntzd/)

2019-2021 TZD Traffic Safety Grant Statistics
Grant Funds Received:
Overtime Shifts Worked:
Overtime Hours Worked:
Miles Patrolled:
Vehicles Stopped:
Total Arrests Made:
DUI Arrests:
Speeding:
Equipment Violations:
Seatbelt Violations:
DAR/DAS/DAC:
Drug/Narcotic Violations:
Minor Consumption/Alcohol:
Open Bottle/Alcohol:
Move Over Law Violation:
Hands Free Violation:
All Other (incl. No Ins.):

2019
$4,558.15
17
92
1,531
166
4
2
31/30
1/59
6/2
9/0
2/0
0/0
1/0
0/1
2/27

2020
$6,513.67
24
130.75
2,151
231
10
4
30/82
0/54
0/2
9/0
3/0
0/0
1/0
2/3
14/2
11/32

2021
$6,370.34
19
128.25
2,064
204
9
4
58/49
1/33
0/0
11/0
2/0
0/0
0/0
0/0
2/0
18/34

EX: 12/32 = Citations/Warnings
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Each year the officers/staff of the Becker Police Department participate in various trainings in an effort to stay updated on the latest information and technology within law enforcement. The Minnesota Board of Peace Officer Standards and Training (POST) requires
officers to complete 48 hours of continuing education credits/hours every three years in
order to maintain and renew their peace officer license.
A list of trainings that the Becker Police Department attended or participated in is listed
on this page.





























League of MN Cities Loss Control Workshop
EMR First Responder Refresher
Defensive Tactics
Use of Force
Firearms
Street Cop Training
MN Chief’s of Police (MCPA) Conference
MN Chief’s of Police (MCPA) Leadership Academy
MN BCA Crime Scene Investigation
The WRAP Instructor Course
PPCT Defensive Tactics Instructor Course
Fundamentals of Fire Investigation
SFST/ARIDE
Chemical Irritant Instructor Course
Lockup Arrest and Control Instructor Course
DMT-G Recertification
Pepperball Instructor Course
CIT Refresher Training
Taser recertification
Advanced Gun Laws Training
League of MN Cities (LMC) Online Training (incl. Deescalation, Crisis Management and OSHA)
Advanced Driving School (EVOC)
MCPA Duty to Intervene Policy and Implementation
MCPA Officer Involved Shooting Investigations
MCPA State Database for Disciplined Officers
MCPA Interpreting the New Use of Force Statutes
MCPA Arbitration Training
MCPA Schools and Cops

For more information on law enforcement training, please visit:
https://dps.mn.gov/entity/post/Pages/default.aspx
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Calls for Service by Time of Day

Statistical Summary by Year: 2019-2021
Hour of Day

2019

2020

2021

Hour of Day

2019

2020

2021

0000-0059

439

279

311

1200-1259

190

189

239

0100-0159

328

262

233

1300-1359

250

140

206

0200-0259

218

199

162

1400-1459

385

319

322

0300-0359

184

115

113

1500-1559

393

335

360

0400-0459

89

80

82

1600-1659

235

260

314

0500-0559

148

61

58

1700-1759

221

211

256

0600-0659

51

57

64

1800-1859

232

215

237

0700-0759

107

125

139

1900-1959

326

314

308

0800-0859

197

185

193

2000-2059

372

294

302

0900-0959

237

219

224

2100-2159

309

260

296

1000-1059

238

236

271

2200-2259

396

311

387

1100-1159

252

265

275

2300-2359

493

305

361
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Statistical Summary by Year: 2019-2021
Day of Week

2019

2020

2021

Sunday

689

495

660

Monday

790

670

783

Tuesday

867

735

763

Wednesday

887

741

835

Thursday

939

856

826

Friday

1,216

976

998

Saturday

902

763

848

TOTAL

6,290

5,236

5,713

In August, the Becker Police Department shoulder patch was
highlighted in the FBI Law Enforcement Bulletin (online), a publication of the FBI available to all law enforcement agencies in
the world.
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Statistical Summary by Year: 2019-2021
2019

2020

2021

January

432

494

414

February

436

417

345

March

501

311

479

April

515

234

435

May

480

309

498

June

570

574

443

July

607

613

502

August

625

575

572

September

635

497

511

October

564

460

557

November

485

357

505

December

440

395

452

TOTAL:

6,290

5,236

5,713
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Part I Offenses Reported 2017-2021
Part I offenses reflect information on eight “serious” crime classifications, and is generally
referred to as the “Crime Index” measurement. Each category may also include various subclassifications which are included in the total for each category.
(NOTE: Numbers identify reports to the police department, and may not necessarily reflect
those that have been charged or prosecuted as such. Statistical information is that which is
known to the police department, but may later be reported differently under the Uniform
Crime Reports by the FBI.)

Summarized for Years 2017-2021
Classification

2017 2018 2019 2020 2021

Murder

0

0

0

0

0

Rape (force or attempt)

0

1

3

1

0

Robbery (armed, strongarm)

0

0

0

0

0

Assault (gun, knife, hands, other)

2

5

1

1

0

Burglary (forcible, no force, attempted)

9

5

11

9

2

Larceny (theft)

5

28

27

26

35

Auto Theft

4

1

0

1

2

Arson

0

0

0

1

2
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Part II Offenses Reported 2017-2021
Part II offenses are the “less serious” identified crimes. Each category may also include various sub-classifications which are included in the total for each category.
(NOTE: Numbers identify reports to the police department, and may not necessarily reflect
those that have been charged or prosecuted as such. Statistical information is that which is
known to the police department, but may later be reported differently under the Uniform
Crime Reports by the FBI.)

Summarized for Years 2017-2021
Classification

2017 2018 2019 2020 2021

Other Assaults

7

5

5

4

16

Forgery/Counterfeiting

3

2

2

0

3

Fraud

26

29

28

49

47

Embezzlement

0

0

0

0

0

Stolen Property (Receiving, etc)

3

1

0

3

0

Vandalism, Destruction of Property

27

19

47

25

14

Weapons

10

3

0

4

0

Prostitution

0

0

0

0

0

Other Sex Offenses

16

35

9

19

9

Narcotics

20

37

41

43

74

Gambling

0

0

0

0

0

Family/Children

43

106

69

113

45

D.U.I.

28

22

26

30

30

Liquor Laws

4

1

0

0

1

Disorderly Conduct

37

42

45

48

39

Vagrancy

0

0

0

0

0

Curfew

15

11

15

0

4

Runaway

3

4

5

8

2
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ADDITIONAL INFORMATION/CITATIONS 2018-2021
Citation Issued:

2018

2019

2020

2021

Traffic Stops (all) - total

2,350

2,503

1,933

2,170

Traffic Stops—warnings

2,074

1,923

1,512

1,689

Speeding

168

181

155

222

Stop Sign Violations

13

8

3

11

Registration Violations

28

10

10

64

Parking Complaints

91

90

89

82

Seatbelt violations

19

14

4

6

Driving after Revocation

39

70

78

112

Driving after Suspension

23

24

38

44

* Note—Multiple citations can/may be issued on a single traffic stop *
Other calls for service:
Alarms (all)

98

99

128

124

Vehicle Lockouts

110

92

72

87

Medicals

224

199

228

196

Vehicle Accidents (all)

76

66

69

47

Animal Complaints (all)

113

127

124

78

Other Agency Assist

258

311

219

269

Domestics

26

12

19

20

Vehicle crash into a building resulting in fire (left). Vehicle aftermath (right).
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The Becker Police Reserve Officer Program is made up of men and women who volunteer
their time without pay to assist the Becker Police Department with various needs and projects throughout the year. Without the help of our Reserve Officers, the Police Department
would likely incur additional overtime and be less responsive to the needs of our citizens
and our community.
SUMMARIZED FOR YEARS 2017-2021
2017—Total Hours Volunteered:

459.0

2018—Total Hours Volunteered:

432.0

2019—Total Hours Volunteered:

775.0

2020—Total Hours Volunteered:

1,608.0

2021—Total Hours Volunteered:

1,714.5

Activities participated in (hours):
Ride-Alongs

804.75

Extra Patrol/Security Checks

609.75

Training

164.5

FTO Training

40

MSHL Golf Tournament

22

Freedom Days

20.5

Night to Unite

15

New Squad Assistance

10.5

Concert at the Creek

8

Barktoberfest

6.5

Becker Legion Concert

6

COVID Vaccine Parking Control

4

Administrative Duties

3

The 1,714.5 hours volunteered to the Becker Police Department equates to nearly $65,000 in
overtime wages saved.

(L-R) Reserve Officer Carter Erickson, Former Reserve Lieutenant and now Becker Police Officer
Jenna Voigt, and Reserve Lieutenant Tristan
Mello received Presidential Service Awards for
the number of hours contributed in 2021.
Erickson—Gold Award, 326 hours
Voigt—Silver Award, 231 hours
Mello—Gold Award, 731 hours

Thank you for your service!!
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The Becker Police Department would like to thank the following who contributed to
this report:
Lieutenant Christopher Lindbloom
Police Officer Jenna Voigt
Administrative Support Specialist Kristen Heins

For more information about the Becker Police Department and material in this report,
please contact:
Becker Police Department
Chief of Police Brent Baloun
763.200.4267
chief@ci.becker.mn.us
Visit us at: www.ci.becker.mn.us

2021 Becker City Council
Tracy Bertram, Mayor
Rick Hendrickson
Mike Doering
Becky Olmscheid
Robin Dingmann
City Administrator
Greg Pruszinske
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This report is available for download at:
www.ci.becker.mn.us
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Great River Regional Library

Becker Branch
City Council-2021 Year in Review
By Jeannette Burkhardt
Library Services Coordinator

Topics
2021
• System-Wide Overview
• New Hours-2021
• Partnerships-Pebble Creek and Sherburne Cty.
• Outreach
• Questions

2010

Becker
Checkout Sessions: 8,461
Items Checked Out: 51,881
Total Borrowers: 2,047
Summer Reading Program: 269
Winter Reading Program: 52

2010

New Library Hours 2021:
Monday: 2:00 to 7:00 p.m.
Tuesday: 10:00 a.m. to 5:00 p.m.
Wednesday: 10:00 a.m. to 5:00 p.m.
Thursday: 2:00 to 7:00 p.m.
Friday: 2:00 to 5:00 p.m.
Saturday: 10:00 a.m. to 1:00 p.m.

2010

Goal: $500.00
Actual: $1000.00
Purchased: craft supplies
SRP Prizes
Non-traditional item

2010

2010

Story Stroll through the Parks!

2010

2010

Outreach: Becker Food Shelf

2010

Questions?

2010

REQUEST FOR COUNCIL ACTION
MEETING DATE:
03/ 15/ 22

Approved by: Jeff O'Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

Date: 3/ 10/ 22

Agenda Item Description:
Job Classification and Compensation Study Acceptance and Implementation
Originating Department / Preparer / Email / Phone:
Administration / Julie Blesi / jblesi@ci. becker. mn.us / 763-200-4247
Attachments:
Yes

X

No

Attachments Included FOR CITY COUNCIL REVIEW ONLY*:
1. Summary Report
2. Job Classification Structure
3. Salary Structure
4. Revised Job Descriptions
5. Resolution 22-17
Documents will be available on 3/ 16/ 22 following acceptance by City Council
Consent Agenda:

Yes

No

X

Introduction / Background / Justification / Key / Legal Issues:
The City contracted with Gallagher Benefit Services Inc to complete a Job Classification and
Compensation Study for the City. Gallagher completed their analysis and presented the findings to City
Council during Executive Session on March 1, 2022.
The objectives of the study included:
Reviewing the current classifications, grade methodology, play plan documents and strategies
Conducting a comprehensive survey of external labor markets
Analyzing and evaluating all data in an objective manner and making recommendations
designed to ensure both internal equity and external competitiveness for either changes to the
current classification and pay plans or for adoption of a newly designed compensation system.
Council has received the final report, recommended job classification structure, recommended salary
structure and updated job descriptions. Job descriptions all include the addition of a job series. Some,
but not all, job descriptions include a change to the job title (job classification), updates to duties as
identified prior to the beginning of the study, a switch from pay grade to pay band identification or the
inclusion of pay band for seasonal / part-time positions which did not previously have a pay grade.
The City will be moving from the Modified Princeton Evaluation System based on points awarded for
knowledge and experience, accountability for actions, responsibility for planning, responsibility for work
of others, varied work and physical requirements to the Decision Band Method evaluation system which
places employees in bands, grades and subgrades based on decision making responsibilities ( band),
supervising duties (grades) and job difficulty ( subgrades) which analyzes the frequency, number and
diversity of tasks. Staff is asking for Council to accept the study and approve implementation of the
findings. Staff proposes implementation to begin in the 2nd quarter of 2022 following the recommended
implementation as presented by Gallagher during the Executive Session on March 1, 2022.
11003, City Council Action From, Rev. 0, 3/ 14/ 19

If Council moves to implement, the following timeline will be followed.
Presentation to staff of findings on March 31, 2022.
Individualized notifications provided to each employee the week of April 4, 2022.
Payroll changes will be effective with payroll paid on April 21 for the pay period of
April 2 – April 15, 2022.
Job Classification Appeal Process completed in July and August 2022.
Board Commission / Committee Action:
Personnel Committee reviewed and recommended approval.
Budgetary / Fiscal Impact:
The cost to implement the compensation study in 2022 with an effective date of April 2, 2022, is
approximately $ 160,000. With fluctuations in staff daily, it is difficult to give an exact cost. Staff
proposes funding the implementation as follows:
2022 Budget: $50,000 budgeted in General Fund for implementation
Reserves:
$ 110,000 funded through available fund balance/ net position reserves
Action( s) Requested:
1. Motion and second to accept the summary report, job classification structure, salary structure
and revised job descriptions.
2. Motion and second to adopt Resolution 22-17, a Resolution adopting a job classification and
compensation study and giving staff authority to implement.
Alternatives:
1. Do Not Adopt
2. Table for More Information

11003, City Council Action From, Rev. 0, 3/ 14/ 19

City of Becker, Minnesota
Classification and Compensation Study
Mike Verdoorn, Greg Mangold, Megan Olson
March 1, 2022

2022 ARTHUR J. GALLAGHER & CO. | AJG. com

Topics
Project Objectives
Executive Summary
Methodology
Classification Study
Job Evaluation Study
Compensation Study

Analysis and Findings
Salary Structure Development
Salary Structure Implementation
Next Steps & Ongoing Maintenance

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Project Objectives
The City of Becker (City) contracted with Gallagher Benefit Services,
Inc. (GBS) to conduct a classification and compensation study
covering 51 positions and 205 employees.
The objectives of the study were to:
Review the current classifications, grade methodology and pay plan documents and
strategies;

Conduct a comprehensive compensation survey of external labor market(s);
Analyze and evaluate all data in an objective manner, and make recommendations

designed to ensure both internal equity and external competitiveness for either
changes to the current classification and pay plans or for adoption of a newly

designed compensation system.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Executive Summary
Organized the bodies and levels of work that exist in the City.
Established internal equity and compliance with Local Government Pay
Equity Act using the Decision Band Method®.
Identified the City is competitive with the comparable market 50th
percentile in terms of average actual salaries.
Identified that City salary ranges are below the market.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Classification Study
GBS reviewed City provided job descriptions.
GBS followed-up with City leadership to clarify essential duties of City
positions.
GBS conducted interviews with employees, where necessary, to clarify
job information and confirm understanding.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Classification Study
Using information from the job descriptions, organization charts, and
employee interviews GBS developed preliminary classification structures
organized by job/career families which included:
Job Family Series ( or major occupational areas)
Classification Title
Nature of Work
Minimum Qualifications

GBS developed a classification structure that was reviewed by City
leadership:
Identified 15 Job Family Series ( occupational areas), e.g., Administrative Support, Patrol
and Investigations, for 55 classifications.
Ensures greater consistency across the City.
Simplifies the classification structure to ensure ease of administration.
Allows for use of position specific titles within the classification structure.
Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Classification Study
Classification Structure
Document that provides an overview of the type and level of work performed at
the City
Includes job family series, classification titles and levels, nature of work and
minimum qualifications

Example of Job Family Series:
Job Family
Series

Classification Title
Human Resources Specialist

Human
Resources

Examples of Current Titles

Benefits Consultant

Human Resources Specialist- Senior

Human Resources Specialist

Human Resources Supervisor

Human Resources Supervisor

Human Resources Manager

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com

HR Benefits Manager
HR Staffing Manager
HR Classified Manager
6©

Job Evaluation Study
Decision Band Method® ( DBM) - formal job evaluation method applied to each
individual classification level within the new classification structure that defines:
Internal equity
Job value hierarchy
Assignment to pay grades
Evaluation of new or changed jobs

Primary criteria of evaluation:
Decision making
Supervision
Complexity and difficulty of job responsibilities

DBM® helps achieve:
A pay equity system that is gender/ race neutral
Consistent ongoing implementation and maintenance of the system

DBM® ratings were assigned to all 55 classifications titles and reviewed with City
leadership.
The resulting classification structure, classification titles and job evaluation ratings have
been summarized and presented to City leadership for final approval.
Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Decision Band Method® – 3 Step
Analysis
STEP 1: Determine appropriate band
BAND A:
Defined

BAND B:
Operational

BAND C:
Process

BAND D:
Interpretive

BAND E:
Programming

BAND F:
Policy

Determine manner and
speed to perform defined
steps of an operation

Determines how and when
to perform steps of
processes

Develops and selects
appropriate process
to accomplish operations
of programs

Interprets programs into
operational plans and
deploys resources

Plans strategies, programs
and allocates resources
to meet goals

Organization scope,
direction, and goals

STEP 2: Determine appropriate grade
Grade
Assignment

Jobs with coordinating or supervisory responsibility within the same band are placed in the higher grade
Jobs without this responsibility within the same band are placed in the lower grade

STEP 3: Determine appropriate subgrade
PRIMARY CRITERIA

Job Difficulty
Task
Complexity

IS AFFECTED BY
IS DETERMINED BY

Number
of Tasks

Diversity of
Tasks

TaskOccurrence
TaskFrequency

Percent
Timeof

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
Objectives
Collect market salary information to ensure external competitiveness.
Build a salary structure that balances internal equity within the City and
external competitiveness with the market.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com

9©

Compensation Study
Survey Benchmarks
GBS worked with the City to identify a list of 28 benchmark
classifications, representing 69% of employees to collect market base
salary data. These benchmarks were selected from the City’s new
classification structure generally based on the following criteria:
Representative of at least 50% of
the employee population
Representative
of all levels
within the City
Representative
of all functional
areas within the
City

Representative
of all DBM®
levels

High incumbent
count

Common in the
labor market

Difficult to recruit
and/ or where
high turnover
exists

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
Labor Market
We developed a custom survey to collect salary information from
comparable City and public sector organizations, based on discussion
with the City.
26 organizations were invited to participate.
GBS collected data from 23 participant organizations or 88% of the
organizations.
The list of organizations invited to participate is provided on the following slide.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
List of Participant Organizations
Becker Public Schools
City of Albertville
City of Benson
City of Big Lake
City of Brooklyn Park
City of Buffalo
City of Cold Spring
City of Coon Rapids
City of Elk River
City of Glencoe
City of Golden Valley
City of Isanti
City of Kasson

City of Montevideo
City of Monticello
City of Morris
City of Park Rapids
City of Princeton
City of Sauk Centre
City of Sauk Rapids
City of St. Cloud
City of St. Michael
City of Zimmerman
Liberty Paper
Northern Metals
Sherburne County

Participant responses were received from the above 23 organizations (

green).

The 3 remaining organizations elected not to participate.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
GBS used published survey sources, Economic Research Institute (ERI)
and the Bureau of Labor Statistics (BLS) for positions with fewer than 5
custom survey data points.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
Market data was collected for the following 28 benchmark
jobs:
Benchmark Job Titles
Accounting Technician (Accounting Clerk)
Accountant
Finance Director
City Administrator
Administrative Assistant (Administrative Support Specialist)
Administrative Technician (Deputy Clerk)
City Planner
Community Development Director
Mechanic
Facilities Worker
Bartender/Server
Cook
Hospitality Manager
Groundskeeper

Golf Course Manager
Outside Services
Patrol/Police Officer
Lieutenant
Police Chief
Assistant Director, Recreation & Leisure Services
Class Instructor
Lifeguard
Program Coordinator
Recreation Services Manager
Maintenance Worker
Street and Parks Operation Lead Worker
Water/Wastewater Maintenance Worker
Water/Wastewater Operations Lead Worker

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
Data Collection and Job Match Validation
In accordance with WorldatWork guidelines, GBS reviewed participant job
matches to ensure they reflected at least 80% of the duties outlined in the
City job descriptions.
GBS followed the U.S Department of Justice and Federal Trade Commission
guidelines, which states five job matches should exist per job in order to
conduct statistical analyses or draw conclusions.
We had insufficient data to summarize for one benchmark job: Recreation
Services Manager.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Compensation Study
Aging Salary Data
We adjusted all salary data to a common effective date, January 1, 2022 using
the WorldatWork* Salary Budget Survey which found the total salary budget
increase was 3% for actual salaries and 2% for salary structure.

Adjusting Salary Data
We applied geographic differentials to the data to ensure it was reflective of the
City’s labor market and economic conditions.
Market data was adjusted to the Monticello, MN labor market area.

WorldatWork is a professional compensation association covering

total rewards topics for public and private industries.
Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Analysis and Findings
For each benchmark comparison, the percentage difference was calculated
between the City’s actual salary and the market:
Positive (+) figures indicate that the City pays above the market.
Negative (-) figures indicate that the City pays below the market.

The following guidelines are used when determining the competitive nature of
current actual compensation:

Highly
Competitive
0 to +/-5%

Competitive

Potentially
Misaligned

5 to 10%

10 to 15%

Misaligned

15%

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Analysis and Findings
Base Salary
Overall, City benchmark jobs are competitive with the 50th percentile of the
market at - 9.5% below market.
The following chart shows the comparison between market actual salaries and City
average actual base information for all benchmark jobs. Comparisons were made using
hourly rates.
Percentage Difference
City Actual (Base) Salary vs. Market
Benchmark Jobs
with sufficient data
Market Comparison

27 of 28 -

Market
25th

Market
50th

Market
75th

0.5%-

9.5%-

20.6%

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Analysis and Findings
Some of the benchmark jobs that have a significant variance ( i.e.,>15%)

from the market are not necessarily in misalignment:
Factors such as performance, turnover, and longevity will impact actual salaries
and may explain some of the differences between the City and the market
actual salaries for individual jobs.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Salary Structure Development
Regression Analysis
Upon completion of the job evaluation and market data collection phases,
GBS integrated market and job evaluation data to create the market trend line
or line of best fit) using regression analysis.
This regression model merges job evaluation ratings determined through
the application of the DBM® Method ( X-axis) and market pay data ( Y-axis)
to create a line of best fit or the pay line. This pay line also serves as the
basis for developing the City’s salary structure.
The salary structure was anchored at the 50th percentile of the market to

develop an internally equitable and externally competitive salary
structure.
The following chart shows the regression analysis by combining the market
salary data and DBM® Ratings.

Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Salary Structure Development
80.00

The R2 value of .93 confirms a strong relationship
between the job evaluation ratings and market data.

70.00

Market

50thCity

60.00

50.00

40.00
y = 0.0053x + 17.093
R² = 0.9281
30.00

20.00

10.00

0.00
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7000 D7
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Consultant’ s working copy. Not for Public Disclosure.
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Salary Structure Development
City positions that do not currently have pay ranges were extracted from the
previous chart, and a separate salary structure created to reflect those
positions*.
These positions do not fit within the same trend as other positions due to the more
seasonal and part-time nature.

The floor of the separate salary structure was anchored using minimum wage
as a starting point.
Job evaluation ratings and market data were then combined and anchored at the
proposed range maximum for these positions.

The following slides illustrate the proposed salary structures.

Class Instructor position remains a flat rate position, and has not been placed into either
proposed salary structure.
Consultant’ s working copy. Not for Public Disclosure.
2022 ARTHUR J. GALLAGHER & CO. | AJG. com
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Salary Structure Development
Regular” Salary Structure
DBM Rating

Minimum

Midpoint

B21 $
B22 $
B23 $
B24/ B31 $
B25/ B32 $
C41 $
C42 $
C43 $
C44/C51 $
C45/ C52 $
D61 $
D62 $
D63 $
D64/ D71 $
D65/D72 $
E81 $
E91 $

22.55 $
24.08 $
25.62 $
27.54 $
29.84 $
31.76 $
33.30 $
34.83 $
36.75 $
39.06 $
40.98 $
42.52 $
44.05 $
45.97 $
48.28 $
50.20 $
51.81 $

25.93 $
27.69 $
29.46 $
31.67 $
34.32 $
36.53 $
38.29 $
40.06 $
42.27 $
44.92 $
47.13 $
48.89 $
50.66 $
52.87 $
55.52 $
57.73 $
63.47 $

Maximum

Range
Spread

29.31
31.31
33.30
35.80
38.79
41.29
43.29
45.28
47.78
50.78
53.28
55.27
57.27
59.76
62.76
65.26
75.13

30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
30%
45%
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Salary Structure Development
Separate Salary Structure

DBM Rating

Minimum

Midpoint

Maximum

Range
Spread

A11 $

10.33 $

13.01 $

15.68

52%

A12 $

13.70 $

15.75 $

17.81

30%

A13 $

15.34 $

17.64 $

19.94

30%
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Salary Structure Development
GBS created salary structure steps using the following approach:
30% range spread between range minimum and maximum*.
10 steps between range minimum and maximum ( previous salary ranges included 12
steps).

GBS slotted employees into the proposed salary structures on the previous
slides.
The implementation strategy is based on the following aspects:
Employees will be paid within the new pay ranges meaning no employees will be paid
below the minimum of the new ranges.
Salaries may fall above the new pay range maximum.
No employee pay cuts will occur.

All levels except for A11 level of the separate salary structure and E91 range ( City
Administrator)
Consultant’ s working copy. Not for Public Disclosure.
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Salary Structure Implementation
Implementation Options
GBS presented several scenarios for implementation.
GBS provided guidelines for implementation options that met internal equity and
pay equity compliance, while being competitive with external markets resulting in
the following implementation recommendation.

Recommended Implementation
First, bring employee to minimum or closest step on new scale.
Second, apply market penetration and years of service calculation.
Third, apply criteria for a minimum 3% step increase for all employees in bands
B-E.
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Implementation Costs
Cost to Implement
The following table outlines costs associated with placing employees into the
proposed structures:
Bring to Minimum
Implementation

Projected 2022 Cost
EE’ s Receive Increase
EE’ s Brought Into Range of
New Scale
EE’ s Above Range of New
Scale

or Closest Step +
Market
Penetration /
Years of Service +
3% Minimum
160, 000
125
44
0
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Next Steps
Adopt the proposed new classification structure incorporating

consistency across the City job classes while allowing flexibility and
identifying transparent potential employee career paths.
Adopt utilization of the Decision Band Method® to evaluate positions to
ensure internal equity and to ensure compliance with pay equity.
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Ongoing System Maintenance
Pay administration guidelines should be implemented for placing and
moving employees through the structure, we recommend the following:
The City should annually review its internal alignment and classification of jobs
to ensure proper leveling between jobs.
We recommend using a job family structure framework that provides a
comprehensive and consistent framework for establishing and defining
potentially similar levels of work.
This helps to also ensure compliance with the state pay equity law that focuses
on pay inequity among members of protected class for “substantially similar”
work encompassing “ a composite of skill, effort and responsibility”.
The City should determine whether to handle reclassification requests
internally, or whether GBS will review and respond to requests.
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Ongoing System Maintenance
Looking ahead, conduct regular review of the compensation system and
relevant market data to ensure that a competitive structure is maintained:
The salary structure should be adjusted by a structure movement trend factor
every year to remain competitive with the market.
In addition to adjusting the salary structure each year to keep pace with the
market, the City should conduct a comprehensive market compensation study
similar to the salary study part of the project at least every three to five years.
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Thank You

Mike Verdoorn
Managing Principal, Higher Education & Public Sector Practice
Compensation Consulting
901 Marquette Avenue South, Suite 1900
Minneapolis, MN 55402
2022 ARTHUR J. GALLAGHER & CO. | AJG. com

CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Accounting/Finance

Accounting/ Finance

Accounting/Finance

Accounting/ Finance

Administration

Administration

Sample of Old Title(s)
Accounting Clerk

Accountant -

Accounting Technician

Vacant

Accountant

Analyst

Financial Analyst

Finance Director

Finance Director

City Clerk/ Human Resources,
Safety & Risk Manager

of education

City Clerk/ Human Resources,
Safety & Risk Manager

City Administrator

City Administrator

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

Note: Working titles may be
maintained as necessary.

and experience

Draft DBM
B23

C42

C45

E81

D62

E91

Nature of Work

Minimum Qualifications*

This level of the Accounting/ Finance Series is responsible for performing skilled and technical l
accounting work to independently initiate and complete a number of processes within functional
areas such as payroll, utility billing, and accounts payable. Responsibilities may include creating
and maintaining personnel and other employee files; providing accounting and administrative
support to the Director; and performing special projects.

Associate' s degree or two- year technical certificate in
Accounting; 1 year accounting support or related experience.

This level of the Accounting/ Finance Series is responsible for assisting the Finance Director in
the administration of the financial activities of the City. Responsibilities may include providing for
segregation of duties in cash and investment activities; maintaining the general ledger
accounting system; preparing and sending miscellaneous invoices, assisting in preparing and
analyzing interim and annual financial reports; assists in preparing for and supporting the annual
audit; performing analysis of financial data; assisting with the preparation of financial analysis
and written reports to council and various committees and boards.

Bachelor' s degree in Accounting or related field; 1 year
accounting/ finance related experience

This level of the Accounting/ Finance Series is responsible for assisting the Finance Director in
the administration of the financial activities of the City. Responsibilities may include achieving the
essential functions of the Accountant role if that position is unfilled as well as; preparing
forecasts specifically monthly cash flow forecasting, debt service modeling, and the bond rating
process; preparing financial analysis and modeling with recommendations and implementation
plans along with written reports to council and various committees and boards; analyzing
processes and procedure; making recommendations for reliability and effective financial
systems; providing financial program administration to city capital projects and contributing asset
projects.

Bachelor' s degree in Accounting or related field; 3 years
accounting/ finance related experience

This level of the Accounting/ Finance Series is responsible for performing professional,
administrative, and executive work to manage the City’ s finance department. Responsibilities
may include managing the City’ s centralized finance and accounting functions including financial
planning/ management, accounting oversight, budgeting, cash/ investment management,
financial reporting, payroll, utility billing, and payables/ receivables, and information technology,
and risk management duties; liaison with external organizations and represents the City at a
variety of meetings, public events, training sessions, on committees, and/ or other related events;
and provides leadership to City Budget and Finance Committee.

Bachelor' s degree in Accounting or related field; 5 years related
municipal accounting/ finance experience.

This level of the Administration Series is responsible for performing administrative and executive
work to support the daily administration and management of the City' s centralized human
resources, safety, and risk management functions; serving as the City’ s statutory Clerk; serves
as primary staff support person to the City Council, and various internal committees; liaison with
external organizations and represents the City at a variety of meetings, public events, training
sessions, on committees, and/ or other related events.

Bachelor' s degree in Public Administration
years municipal management experience.

This level of the Administration Series is responsible for performing executive, administrative,
and professional work with overall responsibility to manage and improve the City’ s workforce,
capital assets, and other resources. Responsibilities may include providing professional support
to the City Council in its decision and policy making roles: serving on various city committees;
attending meetings of other advisory bodies; supervising direct reports to oversee the
administration of all City departments and divisions including a city- owned community center and
municipal golf course; liaison with external organizations and represents the City at a variety of
meetings, public events, training sessions, on committees, and/ or other related events.

Bachelor' s degree in Public Administration
years municipal management experience.

1

Licensing Requirements:
None

Licensing Requirements:
None

Licensing Requirements:
None

Licensing Requirements:
None

or related field; 3

Licensing Requirements:
Valid Driver' s License

or related field; 5

Licensing Requirements:
Valid Driver' s License
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CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Administrative Support

Administrative

Administrative

Administrative

Support

Support

Support

Sample of Old Title(s)
Customer Service Associate

Lead Customer Service Associate

Administrative
Public Works
Administrative
Police
Administrative
Administration (

Support Specialist -

Development

Administrative Support Specialist Deputy City Clerk
Administrative Support Specialist Recreation & Leisure

Senior Administrative

Draft DBM
A11

Clerk

A12

of education

This level of the Administrative Support Series is responsible for performing semi- skilled and
skilled marketing and sales support. Responsibilities include communicating with the public to
encourage membership renewal and course attendance; explaining programs; registering
participants for classes and workshops; and providing secretarial and administrative support as
required.

High school diploma or G. E. D.; 1 year related experience.

Licensing Requirements:
Valid Driver' s License

Licensing Requirements:
Valid Driver' s License

B21

This level of the Administrative Support Series is responsible for providing general office and
High school diploma or G. E. D.; 2 years administrative
administrative support following general procedures. Responsibilities may include: collecting,
experience.
preparing, and reviewing information; processing applications, forms, licenses, permits and other
documents; maintaining records and related system or database; public communications
Licensing Requirements:
including committee minutes, sharing data on departmental website or bulletins.
Valid Driver' s License

support

Administrative

Technician

B23

This level of the Administrative Support Series is responsible for providing various general to
High school diploma or G. E. D.; 4 years administrative
specialized administrative support duties using technical knowledge of work areas.
experience.
Responsibilities may include: preparing and providing specific technical information to internal
and external customers; maintaining databases: preparing requisitions; preparing and modifying
Licensing Requirements:
routine and specialized reports; processing specialized transactions such as purchase orders,
Valid Driver' s License
payroll, or related items; preparing meeting packets and taking minutes; and coordinating events.

support

C42

This level of the Community Development Series is responsible for performing professional,
technical and administrative work to coordinate certain portions of the current and long range
planning programs of the city and town related to the development and implementation of the
land use and related plans and policies. Responsibilities may include assisting the Community
Development Director with coordinating department functions; and providing staff support to
multiple boards and commissions. Including the Planning Commission, City Council and City’ s
Economic Development Authority.
This level of the Community Development Series is responsible for performing professional and
administrative work to coordinate certain portions of the department’ s functions. Responsibilities
may include assisting Community Development Director with coordinating department functions;
and providing staff support to Planning Commission and City’ s Economic Development Authority.

Community Development
Director

Mechanic

and experience

Minimum Qualifications*
High school diploma or G. E. D.

Assistant

Specialist - Economic Development
Specialist

Mechanic - PW

Nature of Work
This level of the Administrative Support Series is responsible for performing standard,
transferrable, and procedure based clerical and/ or secretarial duties by following established
procedures. Responsibilities may include: answering telephones; distributing mail; preparing
forms; filing; preparing standard correspondence and reports; copying a variety of materials;
entering, sorting, and verifying data; maintaining office supplies; performing receptionist
activities such as directing the public and providing information; scheduling meeting and
appointments; tracking work orders and related department activities.

Administrative

City Planner

Economic Development
Vacant

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

Clerk

Support Specialist Tony and Caryn)

Community Development Community Development Director

Equipment Maintenance

Administrative

Support Specialist -

Community Development City Planner

Community

Note: Working titles may be
maintained as necessary.

C42

E81

B23

This level of the Community Development Series is responsible for performing professional,
administrative, and executive work to manage the City’ s Community Development Department.
that includes Economic Development, Code Enforcement, Building Permits, and Planning.
Responsibilities may include overseeing a number of CED functions including planning,
zoning/ land use management, code administration/ enforcement, public infrastructure
development, business development, financial assistance, and council/ board support; serving as
primary staff person for Planning Commission and City’ s EDA; liaison with external organizations
and represents the City at a variety of meetings, public events, training sessions, on committees,
and/ or other related events.

Bachelor' s degree in Planning or related field; 3 yeas municipal
planning or related experience
Licensing Requirements:
Valid Driver' s License

Bachelor' s degree in Planning or related field; 1 year related
experience

Licensing Requirements:
Valid Driver' s License
Bachelor' s degree in Planning or related field; 5yeas municipal
planning or related experience
Licensing Requirements:
Valid Driver' s License

This level of the Equipment Maintenance Series is responsible for performing
Associate' s degree or two- year technical certificate in
technical/ specialized and some administrative work to coordinate the Public Works department’ s automotive repair or related field; 3 years of related experience.
equipment and vehicle maintenance program. Responsibilities may include scheduling
maintenance services and repairs; operating a variety of diagnostic tools and equipment:
Licensing Requirements:
guiding/ directing co- workers in shop tasks; determining need for outside repair services;
Minnesota Class A Commercial Driver' s License
preparing the shop’ s operating budget; approving purchases;, participating in equipment
replacement decisions; developing shop procedures; and maintaining maintenance records.

2
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CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Facilities Maintenance

Facilities Maintenance

Facilities Maintenance

Sample of Old Title(s)
Building Attendant
Custodial Class I

Facilities Worker

Lead Building Attendant
Custodial Class II

Maintenance

Note: Working titles may be
maintained as necessary.

Senior Facilities Worker

Coordinator -

Vacant

Facilities Maintenance
Coordinator

Draft DBM
A11

A12

B21

Nature of Work

Minimum Qualifications*

This level of the Facilities Maintenance Series is responsible for providing cleaning services to
City facilities by following established standards and procedures. Responsibilities may include:
cleaning and sanitizing floors, walls, ceilings, and furniture; cleaning bathrooms; maintaining
custodial supplies, as well as maintaining other parts of the buildings and grounds.

High school diploma or G. E. D.

This level of the Facilities Maintenance Series is responsible for leading and providing cleaning
and related services to City facilities by following established standards and procedures.
Responsibilities may include: guiding staff in performance of duties; cleaning and sanitizing
floors, walls, ceilings, and furniture; cleaning bathrooms; maintaining custodial supplies;
performing pool testing; and maintaining records and routine inventories.

High school diploma or G. E. D.; 1 year of related experience.

This level of the Facilities Maintenance Series is responsible for performing routine and defined
maintenance, repair and cleaning duties for City facilities. Responsibilities may include: operating
a boiler; painting; performing minor plumbing repairs; assisting with HVAC maintenance;
performing maintenance and repair of furniture and equipment; performing cleaning; and
maintaining other parts of the buildings and grounds.

High school diploma or G. E. D; 2 years facility maintenance
related experience.

Licensing Requirements:
None

Licensing Requirements:
None

Licensing Requirements:
Valid Driver' s License
Special Engineer Boiler License
Customer Service Experience

Golf Common

Server

Bartender/ Server

A11

This level of the Golf Common Series is responsible for selling and serving food and beverages
and performs currency transactions. Responsibilities may include greeting and serving
customers; carrying service trays; serving alcoholic beverages; cleaning and organizing assigned
stations; and applying knowledge of full menu and other restaurant information.

Golf Common

Beverage Cart Attendant

Beverage Cart Attendant

A11

This level of the Golf Commons Series is responsible for selling food and beverage products on
the course. Responsibilities may include keeping cart stocked; assisting golfers with food
and/ or beverage orders; stocking beverage carts with inventory from cooler, snacks, and other
goods; and performing currency transactions.

Customer Service Experience

Golf Common

Dishwasher

Dishwasher

A11

This level of the Golf Common Series is responsible for performing routine and defined cleaning
of kitchen equipment. Responsibilities may include providing assistance in meal preparation,.

Customer Service Experience

Golf Common

Food/ Runner Busser

Food/ Runner Busser

A11

Customer Service Experience

Golf Common

Cook

Cook

A12

Golf Common

Kitchen Supervisor

Kitchen Supervisor

B23

This level of the Golf Common Series is responsible for relaying important information between
management, kitchen staff and servers. Responsibilities may include greeting guests, providing
seating direction and menus; and maintaining cash drawer.
This level of the Golf Common Series is responsible for preparing and completing food orders.
Responsibilities may include setting up and stocking stations; followings recipes; and using a
variety of food preparation equipment.
This level of the Golf Common Series is responsible for preparing and service of meals at
Pebble Creek Golf Course; maintaining inventory; training employees; and maintaining kitchen
hygiene.

Golf Common

Golf Common

Hospitality Supervisor

Hospitality Manager

Food/ Beverage Manager

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

of education

Food/ Beverage Manager

and experience

or

Customer Service Experience

High school diploma or G. E. D.; 2 years cooking experience.
Licensing Requirements:
Valid Driver' s License

B24
This level of the Golf Common Series is responsible for promoting Pebble Creek Golf Club’ s
Entered in Payroll as events business; providing shift leadership for daily restaurant business and pre- event, on- site
B23 earning
and post- event activities. leadership for events hosted at Pebble Creek Golf Club.
Commissions and
Gratuities)

Associate' s degree or two- year technical certificate in restaurant
management or related field; 3 years of related experience.

C43

Bachelor' s degree or two- year technical certificate in restaurant
management or related field; 3 years of related experience.

This level of the Golf Common Series is responsible for performing supervisory,
specialized/ technical, and administrative work to manage frontline guest services at Pebble
Creek Golf Course. Responsibilities may include event services and restaurant sales; clubhouse
food and beverage operations; establishing and monitoring s various operating controls; and
supervising staff.

3

Licensing Requirements::
Valid Driver' s License

Licensing Requirements:
MDH food- handling certificate
Valid Driver' s License
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CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Golf Maintenance

Golf Maintenance

Golf Maintenance

Golf Maintenance

Golf Operations

Golf Operations

Sample of Old Title(s)
Groundskeeper

Class I

Groundskeeper

Note: Working titles may be
maintained as necessary.
Groundskeeper

Class II

Senior Groundskeeper

Asst. Golf Course Superintendent

Golf Course Superintendent

Outside Services

Asst. Golf Course Manager

Golf Course Manager

Outside Services

Pro- Shop Attendant

Pro- Shop Attendant

Draft DBM
A11

A12

B23

C44

A11

A12

Nature of Work

Minimum Qualifications*

This level of the Golf Maintenance Series is responsible for performing unskilled and basic
skilled grounds maintenance duties related to PCGC’ s courses including playing surfaces and
surrounding landscape. Responsibilities may include performing manual tasks; and operating a
variety of powered tools and light machinery/ equipment.

High school diploma or G. E. D.

This level of the Golf Maintenance Series is responsible for performing unskilled, basic skilled,
and semi- skilled grounds maintenance duties related to PCGC’ s courses including playing
surfaces and surrounding landscape. Responsibilities may include performing manual tasks;
checking irrigation and related systems; performing chemical applications; and operating a
variety of powered tools and light machinery/ equipment, including specialized equipment.

High school diploma or G. E. D.; 1 year of related experience.

This level of the Golf Maintenance Series is responsible for performing first- level supervisory,
para- professional & professional, and administrative work to coordinate the day- to-day activities
of the division’ s grounds maintenance program and assist the Manager in the division’ s
administration.

Associate' s degree or two- year technical certificate in related
field; 3 years of related experience.

This level of the Golf Maintenance Series is responsible for performing executive, paraprofessional, professional, and administrative work to manage a division of the Pebble Creek
Golf Course. Responsibilities may include duties that encompasses construction and
maintenance of the course’ s playing surfaces/ terrain as well as care for the course’ s ornamental
landscape; assisting the Director in design/ development efforts; and overseeing and participating
in pesticide spraying as MDA- licensed applicator.

Associate' s degree or two- year technical certificate in turf
management or related field; 5 years golf course related
experience.

This level of the Golf Operation Series is responsible for providing members and guests with
carts that are stocked with scorecards, pencils, tees and divot sand. Responsibilities may
include cleaning carts; and servicing practice range.

Customer Service Experience

This level of the Golf Operations Series is responsible for greeting customers, answering phone
calls and booking tee times; and assisting with various pro- shop activities..

Experience with automated management
used in retail environment.

Licensing Requirements:
Valid Driver' s License
Current MDA- issued Pesticide Applicator’ s license

Licensing Requirements:
Valid Driver' s License
Current MDA- issued Pesticide Applicator’ s license

Licensing Requirements:
Valid Driver' s License
Pesticide Applicator License

Licensing Requirements:
Valid Driver' s License
Pesticide Applicator License

Licensing Requirements::
Valid Driver' s License
software programs

Licensing Requirements::
Valid Driver' s License
Golf Operations

Junior Golf Coordinator

Junior Golf Coordinator

B23

This level of the Golf Operations Series is responsible for planning, developing, organizing and
implementing the City’ s junior golf program. Responsibilities include providing leadership,
oversight in program curriculum, development, planning, promoting, and instruction of students.

Experience with development, implementation
of junior golf programs and activities.

Golf Operations

Golf Services Manager

Golf Services Manager

C43

This level of the Golf Operation Series is responsible for performing supervisory,
specialized/ technical, and some administrative work to manage frontline guest services at
Pebble Creek Golf Course. Responsibilities may include all aspects of the course and some
concession services provided to golfers including sales, reservations, and collections; starting
and ranging/ marshalling; golf carts, driving range, golf instruction, and pro shop/ golf
merchandise. Manages, with event services manager, facilities maintenance. under supervisory
direction and budgetary controls. Establishes and monitors various operating controls.
Supervises assigned staff including work scheduling, directing, prioritizing, coaching/ motivating,
and training.

Bachelor' s degree in golf complex operations; 2 years related
experience

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

of education

and experience

4

and supervision

Licensing Requirements:
PGA Certification
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CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Information

Services

Patrol and Investigation

Patrol and Investigation

Patrol and Investigation

Patrol and Investigation

Patrol and Investigation

Sample of Old Title(s)
Information Systems Manager

Community Service Officer Vacant

Patrol/ Police Officer

Information Services Manager

Community Service Officer

Patrol/ Police Officer

Police Investigator

Police Investigator

Lieutenant

Lieutenant

Police Chief

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

Note: Working titles may be
maintained as necessary.

Police Chief

of education

and experience

Draft DBM
C43

A13

B24

B25

C42

E81

Nature of Work

Minimum Qualifications*

This level of the Information Services Series is responsible for assisting with coordinating,
evaluating and inventorying of the resources and services across all departments.
Responsibilities may include: assisting with planning, investigations, research and evaluation of
emerging technology, and advising leadership regarding such technology; managing server
administration, network security, best practices, application development and integration, project
management, telecommunications,
video production and similar areas; providing direction,
training and guidance in the use of new technology, and participating in the preparation and
monitoring of departmental budgets.

Bachelor' s degree in Accounting

This level of the Patrol and Investigation Series is responsible for responding to citizen’ s
complaints and assisting licensed police officers upon request. Responsibilities may include:
animal control; parking control; enforcing city ordinances; and providing security at local schools.

High school diploma or G. E. D.; 1 year related experience

This level of the Patrol and Investigation Series is responsible for conducting law enforcement
activities to ensure public safety. Responsibilities may include: responding to requests for
assistance from the public; preventing traffic accidents and deterring violators; investigating
accidents and criminal incidents; preparing incident reports; ensuring the security and order of
the court; receiving, processing, recording, storing, maintaining and releasing evidence;
protecting crime scenes; and coordinating with other departments.
This level of the Patrol and Investigation Series is responsible for investigating violations of
criminal law to identify suspects and make arrests when appropriate. Responsibilities may
include: securing crime scene; directing other law enforcement personnel at crime scene:
interviewing related personnel to obtain necessary facts; collecting, processing and preserving
evidence; identifying potential witnesses and suspects; and testifying in court proceedings.
This level of the Patrol and Investigation Series assists the Police Chief in managing the daily
activities of the patrol, investigation and support services and provides first- level supervision of
uniformed and non- uniformed personnel. Responsibilities may include: Regularly performing all
of the duties and responsibilities of a patrol/ police officer including patrol, crime prevention, law
enforcement, investigation, and emergency response[ and serving as the department’ s
designated Training Officer and City’ s Assistant Emergency Management Director.

or related field.

Licensing Requirements:
Valid Driver' s License

Licensing Requirements:
Valid Driver' s License
Associate' s degree or two- year technical certificate in Law
Enforcement or related field.
Licensing Requirements:
Peace Officers Standards and Training License
Valid Driver' s License
Associate' s degree or two- year technical certificate in Law
Enforcement or related field; 3 years related experience.

Licensing Requirements:
Peace Officers Standards and Training License
Valid Driver' s License
Associate' s degree in Law Enforcement or related field; 5 years
law enforcement or related experience.
Licensing Requirements:
Peace Officers Standards and Training License
Valid Driver' s License

This level of the Patrol and Investigation Series is responsible for performing professional,
Bachelor' s degree in Law Enforcement or related field; 5 years
administrative, and executive work to manage the City’ s police department. Responsibilities may law enforcement or related experience.
include directing public safety functions; managing staff; developing operating policies and
guidelines; facilitating strategic planning; preparing departmental budget; developing public
Licensing Requirements:
safety communication guidelines; and serving as liaison to City commissions and community
Peace Officers Standards and Training License
groups; and serving as Emergency Management Director.
Valid Driver' s License
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CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Public Services

Management

Public Services

Management

Public Services

Sample of Old Title(s)
Assistant Director, Recreation &
Leisure Services

Assistant Director, Public Works &
Parks

Note: Working titles may be
maintained as necessary.
Assistant Director, Recreation
Leisure Services

Assistant Public Services
Director

Public Services Director

Public Services Director

Draft DBM
D61

D61

E81

Management

Recreation and Leisure

Minimum Qualifications*
Bachelor' s degree in Parks and Recreation Administration or
related field; 5 years parks and recreation related experience.

This level of the Public Services Management Series is responsible for performing executive,
administrative, and professional work to manage the City’ s public services department
Responsibilities may include overseeing and directing a number and variety of public service
functions including water treatment/ distribution and wastewater collection/ treatment; street and
park maintenance; recreation and leisure services; golf course and clubhouse;, and water
wastewater facilities and related infrastructure, streets and related infrastructure ( above and
below ground), and parks/ green areas. The position also manages the maintenance program for
other municipal buildings and grounds as well as city- owned vehicles and equipment; and
engages in strategic planning; supervision of staff; and managing operating and capital budgets.

Bachelor' s degree in Public Works Administration or related
field; 7years public works administration experience.

Licensing Requirements:
Ability to obtain CPR/ AED, First Aid, and CPO certifications
within first year of employment.
Valid Driver’ s license

Bachelor' s degree in Wastewater Technology or related field; 3
years waste facility management or related experience.
Licensing Requirements:
Class A Wastewater Operator' s Certificate
Valid Driver' s License

Licensing Requirements:
Valid Driver' s License

Child Care Attendant

Child Care Attendant

A11

This level of the Recreation and Leisure Service Series is responsible for performing unskilled,
No education requirement listed in job description; previous
basic skilled, and semi- skilled work tasks to carry out a variety of attending duties related to BCC childcare or related experience
facilities as well as the department’ s recreation program and activities. Responsibilities may
include providing structured child care; assisting program coordinator with children, lesson plan Licensing Requirements:
implementation;
communicating with parents; assisting instructors with various classes; and
Certification in First Aid ( Adult & Pediatric) and CPR/ AED ( Adult
special events.
Infant/ Child) or ability to obtain within employer’ s specified
time- frame

Class Instructor

Class Instructor

A11

This level of the Recreation and Leisure Service Series is responsible for performing unskilled,
basic skilled, semi- skilled and advanced skill instruction. Responsibilities may include instructing
a variety of recreation/ fitness classes and leisure workshops; and serving on committees

Services

Recreation and Leisure

Nature of Work
This level of the Recreation and Leisure Services Series is responsible for performing executive,
administrative, and professional work in managing the Recreation and Leisure Services division
of the Public Services department that encompasses a full- service community center and 27hole championship golf course. Responsibilities may include operational and long- term
planning, facility/ course/ infrastructure development, program management, financial
management, legal compliance, marketing and advertising, staff supervision,
player/ member/ community relations; and serving as the department’ s primary staff person to the
Parks and Recreation Commission and Golf Management Committee. Liaison with external
organizations and represents the City at a variety of meetings, public events, training sessions,
on committees, and/ or other related events.
This level of the Public Services Management is responsible for performing executive and
administrative duties pertaining to management of a major division of the public services
department including a Class A wastewater treatment plant and collection system, a water
treatment plant and distribution system, city- owned surface infrastructure ( streets) and a storm
sewer system, city trails and park amenities, and assigned municipal buildings. Responsibilities
may include administration, general supervision, operations and short and long- term planning
for the City’ s Streets and Parks and Water/ Wastewater systems..
Liaison with external
organizations and represents the City at a variety of meetings, public events, training sessions,
on committees, and/ or other related events.

Services

No education requirement listed in job description;
dependent upon specific position

experience is

Licensing Requirements:
Certification as Fitness Instructor or ability to obtain.
Certification as Water Safety Instructor ( WSI) or ability to obtain.

Recreation and Leisure

Recreation Attendant

Recreation Attendant

Services

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

of education

and experience

A11

This level of the Recreation and Leisure Services Series is responsible for performing a variety
of attending duties for the community center and related facilities, as well as the department’ s
recreation program and activities. Responsibilities may include providing unstructured child care;
assisting coordinators with other programs and activities; and assisting instructors with various
classes.
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Experience specifically relevant to the particular
position/ occupation advertised/ hired.

Licensing Requirements:
Certification in First Aid and CPR/ AED or ability to obtain within
employer’ s specified time- frame.
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New Class Title
Series Title
Recreation and Leisure

Sample of Old Title(s)
Child Care Attendant Lead

Note: Working titles may be
maintained as necessary.
Child Care Attendant Lead

Draft DBM
A12

Services

Recreation and Leisure
Services

Recreation and Leisure

Lifeguard/ Pool Attendant

Lifeguard/ Pool Attendant Lead

Recreation Attendant Lead

Licensing Requirements:
Certification in First Aid ( Adult & Pediatric) and CPR/ AED ( Adult
Infant/ Child) or ability to obtain within employer’ s specified
time- frame

This level of the Recreation and Leisure Service Series is responsible for performing lifeguard No education or experience requirement listed in job description
duties and carrying out a variety of attending duties related to the aquatic facilities; and
participating in structured aquatic activities.
Licensing Requirements:
Current lifeguard certification.
Certification in First Aid ( Adult & Pediatric) and CPR/ AED ( Adult
Infant/ Child) or ability to obtain within employer’ s specified
time- frame

Lifeguard/ Pool Attendant Lead

A12

This level of the Recreation and Leisure Service Series is responsible for performing lifeguard No education or experience requirement listed in job description
duties and carrying out a variety of attending duties related to the aquatic facilities; and
participating
in structured aquatic activities. As a lead lifeguard responsibilities
may include Licensing Requirements:
orienting, directing, training, and possibly scheduling lifeguards.
Current lifeguard certification.
Certification in First Aid ( Adult & Pediatric) and CPR/ AED ( Adult
Infant/ Child) or ability to obtain within employer’ s specified
time- frame

Recreation Attendant Lead

A12

This level of the Recreation and Leisure Services Series is responsible for performing a variety
of attending duties for the community center and related facilities, as well as the department’ s
recreation program and activities. Responsibilities may include providing unstructured child care;
assisting coordinators with other programs and activities; and assisting instructors with various
classes. As an assistant recreation attendant lead directs others in their work tasks, including
appropriate changes in task assignment, priority etc.

Experience specifically relevant to the particular
position/ occupation advertised/ hired.

Licensing Requirements:
Certification in First Aid and CPR/ AED or ability to obtain within
employer’ s specified time- frame.

Program Coordinator

Program Coordinator

B22

This level of the Recreation and Leisure Services Series is responsible for performing first- level
No minimum education requirement in job description. Two
supervisory, skilled, para- professional, and administrative work to assist in the management and years of experience is required for area of assignment
supervision of the community center’ s programs/ activities; teaching a variety of recreation/ fitness
classes and leisure workshops; and serving on committees.
Licensing Requirements:
Certification in First Aid and CPR/ AED or ability to obtain.
Valid Driver' s License

Recreation Services Manager

Recreation Services Manager

C43

This level of the Recreation and Leisure Services Series is responsible for performing
specialized/ technical, and some administrative work to manage frontline guest services at
Becker Community Center ( BCC). Responsibilities may include managing community’ s
recreational opportunities including programs, services, and classes for youth and adults at BCC
and parks; Becker Athletic Complex ( BAC); maintaining facilities; supervising staff and
establishing and monitoring various operating controls. Liaison with external organizations and
represents the City at a variety of meetings, public events, training sessions, on committees,
and/ or other related events.

Services

Recreation and Leisure

previous

A12

Services

Recreation and Leisure

Minimum Qualifications*
No education requirement listed in job description;
childcare or related experience

Lifeguard/ Pool Attendant

Services

Recreation and Leisure

Nature of Work
This level of the Recreation and Leisure Service Series is responsible for performing unskilled,
basic skilled, and semi- skilled work tasks to carry out a variety of attending duties related to BCC
facilities as well as the department’ s recreation program and activities. Responsibilities may
include providing structured child care; assisting program coordinator with children, lesson plan
implementation;
communicating with parents; assisting instructors with various classes; and
special events.. As a lead child care attendant responsibilities may include certain supervisory
functions over aides & assistants and always serves as PIC when scheduled.

Services

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

of education

and experience
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Bachelor' s degree in Parks and Recreation Administration or
related field; 3 years parks and recreation related experience.

Licensing Requirements:
Valid Driver’ s license

3/10/ 2022

CITY OF BECKER CLASSIFCATION STRUCTURE

New Class Title
Series Title
Street and Parks

Sample of Old Title(s)

Note: Working titles may be
maintained as necessary.

Draft DBM

Nature of Work

Maintenance
Vacant

Worker - Seasonal -

Maintenance
Seasonal

Worker –

A12

Maintenance

This level of the Street and Parks Maintenance Series is responsible for performing non- skilled,
defined work to support the maintenance and repair of the City’ s public works and assigned
public utility infrastructure using tools and light equipment.

Street and Parks

Maintenance

Worker

Maintenance

Worker

B23

This level of the Street and Parks Maintenance Series is responsible for performing skilled and
semi- skilled work to support the maintenance and repair of the City’ s public works and assigned
public utility infrastructure including streets, parks and water/ wastewater facilities; operating a
wide variety tools/ light and heavy equipment/ machinery; and assisting water/ wastewater
operators as needed.
This level of the Street and Parks Maintenance Series is responsible for performing first- level
supervisory, skilled/ technical, and some administrative work to coordinate the day- to-day
activities of the division’ s maintenance efforts and assist the Public Works and Parks Assistant
Director in the division’ s administration and construction program.

Maintenance

Street and Parks

Street and Parks Operation Lead

Maintenance

Water/ Wastewater

Water/Wastewater

Water/ Wastewater

Water/ Wastewater
Lead

Minimum qualifications include an equivalent combination
to successfully perform the essential duties of the job

Operator

Operations

of education

and experience

Street and Parks Operation
Lead Worker

Water/ Wastewater
Maintenance Worker

Water/ Wastewater
Lead Worker

Operations

C42

B24

C42

This level of the Water/ Wastewater Series is responsible for performing skilled and semi- skilled
work to support the operation, maintenance, and repair of the City’ s public utilities; operating
various types of equipment and machinery; using a variety of hand and power tools; and
assisting maintenance workers as needed.

This level of the Water/ Wastewater Series is responsible for performing first- level supervisory,
skilled/ technical and some administrative work to coordinate the day- to- day activities of a
division of the public works department that encompasses a variety of city- owned physical
assets including the water treatment system, wastewater treatment system and related facilities
and infrastructure and assists the Public Works and Parks Assistant Director in the division’ s
administration of the water/ wastewater functions.
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Minimum Qualifications*
High school diploma or G. E. D.;
Licensing Requirements:
None
High school diploma or G. E. D.; 1 year related maintenance
repair experience.

or

Licensing Requirements:
Class A or B Commercial Driver' s License
High school diploma or G. E. D.; 4 years related construction,
maintenance or repair experience with 2 years comparable
supervisory experience.
Licensing Requirements:
Class A or B Commercial Driver' s License
High school diploma or G. E. D.; job description does not state
minimum experience

Licensing Requirements:
Class A or B Commercial Driver' s License
Class D wastewater operator’ s certificate or Class D water
operator’ s certificate.
High school diploma or G. E. D.; 4 years related
water/ wastewater experience.
Licensing Requirements:
Class A or B Commercial Driver' s License
Class C wastewater operator’ s certificate or Class D water
operator’ s certificate.
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Exhibit A
2022 Salary Structure - Implemented 4/2/2022
Step
DBM
Rating

A11 $

1

2

3

4

5

Minimum

10.33 $

6

7

8

9

Midpoint

10. 86 $

11.40 $

11. 93 $

12. 47 $

13.00 $

10
Maximum

13. 67 $

14.34 $

15. 01 $

15.68

Step
DBM
Rating

A11

A12 $
A13 $

13. 70 $
15.34 $

14. 11 $
15. 80 $

14. 52 $
16.26 $

14. 93 $
16. 72 $

15. 34 $
17.18 $

15. 75 $
17. 64 $

16. 27 $
18.21 $

16. 78 $
18. 79 $

17. 29 $
19.36 $

17. 81
19. 94

A12
A13

B21 $
B22 $

22. 55 $
24.08 $

23. 22 $
24. 80 $

23. 90 $
25.53 $

24. 58 $
26. 25 $

25. 25 $
26.97 $

25. 93 $
27. 69 $

26. 77 $
28.60 $

27. 62 $
29. 50 $

28. 46 $
30.40 $

29. 31
31. 31

B21
B22

B23 $
B24 $
B25 $
B31 $
B32 $
C41 $

25. 62 $
27.54 $
29. 84 $
27.54 $
29. 84 $
31.76 $

26. 38 $
28. 36 $
30. 74 $
28. 36 $
30. 74 $
32. 72 $

27. 15 $
29.19 $
31. 63 $
29.19 $
31. 63 $
33.67 $

27. 92 $
30. 02 $
32. 53 $
30. 02 $
32. 53 $
34. 62 $

28. 69 $
30.84 $
33. 42 $
30.84 $
33. 42 $
35.58 $

29. 46 $
31. 67 $
34. 32 $
31. 67 $
34. 32 $
36. 53 $

30. 42 $
32.70 $
35. 44 $
32.70 $
35. 44 $
37.72 $

31. 38 $
33. 73 $
36. 56 $
33. 73 $
36. 56 $
38. 91 $

32. 34 $
34.77 $
37. 68 $
34.77 $
37. 68 $
40.10 $

33. 30
35. 80
38. 79
35. 80
38. 79
41. 29

B23
B24
B25
B31
B32
C41

C42 $

33. 30 $

34. 30 $

35. 30 $

36. 30 $

37. 29 $

38. 29 $

39. 54 $

40. 79 $

42. 04 $

43. 29

C42

C43 $
C44 $
C45 $
C51 $
C52 $

34.83 $
36. 75 $
39.06 $
36. 75 $
39.06 $

35. 88 $
37. 86 $
40. 23 $
37. 86 $
40. 23 $

36.92 $
38. 96 $
41.40 $
38. 96 $
41.40 $

37. 97 $
40. 06 $
42. 57 $
40. 06 $
42. 57 $

39. 01 $
41. 17 $
43.75 $
41. 17 $
43.75 $

40.06 $
42. 27 $
44. 92 $
42. 27 $
44. 92 $

41. 36 $
43. 65 $
46.38 $
43. 65 $
46.38 $

42.67 $
45. 02 $
47. 85 $
45. 02 $
47. 85 $

43. 98 $
46. 40 $
49.31 $
46. 40 $
49.31 $

45.28
47. 78
50. 78
47. 78
50. 78

C43
C44
C45
C51
C52

D61 $

40.98 $

42. 21 $

43.44 $

44. 67 $

45. 90 $

47.13 $

48. 66 $

50.20 $

51. 74 $

53.28

D61

D62 $
D63 $
D71 $
D72 $

42.52 $
44. 05 $
45.97 $
48. 28 $

43. 79 $
45. 37 $
47. 35 $
49. 72 $

45.07 $
46. 69 $
48.73 $
51. 17 $

46. 34 $
48. 01 $
50. 11 $
52. 62 $

47. 62 $
49. 34 $
51.49 $
54. 07 $

48.89 $
50. 66 $
52. 87 $
55. 52 $

50. 49 $
52. 31 $
54.59 $
57. 33 $

52.08 $
53. 96 $
56. 32 $
59. 14 $

53. 68 $
55. 61 $
58.04 $
60. 95 $

55.27
57. 27
59. 76
62. 76

D62
D63
D71
D72

E81 $
E82 $
E83 $
E91 $

50. 20 $
51.73 $
53. 27 $
51.81 $

51. 70 $
53. 29 $
54. 87 $
54. 14 $

53. 21 $
54.84 $
56. 46 $
56.47 $

54. 72 $
56. 39 $
58. 06 $
58. 81 $

56. 22 $
57.94 $
59. 66 $
61.14 $

57. 73 $
59. 49 $
61. 26 $
63. 47 $

59. 61 $
61.43 $
63. 26 $
66.38 $

61. 49 $
63. 37 $
65. 25 $
69. 30 $

63. 38 $
65.31 $
67. 25 $
72.21 $

65. 26
67. 25
69. 25
75. 13

E81
E82
E83
E91

POSITION TITLES
Customer Service Assoc, Bldg Attd, Custodial
Worker I, Dishwasher, Bev Cart Attd, Food
Runner/ Busser, Bartender, Server,
Groundskeeper I, Outside Services, Child Care
Attd, Class Instructor, Rec Attendant
Lead Customer Service Assoc, Lead Building Attd,
Custodial Worker II, Groundskeeper II, Pro Shop
Attd, Lifeguard, Lead Lifeguard, Lead Child Care
Attd, Lead Recreation Attd, Maintenance Worker
Seasonal, Cook

Community Service Officer
Admin Assistant, Maintenance

Coord

Program Coord
Accounting Technician, Admin Technician,
Mechanic, Kitchen Supervisor, Asst. Golf Course
Superintendent, Junior Golf Coord, Hospitality
Supervisor

Vacant
Vacant

Vacant
Vacant

Vacant
Accountant, Economic Development
Specialist, City Planner, Lieutenant, Streets and
Parks Operation Lead, Water / Wastewater
Operations Lead

Food & Beverage Mgr, Golf Services Mgr,
Information Services Manager, Rec Services Mgr
Golf Course Superintendent

Analyst
Vacant

Vacant
Recreation and Leisure Services Asst Dir, Public
Works & Parks Asst Dir
City Clerk / Human Resources, Safety & Risk Mgr
Vacant

Vacant
Vacant
Finance Director, Community Dev Director,
Police Chief, Public Services Director

Vacant
Vacant

City Administrator

PRE- APPROVALS: PC:

CA:

DH:

ACCOUNTANT
Approved: 5/19/2020
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Accountant
SUPERVISOR: Finance Director

DEPARTMENT: Finance
FLSA STATUS: Nonexempt

DEPARTMENT HEAD: Finance Director
Job Series: Accounting / Finance

PAY GRADEBAND: 9 C42

WORK LOCATION: City Hall
WORK STATUS: Part-Time/ Full- Time Hourly
Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
This position assists the Finance Director in the administration of the financial activities of the City. Responsibilities
include, but are not limited to: provide for segregation of duties in cash and investment activities; maintaining the
general ledger accounting system; preparing and sending miscellaneous invoices, assisting in preparing and
analyzing interim and annual financial reports; assists in preparing for and supporting the annual audit; performing
analysis of financial data;; preparing forecasts as required; assisting with the preparation of financial analysis and
written reports to council and various committees and boards.; analyze processes and procedures for reliability
and effective financial systems.

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: Finance Director
Works closely with: Directors, Department Leads and Managers (for budgeting and procedures)
Communicates with:
Internally all city departments and employees
Externally other accountants, county/ state/ federal agencies, city auditor, consultants & contractors, Civic
Systems staff
Supervises: None

IV. ESSENTIAL FUNCTIONS

1.

Assists with maintaining budgetary control accounts, including preparing budgets, reports, and financial
statement, and preparation and support to the annual external audit.

2.

Analyzes and prepares recommendations for future budgetary requirements and plans.

3.

Reconciles bank statements for City involving verifying and ensuring data on bank statement, cash flow ledger
and computerized cash trial balance are in balance.

3.4. Prepares and sends miscellaneous monthly, quarterly, and periodic invoices as assigned.
4.5. Coordinates Completes month-end closing activities and verifies account balances for general ledgers.
5.

Analyzes processes/ procedures and making recommendations to improve the accuracy, reliability and efficiency
of financial systems and processes.

6.

Provide for segregation of duties, including assisting with the receiving, disbursing, recording, and reporting of
funds.

7.

Evaluates and recommends changes to policies, procedures and practices and coordinates activities to
implement any changes.

8.

Substantiates financial transactions by auditing and tracing documents. Assists in performing internal auditing
work of a complex or advanced nature in examining and verifying the accuracy of a variety of accounting reports,
records, documents, statements, and other financial information.

CITY OF BECKER 12060 SHERBURNE AVENUE PO BOX 250 BECKER, MN 55308
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ACCOUNTANT
9.

Prepares project cost studies and analyses, including financial modeling and forecasting forecasts on various
aspects of funds and projects.

10.7.
Assists with overall budget administration including tracking revenues, and expenditures of various City
funds and departments.

V.

11.8.

Tracks City projects including retainage and contributed capital assets.

12.9.

Researches and provides input , analyzes forand reports on special projects.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;
each major area of
accountability
relevant laws, rules and
regulations

Skill in;
the understanding and
application of accounting
regulations and the ability to be
a resource for questions re: the
same

accounting standards, practices
and procedures, including
municipal finance and GASB
standards and guidance

planning and evaluation of
financial results

relevant word processing, and
spreadsheet software programs
and office automation
technologies

preparing and administering
budgets

financial software applications
relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls
City Council’s overall budget
goals and each department’ s
work plan
City and department
organizational structure,
operations, programs and
activities
program management,
process control and
improvement, work flow
management

modeling and forecasting

analyzing and interpreting data
for decision making and
implementation
communicating, both verbally
and in writing, with clarity and
understanding
establishing and maintaining
good collaborative working
relationships with a variety of
stakeholders
using training & experience to
solve problems and make
decisions commensurate to
position’s authority
using City’s automated
accounting software
using available software
program functionality to increase
work productivity

Ability to;
foster teamwork and build
collaborative relationships
enhance organizational decision
making through analysis and the
presentation of financial options via
reporting, modeling and forecasting
be responsive and adaptable to
requests and use forethought to
anticipate necessary analysis
establish and follow policies and
procedures and internal controls with
consistency and uniformity
research accounting and policy
issues
interact with staff from various levels
of local government and area
organizations
handling not public data and other
sensitive information in agreement
with City policies and state statutes
keep current on local government
finance and related issues
continually improve personal
knowledge base and keep current
with best practices
use active listening skills and receive
input/feedback and constructive
criticism on performance
promote work products that are
current accurate and complete
strive for continuous improvements in
performance and processes

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical
office equipment.

VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications &

other credentials)

An equivalent combination of education and experience may be considered during the hiring process.
CITY OF BECKER 12060 SHERBURNE AVENUE PO BOX 250 BECKER, MN 55308
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ACCOUNTANT
1. Bachelor’s degree with major in accounting or finance
2. Two years of relevant experience in accounting or finance
3. Proficient in the use of Microsoft Excel and Windows Operating Systems
4. Valid Driver’s License and satisfactory driving record

VIII.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications

and job- related characteristics— referenced elsewhere in this description and other job

documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Two years of experience with a general ledger financial software package
Previous work experience with Municipal Government relating to accounting and finance responsibilities

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/pushing,
grasping, twisting/turning, and some kneeling/crouching. Performs some lifting/carrying/moving of objects such
as computer equipment, files and copy paper. The noise level in the work environment is usually quiet in the
office. Typically works set office hours and some evenings. Regularly travels within the City.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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ACCOUNTING CLERKTECHNICIAN
Approved: 5/3/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Accounting ClerkTechnician
SUPERVISOR: Finance Director
DEPARTMENT HEAD: Finance Director
JOB SERIES: Accounting/Finance

DEPARTMENT: Finance
FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B23

WORK LOCATION: City Hall
WORK STATUS: Full- time, Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs skilled and technical clerical accounting work to independently initiate and complete a number of processes
within functional areas such as payroll, and utility billing. and accounts payable. Sets up and maintains personnel and
other employee files ( e.g. pay, medical/ WC, etc.). Provides clerical and secretarial support, to the Director, for the
preparation of the department’ s many statements, reports and other documents submitted to other city departments,
city advisory bodies, and the City Council. Serves as back- up, regularly and as directed, for the routine clerical tasks
associated with Accounts Payable, Accounts Receivable and the City’s insurance coverages. May be assigned
special projects by Supervisor.
Note: Any incumbent in this job class is also cross-trained in some duties/ tasks of other administrative and
administrative support staff and provides, regularly and as directed, back-up for some aspects of those positions.
For each of his/her own covered duties the incumbent is expected to train the backup person(s).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Finance Director, City Administrator ( during Supervisor’ s absence)
Works closely with: Department heads ( for payroll, utility billing, and A/P activities), other finance staff
Communicates with:
Internally - all city departments and employees
Externally - other accounting clerks, numerous county/ state/ federal agencies, insurance agents, city auditor,
consultants & contractors, Banyon Data Systems Civic Systems staff, other vendors & suppliers,
utility customers and residents.
Supervises: None

IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks that can be logically inferred are not specified.)
Follows Internal Controls Policy, providing input to Supervisor on appropriate updates. Also assists in
the preparation and maintenance of the department’ s accounting procedures manual( s).
THE PAYROLL PROCESS
Recurring Payroll Cycles - Performs routine tasks associated with bi-weekly and monthly payroll cycles:
processes employee time sheets for all departments including Fire by using payroll module; enters payroll
information, calculates pay amounts, and prints payroll register to check completeness and accuracy;
sends direct deposits and prints paycheck stubs. Generates journal entries and makes necessary posts to
fund accounting module. Calculates and files payroll taxes/ PERA retirement contributions. Processes
payroll vendor transmittals for each payroll cycle.
Payroll Reconciliations - Uses Excel spreadsheets to reconcile payroll transactions including overtime
OT) paid and compensatory time (CT) accumulated. Performs related research or audits as directed.
Year- end Payroll Activities - Assists with generation/ printing of W-2s and other year-end tax forms.
Payroll Administration - Sets up and maintains employees’ payroll information in payroll software, other
software applications, and physical ( pay) files.
Benefits Accounting & Reconciliations - Enters, into payroll software, paid leave benefits ( vacation, sick,
holiday) earned/ used, OT worked, and CT earned/ used; also enters these and pay totals into an Excel
reconciliation spreadsheet; and checks all amounts and totals to ensure integrity/ accuracy of transactions.
Benefits Administration – Assists Director and HR in employee enrollments and COBRA administration;
monitors PERA exclusions; and reconciles worker’ s compensation claims with electronic payroll and leave
records.
CITY
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ACCOUNTING CLERKTECHNICIAN
V.

ESSENTIAL FUNCTIONS ( cont.)
THE UTILITY BILLING PROCESS
Daily Utility Billing Tasks - receives utility bill payments as back- up to front counter staf. enters receipts
into UB module, reviewing for accuracy; and prepares bank deposits, recording details in Excel “ check
register” spreadsheet. Processes credit card and online transactions. Reviews aging reports and follows
up on delinquent accounts. Prints and mails delinquent notices to rental property owners.
Bi-monthly Utility Billing Cycle - performs routine tasks associated with recurring utility billing cycle:
uses electronic meter reading equipment and flash drive for uploads to, and downloads from, UB software;
reviews reports and investigates unusual readings/ usages, requesting rereads from water division if
needed; enters appropriate adjustments into UB software; initiates calculation of bills, prints and reviews
reports, and resolves discrepancies; prints and reviews bill register and prints utility bills when amounts are
fully verified; and initiates direct payment transactions, sending file to bank.
Utility Billing Administration ( Daily) - sets up new accounts and maintains customer account
information; initiates and maintains direct payment information for all accounts; and coordinates moveins/move- outs, scheduling finals meter reads with water division when appropriate. Provides friendly,
accurate and prompt customer service, personally answering questions or referring to Supervisor;
Utility Billing Administration ( Bi-monthly) - Sets up new accounts from meter reports submitted by
water division, comparing this list to building permit records to ensure all new accounts are billed; initiates,
in UB software, late payment penalty calculations; sets up and monitors special charges; maintains Excel
reconciliation spreadsheets to verify the accuracy of UB transactions; prints current meter reading reports
and forwards to the water division. Coordinates mailing of utility bills with City newsletter distribution.
Annual Utility Billing Activities - Sends out assessment or shut-off notices for delinquent accounts
depending on the situation; updates UB software with any Council- approved rate changes; and compares
utility accounts with property tax rolls to ensure all customers are accounted for and being billed.
THE ACCOUNTS PAYABLE PROCESS
Accounts Payable - performs back up of routine tasks associated with accounts payable process. uses
fund accounting software; sets up new vendors; codes and processes accounts payable claims for all
departments; prepares payment registers for review by Supervisor; and prints/ mails checks. Submits Form
ST3 ( Certificate of Exemption) as appropriate.
Sales Tax – files and remits monthly sales and use tax reports as required.
RECORDS AND INFORMATION MANAGEMENT
Document Management and Recordkeeping - Assists the Director in the preparation and maintenance
of the department’ s electronic and physical files as well as official records.
Personnel Administration - Sets up and maintains employee personnel files, following the City’s Record
Retention Policy for proper storage and destruction of official Human Resources records.

VI. OTHER DUTIES AND RESPONSIBILITIES
Assists with city hall reception/ front counter duties, answering questions or referring visitor to appropriate staff.
Performs other duties as assigned by Supervisor.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the
Finance Department’ s policies,
procedures, and internal
controls
City and each department’ s
organizational structure,
operations, programs, services
and activities
accounting/ bookkeeping
practices and procedures
office procedures, business
writing rules and techniques,
and methods
relevant word processing,
spreadsheet, presentation, and
publishing software programs
Civic Systems payroll, utility
billing and accounts payable
modules
MiViewPoint add on module for
Accounts Payable

being polite and courteous to
callers and visitors
communicating, both verbally
and in writing, with clarity and
understanding
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer- provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity

keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy

interact with staff from various levels
of local government and area
organizations

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

performing basic research

initiate routine work duties and carry
out tasks with little direct supervision

understanding and performing
mathematical calculations with
accuracy
using City’s automated
accounting software including
utility billing and payroll
using available software
program functionality to increase
work productivity

complete duties/ tasks in a timely
manner according to deadlines and
supervisory targets
achieve 100% completeness and
accuracy in work results
use listening attentively and receive
input/feedback ( and constructive
criticism) on performance
successfully attend any employerrequired training

MiPayOnline add on module for
time reporting

lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)
perform more complex tasks when
directed by Supervisor

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical
office equipment.
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VIII. MINIMUM TRAINING & EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
1. Associate’ s degree in accounting OR a post-secondary diploma or certificate in an accounting program and
specific experience directly related to one or more of the position’ s regular duty categories.
2. Specific experience ( at least one year) using automated accounting software programs or modules for payroll,
utility billing, and accounts payable as well as spreadsheet and word processing apps.
3. Demonstrated skill in (numeric and alphanumeric) data entry and operating a 10-key calculator.
4. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a
promotional context.
Proficiency in automated accounting software programs.
Competency in typical office software applications, particularly Excel and Word.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include walking, reaching, pulling/ pushing, grasping, twisting/ turning, and some
kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such as files, file boxes, and copy paper.
The noise level in the work environment is usually quiet in the office. Works outside normal hours including
evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure
the not public data are not accessed by individuals without a work reason. Once the work reason to
access the data is reasonably finished, you must properly store the not public data according to the
provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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ADMINISTRATIVE SUPPORT SPECIALISTASSISTANT COMMUNITY DEVELOPMENT
Approved: 12/07/2021
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Admin. Support SpecialistAssistant
SUPERVISOR: Community Development Director
DEPARTMENT HEAD: Comm. Development Director
JOB SERIES: Administrative Support

DEPARTMENT: Comm. Development
FLSA STATUS: Nonexempt
PAY GRADE BAND: 7B21

WORK LOCATION: City Hall
WORK STATUS: Full-Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs semi- skilled and skilled clerical and administrative support work for the Community Development
Department as well as the Administration and Finance departments. Serves as a frontline customer service person
for City Hall. Provides clerical and administrative support to other city departments and advisory bodies of the City
Council.
Note: Any incumbent in this job class is cross- trained in some duties/ tasks of other administrative and
administrative support staff and provides, regularly and as directed, back-up for some aspects of those positions.
For each of his/her own covered duties the incumbent is expected to train the backup person(s).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Community Development Director
Works closely with: Planners, Administrative Support Staff, City Clerk
Communicates with:
all city departments and employees
Internally township clerk, county / state agencies, business owners, utility customers, building inspector and
Externally city and township residents
Supervises: None

IV. ESSENTIAL FUNCTIONS
City Hall Front Counter Services
Answers phone and greets/ receives city hall visitors, routing calls and referring persons to appropriate staff
member or taking accurate messages.
Provides general information to the public and city employees, referring other requests to Supervisor or
appropriate staff member.
Assist with issuance of dog licenses and compost cards.
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IV. ESSENTIAL FUNCTIONS ( cont.)
Administrative & Clerical Support for Administration
Provides administrative support including data entry, filing, copying, faxing, e-mailing, and drafting, proofing
and typing correspondence efficiently and accurately.
Maintains own work files and participates in the City’s document management system.
Assists with sorting and distributing incoming mail and processing outgoing mail.
Assists with writing and maintaining policy and procedures for front counter duties and responsibilities.
Assists with updating the city’s website and posting to city’s Facebook page.
Administrative and Clerical Support for Community Development
Takes lead on intake of building permit applications, recording permits, reviewing initial application for
completeness, forwarding for zoning and inspector review, issuance and filing.
Completes Quarterly Building Surcharge Report for Department of Revenue
Assists with completing Municipal Construction and Development Fee Revenue and Expenses Annual Report
for Department of Labor and Industry.
Completes monthly census reports.
Forwards building permit copies and tracking sheets to township and county assessor monthly.
Assists with the coordination and preparation of Planning Commission and EDA agendas and information
packets, checking materials for correctness in terms of order of documents, format/ layout, and proofreading.
Attends meetings of Planning Commission and EDA as requested to take minutes.
Assists with proofreading word- processed minutes and other materials for spelling, grammar and
punctuation following up with corrections as needed.
Scans and files documents from the City’s centralized recordkeeping system into city’s document
management system efficiently and accurately.
Finance Support
Assists with utility receipting, invoicing and account maintenance.
o

Enter receipts into UB module, reviewing for accuracy.

o

Prepares bank deposits.

o

Processes credit card and online transactions.

o

Provides friendly, accurate and prompt customer service, personally answering questions or
referring to the Accounting Clerk.

o

Initiates direct payment information for utility accounts.

o

Receives and processes payments for utility accounts at the front counter.

o

Assist with monthly utility billing statement mailings.

o

Assists Accounting Clerk with utility customer changes such as addresses, phone contacts and
gathering information for move ins / move outs.

Assists with filing of Golf Course daily receipts and reconciliations.
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V.

OTHER DUTIES and RESPONSIBILITIES
Attends training for and may serve as election judge during primary and general elections.
Performs other duties as directed by supervisor.
Serves as a Notary Public.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each duty category and task

being polite and courteous to
callers and visitors

relevant laws, rules and
regulations

communicating, both verbally
and in writing, with clarity and
understanding

relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls

using training & experience to
solve problems and make
decisions commensurate to
position’ s authority

City and each department’ s
organizational structure,
operations, programs, services
and activities

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer- provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity

keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy

interact with staff from various levels
of local government and area
organizations

producing & managing
documents/ forms

Work independently on familiar work
tasks with minor supervision
Look at current work process to
improve future processes.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Ability to;

some bookkeeping practices
and procedures used in Finance
Department

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

office procedures, business
writing rules and techniques,
and methods

locating & compiling
data/information and performing
basic research

initiate routine work duties and carry
out tasks with little direct supervision

relevant word processing,
spreadsheet, presentation, and
publishing software programs

understanding and performing
mathematical calculations with
accuracy

City’s automated accounting
software including utility billing,
and fund accounting.

using available software
program functionality to increase
work productivity

complete duties/ tasks in a timely
manner according to deadlines and
supervisory targets
achieve correctness and accuracy in
work results
read and understand English
speak and write effectively in English
use listening attentively and receive
input/ feedback ( and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)
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Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical office
equipment.

VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma or equivalent.
2. One year of post-secondary coursework in office administration, executive or administrative assistant,
administrative technology or related program OR two years of administrative support / customer service or closely
related business experience.
3. Proficient in the use of Microsoft Office.
4. Must have a high level of proficiency in typing at an appropriate level.
5. Class D MN Driver’ s License
6. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
One year previous government experience
One year previous experience reviewing and issuing building permits

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/ pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such
as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in the office.
Typically works set office hours and some evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
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ADMINISTRATIVE SUPPORT SPECIALISTTECHNICIAN –
DEPUTY CLERK
Approved: 2/19/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Clerical Technician/ Administrative
Technician - Deputy Clerk
SUPERVISOR: City Clerk
DEPARTMENT HEAD: City Administrator
JOB SERIES: Administrative Support

DEPARTMENT: Administration

WORK LOCATION: City Hall

FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B23

WORK STATUS: Full-Time, Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs skilled clerical and some technical/specialized work to provide support for the City’s administrative
operations and activities with an emphasis on word processing and data entry for a variety of correspondence,
reports, documents and other information. Serves as City Clerk in their absence to perform statutory required
functions. Work is reviewed by supervisors through observation, upon task completion, and by comparison of
records. Works with considerable independence, with supervisors available for resolution of more difficult work or
unusual circumstances. May provide administrative and clerical support to other departments.
Note: Any incumbent in this job class is cross-trained in some duties/tasks of other administrative and
administrative support staff and provides, regularly and as directed, back-up for some aspects of those positions.
For each of his/her own covered duties the incumbent is expected to train the backup person(s).

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: City Clerk, City Administrator
Works closely with: Administrative Support Specialist and City Clerk
Communicates with:
Internally all city departments and employees
Externally other city clerks and deputy clerks, county/state/federal agencies, business owners, utility
customers and, residents and vendors
Supervises: None
May provide some work direction to: Administrative Support Specialist

IV. ESSENTIAL FUNCTIONS
Deputy Clerk Duties ( Regular and as-Deputized)
Assists City Clerk in issuance of licenses and permits for that statutory office including alcohol and tobacco
and all other licenses and permits.
Attends City Council meetings and takes minutes.
Assists City Clerk with election administration: schedules election judges, tests equipment, communicates
with candidates, and serves as Head Election Judge on Election Day.
Performs other statutory functions of City Clerk in their absence.
City Hall Front Counter Services
Answers phone and greets/receives city hall visitors, routing calls and referring persons to appropriate staff
member or taking accurate messages.
Provides general information to the public and city employees, referring other requests to Supervisor or
appropriate staff member.
Receives payments for utility bills.
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ADMINISTRATIVE TECHNICIAN - DEPUTY CLERK
Assists with building permit applications, review, issuance and filing.
IV. ESSENTIAL FUNCTIONS ( cont.)
Deputy Clerk Duties ( Regular and as-Deputized)
Assists City Clerk in issuance of licenses and permits for that statutory office.
Attends City Council meetings and takes minutes.
Assists City Clerk with election administration: schedules election judges, tests equipment, communicates
with candidates, and serves as Head Election Judge on Election Day.
Administrative & Clerical Support
Provides administrative support including data entry, filing, copying, faxing, e-mailing, and drafting, proofing,
typing and editing various correspondence and reports efficiently and accurately.
Assists with the coordination and preparation of agendas and information packets, checking materials for
correctness in terms of order of documents, format/layout, and proofreading.
Assists with proofreading word-processed minutes and other materials for spelling, grammar and
punctuation following up with corrections as needed.
Manages the City’s Sunshine Club including tracking employees in the club, funds available for distribution,
and tracking/purchasing gifts and distributions.
Maintains own work files and participates in the City’s centralized recordkeeping system.
Assists in processing and monitoring business licenses including alcohol, tobacco, noise exemptions, and
peddler licenses.
Attends meetings of Council to record the proceedings.
Assists City Clerk with implementation and maintenance of City’s centralized filing system
Assists with sorting and distributing incoming mail and processing outgoing mail.
Assists with updating the City website., City Hall street sign and the public access cable station bulletin board.
Assists with writing and maintaining policy and procedures. for front counter duties and responsibilities.
Assists with researching and writing city ordinances and updating the City book of codes.
Assists Human Resource Manager with writing policies and procedures, filing personnel paperwork, setting up
interviews and applicant notifications. first report of injuries, administering quarterly drug testing and annual
driver’s license checks.
Assists with keeping records of and posting meetings of the City Council, Committees, Commissions and
Boards.
Tracks and orders office supplies for City Hall.
Finance Support
Assists the Finance Department with utility receipting and, account maintenance, payroll and / or accounts
payable.
o

Performs routine tasks associated with accounts payable process: uses fund accounting software;
sets up new vendors; codes and processes accounts payable claims for all departments; prepares
payment registers for review by Supervisor; prints/mails checks and files records. Submits Form
ST3 (Certificate of Exemption) as appropriate.

o

Assist with closing out utility accounts through obtaining final meter reads, closing the utility
account in the utility software and sending final billings.

o

Assists with printing and mailing of monthly utility billing statements.

o

Assists Accounting Clerk with utility customer changes such as addresses and phone contacts and
recording information for move ins / move outs.
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o

Assists Accounting Clerk with payroll related functions, including but not limited to processing and
verfications.
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o

Enters miscellaneous receipts ( not including utilities) into fund accounting module, reviewing for
accuracy, prepares bank deposits and files documents.
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o

Enter receipts into UB module, reviewing for accuracy; prepares bank deposits; processes credit
card and online transactions and initiates direct payment information.

o

Assists Finance Director with asset management process, through acquisition of titles and disposal
of vehicles / equipment in the Administration and Police Departments. Provides guidance and
support to other departments.

Administrative and Clerical Support for Communications ( Internal and External)
Coordinates the preparation and maintenance of content for a variety of internally prepared publications such
as the employee newsletter and annual City calendar
Assists with updating the city website and making posts to social media to engage the community.

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.
Serves as a Notary Public

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;
each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls
City and each department’s
organizational structure,
operations, programs, services
and activities

Skill in;
being polite and courteous to
callers and visitors
communicating, both verbally
and in writing, with clarity and
understanding
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
keyboarding and entering
numeric & alpha-numeric data
with speed and accuracy

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer-provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity
interact with staff from various levels
of local government and area
organizations

producing & managing
documents/ forms

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Ability to;

some bookkeeping practices
and procedures used in Finance
Department

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

office procedures, business
writing rules and techniques,
and methods

locating & compiling
data/information and performing
basic research

initiate routine work duties and carry
out tasks with little direct supervision

relevant word processing,
spreadsheet, presentation, and
publishing software programs

understanding and performing
mathematical calculations with
accuracy

City’s automated accounting
software including utility billing,
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payroll, and A/P modules and
fund accounting

using available software
program functionality to increase
work productivity

speak and write effectively in English
use listening attentively and receive
input/feedback (and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)

regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical office
equipment.
Machines, tools, and equipment

VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma or equivalent.
2. One year of post-secondary coursework in office administration, executive or administrative assistant,
administrative technology or related program OR two years of administrative support or closely related business
experience.
3. Proficient in the use of Microsoft Office.
4. Must have a high level of proficiency in typing at an appropriate level.
5. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job- related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring

process and in a promotional context.
Two years of accounting and data entry experience.
Human Resource Management Experience.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/carrying/ moving of objects such
as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in the office.
Typically works set office hours and some evenings.
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Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision (Date) History:
Notes on Changes:
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POLICE
Approved: 3/20/2018
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Police SecretaryAdministrative Assistant
SUPERVISOR: Police Chief
DEPARTMENT HEAD: Police Chief
JOB SERIES: Administrative Support

DEPARTMENT: Police
FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B21

WORK LOCATION: Police Dept.
WORK STATUS: Full-time, Hourly
OFFICE HOURS: Per Supervisor

II. PURPOSE
Performs skilled clerical and specialized/technical work to assist the Police Chief in the department’s administration.
Serves as the frontline customer service person for the police department. Provides clerical, secretarial,
administrative, and investigative support to the sergeant and officers.

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: Police Chief
Works closely with: Police Sergeant Lieutenant, patrol/police officers, city attorney, City Hall
Communicates with:
Internally all city departments and employees
Externally other police secretaries and administrative staff; Sherburne County Sheriff’ s department, 911
Dispatch, county attorney, and social services; area hospitals, clinics, and detox centers; various
federal/ state/ area public agencies; city schools and businesses, various civic/community
organizations and groups, city residents and police station visitors.
Supervises: None
May receive some work direction from: Police Sergeant Lieutenant

IV. ESSENTIAL FUNCTIONS
Police Station Front Office/Front Counter Services
Answers phone and greets/ receives visitors, routing calls and referring persons to appropriate staff
member or taking accurate messages. Creates ICRs on all incoming calls/complaints.
Monitor radio and dispatches messages received in office by phone or radio, as necessary, to officers on
duty following proper phone or radio procedures.
Provides general information to the public and city employees, referring other requests to supervisor or
appropriate staff member.
Provides specific information about the City’s police operations according to department policies and state
law or as directed by the Police Chief.
Receives payments for reports, administrative fines, etc.
Administrative, Secretarial, and Clerical Support
Sorts and distributes incoming mail and processes outgoing mail.
Performs data entry, filing, copying, faxing, e-mailing as well as drafting, word processing/ typing and
proofing/ editing various forms, reports, memoranda and other correspondence.
Prepares department’s monthly schedule, reminding officers of upcoming court dates and activities.
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POLICE SECRETARYADMINSTRATIVE

ASSISTANT - POLICE

Maintains inventory of department supplies and materials.
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POLICE SECRETARYADMINSTRATIVE

ASSISTANT - POLICE

IV. ESSENTIAL FUNCTIONS (cont.)
Assists Police Chief with the Department’ s Administration
Assists the Chief in drafting, implementing and updating the department’s policies, procedures, rules
and regulations.
Prepares internal investigation reports and files with appropriate county and state agencies.
Makes recommendations, to the Police Chief, for department’s budget.
Assists Police Chief or sergeant Lieutenant with training records, evidence retention logs, etc.

Commented [ BB3]: Add Lieutenant

Provides confidential secretarial support to the Police Chief.
Assists the Chief in completing Gun Permit to Purchase background checks

Commented [ BB4]: New

Data Entry, Complaint/ Investigation/ Case Administration, and Records Management
Enters data in Records Management System and maintains the department’ s information databases.
Maintains Initial Complaint Reports ( ICRs) and Uniform Crime Reports ( UCRs). Completes State and
Federal reporting regarding criminal activity.
Prepares criminal investigation reports and files with appropriate county and state agencies.
Operates—through the Sheriff’s office—NCIC criminal data information systems. Acts as the agency’s
Terminal Access/ Agency Coordinator ( TAC). Required to maintain BCA and MNJIS certifications for
access.
Send out follow-up forms to individuals who were issued warning tags by officers.
Organizes and maintains all office files (physical and electronic).

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;
each duty category and task
relevant laws, rules and
regulations including MGDPA
relevant City policies and
ordinances as well as the Police
Department’ s policies,
procedures, and internal
controls
City and Police Department’ s
organizational structure,
operations, programs, services,
and activities
State’s CJDN and federal
government’ s NCIC
law enforcement & policing
policies, practices, and
terminology
relevant medical & legal
terminology and court rules &
procedures
bookkeeping/ budgeting
practices and procedures

Skill in;
being polite and courteous to
callers and visitors
establishing cooperative and
productive work relationships,
particularly with coworkers
using training & experience to
solve problems and make
decisions commensurate to
position’s authority
keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy
maintaining and retrieving
complete and accurate
computer and physical records
locating & compiling
data/information and performing
basic research
understanding and performing
mathematical calculations with
accuracy

CITY OF BECKER 12060 SHERBURNE AVENUE PO BOX 250 BECKER, MN 55308

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer-provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity
interact with staff from various levels
of local government and area
organizations
handling not public data and other
sensitive information IAW City
policies and state statutes
initiate routine work duties and carry
out tasks with little direct supervision
complete duties/tasks in a timely
manner according to deadlines and
supervisory targets
speak and write effectively in English
Page 3 of 6

POLICE SECRETARYADMINSTRATIVE
recommended by Finance
Department

using available software
program functionality to increase
work productivity

CITY OF BECKER 12060 SHERBURNE AVENUE PO BOX 250 BECKER, MN 55308
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Testify in Court of Law
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VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES (cont.)
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

office procedures, business
writing rules and techniques, and
methods

Ability to;

achieving correctness,
completeness, and accuracy in
work results

relevant word processing,
spreadsheet, presentation, and
publishing software programs

listening attentively and receive
input/feedback (and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds (frequently), up to 25
pounds (occasionally)

Department’ s automated records
management system software
Crime Classifications

maintain confidentiality in
accordance with Minnesota Data
Practices and office policies and
procedures

Duties of a Terminal
Access/Agency Coordinator
TAC), compliance with MNJIS
and NCIC policies

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
database management, word processing, spreadsheets, etc.), police radio, 10-key calculator, telephone, copy and fax
machines, and other typical office equipment.

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.

1. High School Diploma.
2. Two years of office experience including customer contact and word processing/ keyboarding skills (60 wpm).
3. Able to be bonded under City’s selected insurer and insurance coverages.
4. Ability to pass a criminal background check to include criminal history and fingerprinting.
5. State certification on Criminal Justice Information Systems (CJIS) or ability to obtain within six months.

VIII. PREFERRED QUALIFICATIONS ( not all- inclusive)
Additional preferred qualifications

and job- related characteristics—

referenced elsewhere in this description and other job

documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Previous experience in a police department or comparable municipal public safety agency.
Proficiency in an automated case and records management system or comparable database software
program.
Notary Public Certification, including E-Notarization authority

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include walking, reaching, pulling/pushing, grasping, twisting/turning, and some
kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such as files, file boxes, and copy paper.
The noise level in the work environment is usually quiet in the office. Typically works set office hours and some
evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not

CITY OF BECKER 12060 SHERBURNE AVENUE PO BOX 250 BECKER, MN 55308
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ASSISTANT - POLICE

public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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ADMINISTRATIVE SUPPORT SPECIALISTASSISTANT –
PUBLIC WORKS
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Admin. Support Specialist/Pubic
WorksAdministrative Assistant –
Public Works
SUPERVISOR: Pubic Works & Parks Asst. Director
DEPARTMENT HEAD: Public Services Director
JOB SERIES: Administrative Support

DEPARTMENT: Administration

WORK LOCATION: Public Works

FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B21

WORK STATUS: Full-Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs semi- skilled and skilled clerical and administrative support work for the Public Works and Parks
Department. Serves as the frontline customer service person for Public Works and Parks Department. Provides
clerical and administrative support to other city departments and advisory bodies of the City Council.
Note: Any incumbent in this job class is cross-trained in some duties/tasks of other administrative and
administrative support staff and provides, regularly and as directed, back-up for some aspects of those positions.
For each of his/her own covered duties the incumbent is expected to train the backup person(s).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Works and Parks Assistant Director, Public Services Director
Works closely with: Public Works and Parks Assistant Director, Public Services Director, Streets Manager, Water /
Wastewater Lead Operator, City Hall Staff
Communicates with:
Internally all city departments and employees
Externally other City Public Works Departments, county/ state/ federal agencies, business owners, utility
customers and residents
Supervises: None

IV. ESSENTIAL FUNCTIONS
Front Counter Services
Answers phone and greets/ receives visitors, routing calls and referring persons to appropriate staff member
or taking accurate messages.
Provides general information to the public and city employees, referring other requests to Supervisor or
appropriate staff member.
Receives payment for sidewalk snow removal, lawn mowing, etc.

IV. ESSENTIAL FUNCTIONS ( cont.)
Administrative & Clerical Support
Provides administrative support including data entry, filing, copying, faxing, e-mailing, and drafting, proofing,
typing and editing various correspondence and reports efficiently and accurately.
Maintains own work files and participates in the City’s centralized recordkeeping system.
Processes and tracks snow, weed and tree trimming notices; following City procedure for notifications and
assessments.
Tracks and follows up on all violations and complaints reported in a timely manner.
CITY
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WORKS
Assists with preparation of documents for City Council packets by writing requests for council actions and
resolutions.
Assists with reviewing and updating City ordinances as they pertain to the Public Works and Parks
department.
Assists with developing and administering policies, procedures and forms within the Public Works and Parks
department.
Assists with sorting and distributing incoming mail and processing outgoing mail.
Regularly reviews and updates the City’s Public Works website pages. Forwards information to City Hall
Administrative Staff for posting of notices on the websites homepage and / or Facebook page.
Assists with the writing of safety meeting minutes.
Maintenance Plans
Assist with finalizing and maintaining a Trail Maintenance Plan
Assist with finalizing and maintaining a Street Improvement Plan
Assist with developing and maintaining a Building Improvement Plan
Assist with finalizing and maintaining a Park Maintenance Plan
Assist with implementing property management software and thereafter serving as software administrator
through accurate data entry of existing assets, work orders and city owned property; scheduling the
maintenance of equipment, machinery and building repair; and tracking of all assets.
Inspections
Perform inspections around the City making a list of those properties in violation of weed, snow and right of
way ordinance either as needed or by complaint.
Performs monthly inspections of fire extinguishers, safety lighting, vehicles, etc.
Inspects work for all right of way permits issued by the City and works with Community Development
Department to insure work is completed correctly and the permit finalized.

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.
Serves as alternate judge in primary and general elections.
Serves as a Notary Public.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the Public
Works & Streets Department’ s
policies, procedures, and
internal controls
City and each department’ s
organizational structure,
operations, programs, services
and activities
CITY
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being polite and courteous to
callers and visitors
communicating, both verbally
and in writing, with clarity and
understanding
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy
PO BOX 250 BECKER, MN 55308

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer- provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity
interact with staff from various levels
of local government and area
organizations
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WORKS
producing & managing
documents/ forms

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Ability to;

some bookkeeping practices
and procedures used in Finance
Department

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

office procedures, business
writing rules and techniques,
and methods

locating & compiling
data/information and performing
basic research

initiate routine work duties and carry
out tasks with little direct supervision

relevant word processing,
spreadsheet, presentation, and
publishing software programs

understanding and performing
mathematical calculations with
accuracy

Property Management Software

using available software
program functionality to increase
work productivity

complete duties/ tasks in a timely
manner according to deadlines and
supervisory targets
achieve correctness and accuracy in
work results
read and understand English
speak and write effectively in English
use listening attentively and receive
input/ feedback ( and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical office
equipment.

VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma or equivalent.
2. One year of post-secondary coursework in office administration, executive or administrative assistant,
administrative technology or related program OR two years of administrative support or closely related business
experience.
3. Proficient in the use of Microsoft Office.
4. Must have a high level of proficiency in typing at an appropriate level.
5. Able to be bonded under City’s selected insurer and insurance coverages.
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ADMINISTRATIVE SUPPORT SPECIALIST/ ASSISTANT - PUBLIC
WORKS

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Experience in responsible clerical work.
Demonstration of the following knowledge, abilities, and skills is desirable:
Considerable knowledge of business English, punctuation, spelling, knowledge of filing
principles and procedures, and knowledge of office equipment, practices, and procedures;
Skill in the use of a typewriter, word processor, and computer; and,
Ability to make minor decisions in accordance with laws, rules, and regulations, ability to
maintain moderately complex records and to prepare reports from such records, ability to
understand and carry out moderately complex oral and written instructions, ability to establish
and maintain effective working relationships with the public and other employees.
Experience with property management software.
Experience with data management software.
Experience in maintaining and updating websites.
Experience writing meeting minutes.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/ pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such
as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in the office.
Typically works set office hours and some evenings. Regularly travels within the City.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.
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ADMINISTRATIVE SUPPORT SPECIALIST
TECHNICIAN–
REC & LEISURE
Approved: 5/3/2016
Last Revised: 11/30/ 2021

I. IDENTIFYING INFORMATION
JOB TITLE: Admin. Support SpecialistTechnician –
Rec. & Leisure
SUPERVISOR: Recreation Services Manager
DEPARTMENT HEAD: Assistant Director, Recreation
Leisure Services
JOB SERIES: Administrative Support

DEPARTMENT: Recreation & Leisure

WORK LOCATION: BCC

FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B23

WORK STATUS: Full-Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs skilled clerical and specialized/ technical work to assist the Recreation Services Manager
in the department’ s administration. Serves as the frontline customer service person for the Becker
Community Center ( BCC). Provides clerical, secretarial, and administrative support to Recreation
Leisure Assistant Director, Golf Services Manager, Food & Beverage Manager and Golf
Superintendent. Serves as a member of various employee committees as assigned. Acts as
person- in-charge” during Supervisor’ s absence.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Direct: Recreation Services Manager and Indirect: Assistant Director, Recreation & Leisure Services
Works closely with: Program Coordinators and Lead Building Attendants; Recreation & Leisure Assistant Director,
Golf Services Manager, Food & Beverage Manager and Golf Superintendent.
Communicates with:
Internally all city departments and employees
Externally other P&R administrative & program staff of municipal/ county/ school districts; various
federal/ state/ area public agencies; city schools and businesses, various civic/ community
organizations and groups, community center members/ users and city residents.
Supervises: customer service associates

IV. ESSENTIAL FUNCTIONS
Community Center Front Office/ Front Counter Services
Oversees, and participates as needed, in reception tasks: answers phone and greets/ receives visitors,
routing calls and referring persons to appropriate staff member or taking accurate messages.
Provides specific information about the City’ s recreation programs and facility ( parks & community center)
use. Registers program attendees and collects fees.
Implements emergency procedures & policies when needed.
Administrative, Secretarial, and Clerical Support
Coordinates the office’ s regular activities.
Prepares Master Calendar or Schedule for Community Center.
Sorts and distributes incoming mail and processes outgoing mail.
Performs data entry, filing, copying, faxing, e-mailing as well as drafting, word processing/ typing and
proofing/ editing various forms, reports, memoranda and other correspondence.
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Attends meetings and takes minutes Parks & Recreation Commission.
Maintains inventory of department’ s office supplies and materials. Also responsible for concession and
merchandise for resale inventory and purchasing under direction of manager

IV. ESSENTIAL FUNCTIONS ( cont.)
Administrative, Secretarial, and Clerical Support
Coordinates the office’ s regular activities.
Prepares Master Calendar or Schedule for Community Center.
Sorts and distributes incoming mail and processes outgoing mail.
Performs data entry, filing, copying, faxing, e-mailing as well as drafting, word processing/ typing and
proofing/ editing various forms, reports, memoranda and other correspondence.
Attends meetings and takes minutes Parks & Recreation Commission.
Maintains inventory of department’ s office supplies and materials. Also responsible for concession and
merchandise for resale inventory and purchasing under direction of manager
Assists Pebble Creek Golf Club with Administrative and Clerical Support
Assists Recreation & Leisure Assistant Director, Golf Services Manager, Golf Superintendent and Food &
Beverage Manager on HR functions relating to the Employee Lifecycle and onboarding of new employees.
Assists the Recreation & Leisure Assistant Director in drafting, implementing and updating the
department’ s policies, procedures, rules and regulations.
Assists Parks & Recreation with the Department’ s Administration
Assists the Recreation Services Manager in the selection, planning, and implementation of Community Center
programs, classes/ workshops, and special events.
Assists the Recreation Services Manager and Program Coordinator( s) in the supervision of classes,
workshops, and activities. Assist in room set-up for classes and programs in absence of building
attendants.
Assists the Recreation Services Manager in drafting, implementing and updating the department’ s
policies, procedures, rules and regulations.
Serves as BCC’ s Certified Food Manager for concessions and special events. supervises the
preparation, presentation and storage of food items. Assigns PIC as appropriate.
Serves as key staff member for utilization of member, registration and point of sale software. Also assists
Recreation Services Manager in evaluating for future needs regarding software.
Maintain supplies & materials including concession stand and merchandise for resale inventory; and
responds to guest concerns and complaints. Opens/ closes community center building when assigned.
Prepares or processes daily cash deposits and reports, petty cash, invoices, collection and year- end
reports, insurance reimbursement program, monthly membership ACH Files, program applications and
submissions, and Silver Fit and Silver Sneaker processing.
Assists in rental/ use of park shelters.
Marketing, Membership Administration, and Records Management
Participates in marketing/ advertising efforts: assists the Recreation Services Manager in the preparation of a
variety of flyers/ brochures, posters, news releases, and related marketing materials to promote interest, provide
information and advertise the City’s parks & recreation programs and activities.
Processes all Community Center membership applications, assigns member numbers, and maintains
accurate member files.
Organizes and maintains all office files (physical and electronic).

V.

OTHER DUTIES and RESPONSIBILITIES
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Provides back- up to other administrative support positions as directed.
Participates in equipment purchase decisions, provides input and makes recommendation for
budgetary needs
Performs other duties as directed by supervisor.
Serves as alternate judge in primary and general elections.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each duty category and task
relevant laws, rules and
regulations including MGDPA
relevant City policies and
ordinances as well as the P&R
Department’ s policies,
procedures, and internal
controls
City and P&R Department’ s
organizational structure,
operations, programs, services
and activities
bookkeeping/ budgeting
practices and procedures
recommended by Finance
Department
principles and practices
applicable to sports, parks and
leisure/ recreation management
principles and practices
applicable to P&R-related
facilities and infrastructure
development
office procedures, business
writing rules and techniques,
and methods
relevant word processing,
spreadsheet, presentation, and
publishing software programs

being polite and courteous to
callers and visitors
establishing cooperative and
productive work relationships,
particularly with coworkers
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy
maintaining and retrieving
complete and accurate
computer and physical records
locating & compiling
data/information and performing
basic research
understanding and performing
mathematical calculations with
accuracy
using available software
program functionality to increase
work productivity
achieving correctness,
completeness and accuracy in
work results
supervising/ directing the work of
others & providing clear
direction and expectations

Department’ s automated
management software

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer- provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency
and uniformity
interact with staff from various levels
of local government and area
organizations
handling not public data and other
sensitive information IAW City
policies and state statutes
initiate routine work duties and carry
out tasks with little direct supervision
complete duties/ tasks in a timely
manner according to deadlines and
supervisory targets
speak and write effectively in English
listening attentively and receive
input/ feedback ( and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
database management, word processing, spreadsheets, etc.), concession stand equipment, 10-key calculator, telephone,
copy and fax machines, and other typical office equipment.
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VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma.
2. Two years of related work experience in a recreation, fitness, or other related field.
3. Holds Valid MN Drivers license ( or has the ability to obtain within 6 months).

VIII.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
One year of experience with recreation programs and activities.
First aid and CPR/ AED certification.
Computer experience.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and building spaces, reaching, pulling/ pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such
as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in the office.
Typically works set office hours as well as some evenings and weekends.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
1/19/21 – Job Description Update approved by City Council
Notes on Changes:
1/19/21 – Updated Supervisor and Department Head Job Titles
Move from Grade 6 to 7
Removed some duties taken over by Supervisor
Added two years of relevant experience to minimum requirements.
11/16/21 – Addition of Golf Course Administrative Support Duties & Responsibilities
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ADMINISTRATIVE SUPPORT SPECIALIST ASSISTANT
Approved: 5/3/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Admin. Support SpecialistAdministrative
Assistant
SUPERVISOR: City Clerk
DEPARTMENT HEAD: City Administrator
JOB SERIES: Administrative Support

DEPARTMENT: Administration

WORK LOCATION: City Hall

FLSA STATUS: Nonexempt
PAY GRADEBAND: 7B21

WORK STATUS: Part- Time/ Full- Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs semi-skilled and skilled clerical and administrative support work for the City Administrator and City Council
as well as the Administration, Finance, and Community Development departments. Serves as the frontline customer
service person for City Hall. Provides clerical and administrative support to other city departments and advisory
bodies of the City Council.
Note: Any incumbent in this job class is cross-trained in some duties/tasks of other administrative and
administrative support staff and provides, regularly and as directed, back-up for some aspects of those positions.
For each of his/her own covered duties the incumbent is expected to train the backup person(s).

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: City Clerk, City Administrator
Works closely with: City Clerk
Communicates with:
Internally all city departments and employees
Externally other city clerks and deputy clerks, county/state/federal agencies, business owners, utility
customers and residents
Supervises: None

IV. ESSENTIAL FUNCTIONS
City Hall Front Counter Services
Answers phone and greets/ receives city hall visitors, routing calls and referring persons to appropriate staff
member or taking accurate messages.
Provides general information to the public and city employees, referring other requests to Supervisor or
appropriate staff member.
Receives payments for utility bills.
Assists with building permit applications, review, issuance and filing and submitting monthly reports to relevant
agenies..
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ADMINISTRATIVE SUPPORT SPECIALISTASSISTANT
IV. ESSENTIAL FUNCTIONS ( cont.)
Administrative & Clerical Support
Provides administrative support including data entry, filing, copying, faxing, e-mailing, and drafting, proofing,
typing and editing various correspondence and reports efficiently and accurately.
Assists with the coordination and preparation of agendas and information packets, checking materials for
correctness in terms of order of documents, format/layout, and proofreading.
Assists with proofreading word-processed minutes and other materials for spelling, grammar and
punctuation following up with corrections as needed.
Maintains own work files and participates in the City’s centralized recordkeeping system.
Assists in processing and monitoring business licenses including alcohol, tobacco, noise exemptions, and
peddler licenses.
Attends meetings of Council to record the proceedings. in absence of the Deputy Clerk.
Assists City Clerk with implementation and maintenance of City’s centralized filing system
Assists with sorting and distributing incoming mail and processing outgoing mail.
Assists with writing and maintaining policy and procedures for front counter duties and responsibilities.
Assists with the City’s Farmers Market by initiating annual registrations, providing support to vendors, and
creating marketing materials.
Administrative and Clerical Support for Communications ( Internal and External)
Coordinates the preparation and maintenance of content for a variety of internally- prepared publications and
information such as the City Newsletter, the Employee Newsletter, the City’s websites, the City’s sign and
semiannual community guidequartlery Becker Bulletin.
Assists with updating the City website, City Hall street sign and the public access cable station bulletin board.
Assists with writing press releases and blogs for City Departments, City Administrator and Mayor.
Makes regular posts to social media to engage the community.
Maintains the City’s photo archive.
Regularly uses graphic design software to create and update communication pieces.
Capture and edits video for various city events and communications
Finance Support
Assists the Finance Department with utility receipting and account maintenance and / or accounts payable.
o

Enter receipts into UB module, reviewing for accuracy; prepares bank deposits, recording details in
Excel “ check register” spreadsheet. . Processes credit card and online transactions. Assist in
maintaining customer account information; initiates direct payment information; assists Accounting
Clerk in gathering details for move-ins/move-outs. Provides friendly, accurate and prompt customer
service, personally answering questions or referring to the Accounting Clerk.

o

Coordinates monthly utility billing statement mailings.

o

Assists Accounting Clerk with utility customer changes such as addresses, phone contacts and
move ins / move outs.

o

Assists with data entry and filing of Community Center and Golf Course daily receipts and
reconciliations.
Formatted: Indent: Left: 1"

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.
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Trains and serves as Election Judge when requested
Serves as a Notary Public.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;
each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls
City and each department’s
organizational structure,
operations, programs, services
and activities

Skill in;
being polite and courteous to
callers and visitors
communicating, both verbally
and in writing, with clarity and
understanding
using training & experience to
solve problems and make
decisions commensurate to
position’s authority
keyboarding and entering
numeric & alpha-numeric data
with speed and accuracy

Ability to;
improve personal knowledge base
through on-the-job training and any
other employer-provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity
interact with staff from various levels
of local government and area
organizations

producing & managing
documents/ forms

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Ability to;

some bookkeeping practices
and procedures used in Finance
Department

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

office procedures, business
writing rules and techniques,
and methods

locating & compiling
data/information and performing
basic research

initiate routine work duties and carry
out tasks with little direct supervision

relevant word processing,
spreadsheet, presentation, and
publishing software programs

understanding and performing
mathematical calculations with
accuracy

City’s automated accounting
software including utility billing,
and fund accounting.

using available software
program functionality to increase
work productivity

complete duties/tasks in a timely
manner according to deadlines and
supervisory targets
achieve correctness and accuracy in
work results
read and understand English
speak and write effectively in English
use listening attentively and receive
input/feedback (and constructive
criticism) on performance
successfully attend any employerrequired training
lift, carry or move objects up to 10
pounds (frequently), up to 25 pounds
occasionally)

regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical office
equipment.
Machines, tools, and equipment
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VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma or equivalent.
2. One year of post-secondary coursework in office administration, executive or administrative assistant,
administrative technology or related program OR two years of administrative support / customer service or closely
related business experience.
3. Proficient in the use of Microsoft Office.
4. Must have a high level of proficiency in typing at an appropriate level.
5. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications

and job- related characteristics— referenced elsewhere in this description and other job

documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Two years of marketing / communications experience including:
Updating and maintaining websites with a content management system;
Posting on Social Media;
Writing press releases and / or blogs; and
Creating flyers, community guides and other community engagement pieces.
Proficient in the use of desk top publishing software.
Two years of accounting and data entry experience.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/pushing,
grasping, twisting/turning, and some kneeling/crouching. Performs some lifting/carrying/moving of objects such
as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in the office.
Typically works set office hours and some evenings.

Data Practices Notice/Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.
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Revision ( Date) History:
7/3/18
Notes on Changes:
7/3/18 – Merged Deputy Clerk and Admin. Support Specialist Job Descriptions
12/1818 – Split Deputy Clerk and Admin Support Specialist Job Descriptions
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Approved: 9/22/ 2021
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Analyst
SUPERVISOR: Finance Director
DEPARTMENT HEAD: Finance Director
JOB SERIES: Accounting / Finance

DEPARTMENT: Finance
FLSA STATUS: Nonexempt
PAY GRADEBAND: 12C45

WORK LOCATION: City Hall
WORK STATUS: Part-Time/Full-Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
This position assists the Finance Director in the administration of the financial activities of the City. Responsibilities
include, but are not limited to: achieving the essential functions of the Accountant role if that position is unfilled as
well as; preparing forecasts as required, specifically monthly cash flow forecasting, debt service modeling, and the
bond rating process; preparation of financial analysis and modeling with recommendations and implementation
plans along with written reports to council and various committees and boards; analyze processes and procedure,
making recommendations for reliability and effective financial systems; provide financial program administration to
city capital projects and contributed asset projects, including preparing and submitting reimbursement invoices;
assist in the coordination, planning and evaluation of operating and capital budgets.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Finance Director
Works closely with: Directors, Department Leads and Managers, Budget and Finance Committee
Communicates with:
Internally all city departments and employees
Externally other finance professionals, county/ state/ federal agencies, city auditor, consultants &
contractors, Civic Systems staff
Supervises: None
Provides work direction to: Accounting Clerk, Deputy City Clerk and Administrative Support Specialist as
needed for receipting and disbursement duties as well as general ledger close.

IV. ESSENTIAL FUNCTIONS

1.

Responsible for the Essential Functions of the Accountant role if that position is unfilled.

2.

Coordinate and provide work direction for receipting and disbursements as well as month- end closing activities.
Verifies account balances for general ledgers.

3.

Analyzes processes/ procedures and makes recommendations to improve the accuracy, reliability and efficiency
of financial systems and processes.

4.

Evaluates and recommends changes to policies, procedures and practices and coordinates activities to
implement any changes.

5.

Substantiates financial transactions by auditing and tracing documents. Assists in performing internal auditing
work of a complex or advanced nature in examining and verifying the accuracy of a variety of accounting reports,
records, documents, statements, and other financial information.

6.

Prepares project cost studies and analyses, including financial modeling and forecasts on various aspects of
cash flow, funds, and projects. Makes recommendations and implementation plans based on analysis.

7.

Provides financial and program administration to city capital improvement projects and grant funded capital
projects, including program reporting and preparation/ submission of reimbursement invoices.

8.

Assist in the coordination, planning and evaluation of the Capital Improvement Plan ( CIP) and annual operating
budget.
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V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each major area of
accountability
relevant laws, rules and
regulations
accounting standards, practices
and procedures, including
municipal finance and GASB
standards and guidance
relevant word processing, and
spreadsheet software programs
and office automation
technologies
financial software applications
relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls
City Council’ s overall budget
goals and each department’ s
work plan
City and department
organizational structure,
operations, programs and
activities
program management, process
control and improvement, work
flow management

the understanding and
application of accounting
regulations and the ability to be
a resource for questions re: the
same
planning and evaluation of
financial results
modeling and forecasting
preparing and administering
budgets
analyzing and interpreting data
for decision making and
implementation
developing alternatives;
including cost/benefit and other
pros & cons of various options
providing / presenting reliable
information and sound advice to
staff, leadership and public
officials
communicating, both verbally
and in writing, with clarity and
understanding
establishing and maintaining
good collaborative working
relationships with a variety of
stakeholders
showing leadership, steering
projects, and providing work
direction
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
using City’s automated
accounting software

Ability to;
foster teamwork and build
collaborative relationships
enhance organizational decision
making through analysis and the
presentation of financial options via
reporting, modeling and forecasting
be responsive and adaptable to
requests and use forethought to
anticipate necessary analysis
establish and follow policies and
procedures and internal controls with
consistency and uniformity
research accounting and policy
issues
interact with staff from various levels
of local government and area
organizations
handling not public data and other
sensitive information in agreement
with City policies and state statutes
keep current on local government
finance and related issues
continually improve personal
knowledge base and keep current
with best practices
use active listening skills and receive
input/ feedback and constructive
criticism on performance
promote work products that are
current accurate and complete
strive for continuous improvements in
performance and processes
work beyond normal work hours as
needed to support Council and
Committee meetings

using available software
program functionality to increase
work productivity

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical
office equipment.

VII.
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An equivalent combination of education and experience may be considered during the hiring process.
1.

Bachelor’ s degree with major in accounting or finance.

2.

Five years of relevant experience in accounting or finance

3.

Proficient in the use of Microsoft Excel and Windows Operating Systems

4.

Valid Driver’ s License and satisfactory driving record

VIII.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Two years of experience with a general ledger financial software package
Previous work experience in a Municipal Government accounting or finance role
Relevant experience providing work direction to accounting support functions

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/ pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such
as computer equipment, files and copy paper. The noise level in the work environment is usually quiet in the
office. Typically works set office hours and some evenings. Regularly travels within the City.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:

Notes on Changes:
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ASSISTANT GOLF COURSE
SUPERINTENDENT
Approved: 7/17/ 2018
Last Revised: 7/3/2018

I. IDENTIFYING INFORMATION
JOB TITLE: Assistant Golf Course Superintendent
DEPARTMENT HEAD: Director of Golf
FLSA/PELRA STATUS: Non-exempt/Non-union
JOB SERIES: Golf Maintenance

DEPARTMENT: Golf Course
DIVISION: Maintenance
PAY GRADEBAND: 6 B23

WORK LOCATION: PCGC
WORK STATUS: Full-time, Hourly
WORK HOURS: Per Supervisor

II. PURPOSE
Performs first-level supervisory, para- professional & professional, and administrative work to coordinate the dayto-day activities of the division’ s grounds maintenance program and assist the Superintendent in the division’ s
administration. Use professional/ specialized knowledge and technical expertise to ensure staff are properly
trained, effectively supervised, and that work results meet quality and other standards.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Golf Superintendent, Director of Golf/ PCGC Manager
Works closely with: City’s public works department
Communicates with:
Internally - all city departments and employees
Externally - other golf superintendents at public & privates courses; relevant county staff, MDA staff and
staff of other relevant state agencies; various contractors and consultants; vendors/ suppliers;
professional associations/ organizations; PCGC users; and city residents
Supervises: all part- time and seasonal course maintenance staff

IV. DELEGATION OF AUTHORITY
As a first- level supervisor the incumbent has specific responsibility to assign, direct, and review the work of
subordinate staff and ensure work is performed in compliance with established plans and standards. The incumbent
is expected to regularly promote workplace safety and has the authority to decisively respond to urgent and
emergency situations in accordance with City and department policies/ guidelines. As a key trainer the employee
follows City and department policy as well as applicable laws and regulations. Assumes leadership responsibility for
the division’ s daily work tasks during Superintendent’ s absence.

V. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Keeps the Superintendent informed of all pertinent matters, providing daily input on compliance with
established plans & standards ( quality, staff time spent, materials used & other costs, etc.).
Supervises and Directs all part- time/ seasonal staff
Prepares work ( shift) schedules, assigns specific work duties or tasks, and re-prioritizes work as needed.
Actively observes employees’ work performance and reviews work results to evaluate compliance with
department standards and applicable legal requirements.
Provides training and direction on work methods; coaches/ mentors for improved performance & productivity
gains; and provides input, to the Superintendent, on each individual employee’ s performance.
Participates in hiring process including recruitment, applicant evaluation, and selection.
Assists Superintendent in the administration of City’ s personnel policy including necessary disciplinary actions.
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V. ESSENTIAL FUNCTIONS ( cont.)
Coordinates a wide variety of course/ grounds/ landscape maintenance activities
Directs a crew of employees and participates in the operation of machinery, tools, and equipment to
maintain all course surfaces and hazards as well as other grounds and landscape features including trees,
shrubs, and plants/ flowers. Operates a variety of diagnostic instruments and hand & power tools.
Assists Superintendent in the operation of the irrigation system: conducts regular inspections; notes any
concerns or potential issues and troubleshoots problems; and repairs or replaces components as directed.
Mixes/ calibrates chemicals and applies fertilizer, pesticides and other chemicals by following approved
schedules/ protocols and in accordance with applicable law. Keeps accurate records.
Actively maintains quality standards through observation ( of work tasks) and evaluation ( of work results).
Directs a work crew and participates in special maintenance procedures such as greens aerification,
topdressing, etc.
Assists in the maintenance of machines, tools, and equipment ( including building mechanical systems)
Ensures machinery and equipment are maintained in a safe operating condition through strong personal
leadership and modeling expected work behaviors as well as empowering operators to be individually
responsible for preventive checks and stopping any unsafe operation.
Directs a crew of employees and participates in regular inspections, cleaning, operator- level maintenance,
and services/ repairs that can be done in-house. Notifies Superintendent of any inoperable items and the
need for outside repairs and services.
As directed by the Superintendent or Director makes purchases of parts, supplies, and other materials.
Prepares for daily and tournament play: directs a crew of employees and participates in setting up the
course to include the proper placement/ positioning of key elements & features such as the teeing ground,
tee markers, holes/ cups, and flagsticks/ pins. Performs quality checks and directs necessary
maintenance/ repair tasks.
Maintains physical and computer files and records related to this area of maintenance.
Assists Superintendent in various aspects of the division’ s administration
Assists Supervisor in the development, implementation and enforcement of policies and procedures.
Participates in the preparation of maintenance plans, schedules, and protocols. Makes recommendations
on long- term replacement decisions.
Assists with the division’ s safety program: maintains OSHA- required posters, Safety Data Sheets ( SDS),
and other safety- related information; initiates first reports of injury and other appropriate paperwork; and
promotes workplace & course safety through checks/ inspections, following up on any observed and/or
reported hazards.
Works with Superintendent to maintain the division’ s records and files.
Assists with time sheets, hiring paperwork and work schedules.
Performs duties and responsibilities of subordinate positions as needed.

VI. OTHER DUTIES AND RESPONSIBILITIES
Assists public works staff with snow removal and winter trail maintenance as assigned.
Performs other duties as directed by Supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
agronomy, horticulture, and soil
science.
principles and practices
applicable to golf course
maintenance including turfgrass
management, grounds
maintenance, landscape
maintenance, etc.
principles and practices
applicable to golf course design
development
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for municipal
operations

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and subordinate
staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally and
in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace
using City’s automated accounting
office software and ensuring
information technologies help to
increase work productivity

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position

evaluating programs for any
changes & improvements

interact with various local &
community organizations

operating diagnostic tools to
support proper diagnosis and
maintenance management
decisions

operate a personal computer and
other typical office machines

applying fertilizers, pesticides and
other chemicals

use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance

speak and write effectively in
English

promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City
obtain Pesticide Applicator license

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone/ paging system, copy and fax machines, and other typical
office equipment.
Course maintenance equipment/ machinery includes tractor, front- end loader with PTO, reel grinder and all machines,
tools, and equipment listed under Groundskeeper job description.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High school degree or equivalent.
2. Two years of supervisory experience in a golf course.
3. Ability to prepare and administer a budget.
4. Pesticide Applicator license or ability to obtain within employer’ s specified time-frame.
5. Valid Minnesota Class D driver’ s license.
6. Mechanical aptitude.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Associate’ s degree in with an emphasis in turf management, horticulture, agronomy or closely related
program.
Five years of experience in a position or positions of similar complexity.
Current MDA- issued Pesticide Applicator license.
Ability to cut and weld metal.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors in/around the golf course’ s building, grounds, and facilities. Office work
includes sitting at desk for extended periods of time and working on a computer. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, and hearing. Physical
demands also include moving around the office and other buildings and can involve reaching, pulling/ pushing,
grasping, and holding. Can lift/carry/ move objects weighing up to 50 pounds ( individually) and up to 75 pounds or
more ( with others). Can be exposed to outside weather conditions. Attends meetings within and outside the City.
Operates departmental vehicles. Works beyond normal work hours as well as evenings, some weekends, and
holidays. May serve on-call and must be able to personally respond to urgent and emergency situations for police
chief position and emergency management duties.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials.
The incumbent can be subject to all of the working conditions of the Groundskeeper job class.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Bartender
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS:

Year- round, Seasonal,

Temporary Appointments

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible / Variable
FLSA STATUS: Non-Exempt
PAY BASISBAND: Hourly

JOB SERIES: Golf Common
II. PURPOSE
The bartender is responsible for preparing and serving cocktails, serves food items in the bar area, and handles currency
transactions for the restaurant and bar.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: other bartenders, servers, cooks
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None

IV. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties
and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Greets and serves customers in a professional and timely manner.
Prepares alcoholic, non-alcoholic and other beverages for customers and servers in accordance with standard recipes.
Prepares all condiments to garnish drink orders.
Takes food orders and enters them into computer.
Applies knowledge of the full menu, beverages and other restaurant information such as restaurant hours and types of
payment.
Maintains a clean bar at all times wiping bar regularly, disposing of debris and bottles and washing glasses behind the
bar as needed.
Checks and maintains stock of glassware, beverages and bar supplies and communicates shortages to appropriate
person.
Rotates stock, ensures beverages are kept at appropriate temperature, covered and marked as appropriate.
Pulls inventory as needed to maintain beverage bar.
Checks incoming shipments to ensure accuracy of goods received.
Assists with answering the telephone and taking messages to give the proper personnel when time allows.
Records currency transactions accurately on computer and tenders proper change.
Processes charge transactions through charge transmittal machine and prints, reviews and submits a daily charge report
to the Manager.
Completes all assigned opening and closing duties to prepare bar for efficient operation.
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V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category
Relevant department and PCGC
policies and procedures
Department and PCGC facilities,
programs and activities
Proper food handling
procedures
Familiar with industry’ s best
practices
OSHA and other safety related
laws, rules and regulations
Principles and practices related
to customer service

Following instructions
Listening carefully
Oral communication
Written communication
Interpersonal relations
Problem solving
Organization
Planning
Professionalism
Project management
Reading skills
Time management

Ability to;
Accurately and swiftly execute
assigned tasks
Read and follow standardized recipes
Work as part of a team in a busy bar
atmosphere
Ability to add, subtract, multiply, and
divide in all units of measure
Lift up to 50 pounds
Follow department / PCGC policies
and carry out supervisor’ s directives
Work independently and with a high
degree of initiative
Continually improve personal
knowledge base and keep current with
best practices

Machines, tools, and equipment regularly used: Electric blenders, beer taps, carafe, glasses: wine, champagne, etc.,
bottle opener, can opener, cocktail shakers, citrus zester. Computer Point of Sale and various cleaning supplies.

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Must be at least 18 years old
2. Customer service experience
3. Flexible schedule

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
High school diploma or equivalent
Prior bartending experience

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works as part of a team in a fast-paced, sometimes stressful bar environment. The noise level in the work environment is
usually loud. Uses large and fine motor skills, hand- eye coordination, and finger dexterity. While performing the duties of
this job, the employee is regularly required to stand; walk; use hands; reach with hands and arms; and talk or hear. The
employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell.
Lifting/ carrying/ moving can include objects weighing up to 50 pounds ( e.g. cases of food, pop & beer, etc.). Works with
cleaning chemicals.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS and
take appropriate steps to properly use, store and dispose of hazardous materials. Ability to follow established protocols
and supervisory direction in emergencies.
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Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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BEVERAGE CART ATTENDANT
Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Beverage Cart Attendant
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS:

Year- round, Seasonal,

Temporary Appointments

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible / Variable
FLSA STATUS: Non-Exempt
PAY BASISBAND: HourlyA11

II. PURPOSE
The Beverage Cart Attendant provides an outstanding customer experience for members and guests by selling food and
beverage products on the course. They are responsible for efficient service while keeping the cart stocked and maintaining
cleanliness to ensure smooth running of day-to-day operations.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: other beverage cart attendants, servers, bartenders, cooks
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None

IV. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties
and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Assist golfers with food and/ or beverage orders.
Stock beverage carts with inventory from cooler, snacks, and other goods.
Make change and process room charges and cred card charges according to procedures.
Verifies and balances the actual ending inventory count sheet at the beginning of shift.
Verifies and balances the actual ending inventory quantities against the inventory count sheet and the created POS
ticket.
Generates an inventory count sheet with each replenishment until final ticket close out.
Turn in appropriate paperwork with bank to accounting at end of shift.
Maintain a clean working environment, to include daily maintenance and cleanliness of beverage cart.
Maintain four-star service at all times.
Assist as needed in other food and beverage areas on or near the golf course.
Work as a team player with co-workers and in conjunction with other departments.

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor.

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;
CITY

OF

BECKER

Skill in;
12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Ability to;

Page 1 of 3

BEVERAGE CART ATTENDANT
Each area of responsibility and
duty category
Relevant department and PCGC
policies and procedures
Department and PCGC facilities,
programs and activities
Proper food handling
procedures
POS system
Familiar with industry’ s best
practices
OSHA and other safety related
laws, rules and regulations
Principles and practices related
to customer service

Following instructions
Listening carefully
Oral communication
Written communication
Interpersonal relations
Problem solving
Organization
Planning
Professionalism
Project management
Reading skills
Time management

Accurately and swiftly execute
assigned tasks
Read and follow standardized recipes
Work as part of a team in a busy bar
atmosphere
Ability to add, subtract, multiply, and
divide in all units of measure
Interact with children and adults
Lift up to 50 pounds
Follow department / PCGC policies
and carry out supervisor’ s directives
Work independently and with a high
degree of initiative
Continually improve personal
knowledge base and keep current with
best practices

Machines, tools, and equipment regularly used: beverage cart,

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Must be at least 16 years old
2. Customer service experience
3. Flexible schedule

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
High school diploma or equivalent
Knowledge in the preparation of alcoholic beverages
Prior beverage cart attendant experience

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works as part of a team in a fast-paced, sometimes stressful restaurant environment. The noise level in the work
environment is usually loud. Uses large and fine motor skills, hand- eye coordination, and finger dexterity. While
performing the duties of this job, the employee is regularly required to stand; walk; use hands; reach with hands and arms;
and talk or hear. The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl; and taste
or smell. Lifting/ carrying/ moving can include objects weighing up to 50 pounds ( e.g. cases of food, pop & beer, etc.).
Works with cleaning chemicals.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS and
take appropriate steps to properly use, store and dispose of hazardous materials. Ability to follow established protocols
and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
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BEVERAGE CART ATTENDANT
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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BUILDING ATTENDANT
Covered Job Classes: Attendant and Lead Attendant)
Approved: 05/03/2016
Last Revised:

I.

IDENTIFYING INFORMATION
DEPARTMENT: Park & Recreation
WORK LOCATION: Community Center ( BCC)

JOB FAMILY TITLE: Building Attendant
SUPERVISOR: Administrative Assistant
DEPARTMENT HEAD: P&R Director

EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

JOB SERIES: Facilities Maintenance

WORK STATUS: Full-time & Part-time
WORK SCHEDULE: Flexible/ Variable
FLSA STATUS: Non- exempt
PAY BASISBAND: Hourly, Non-scheduled
BUILDING ATTENDANT: A11
LEAD BUILDING ATTENDANT: A12

II. PURPOSE
Performs unskilled, basic skilled, and semi- skilled work tasks to carry out a variety of attending duties related to the
community center’ s building areas, recreation facilities, and grounds. Attendants provide active monitoring of the
community center’ s operating conditions, either responding to personally- observed problems or complaints from
customers and staff. Regularly performs tasks associated with set-up/tear down for events.
This job family is subdivided into two classes including a lead worker. Positions filled and actual work schedules
are based on BCC’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Administrative Assistant, Program Supervisor, and Parks & Recreation Director
Works closely with: Maintenance Coordinator, recreation attendants, custodial workers, program coordinators &
instructors, & Program Supervisor, lifeguards, and water safety instructors
Communicates with:
Internally - other building attendants, reception staff
Externally - members, guests and patrons
Supervises: None
Directs: all staff in BCC ( for lead building attendants only— when serving as Manager- on-Duty ( MOD))
Receives some work direction & training from: Maintenance Coordinator

IV. JOB CLASSES SUMMARIZED
Two job classes are specified:
Attendant:

This is the entry level where incumbents independently perform routine work tasks
following defined procedures and meeting established standards. Employees develop
their know- how and skills regarding all of the duties of a custodial worker and specific
knowledge about the community center. Both on-the-job training and work experiences
are critical for the employee’ s performance and development as well as movement to
the higher classification.

Lead Attendant:

This level represents a set number of positions that serve as lead workers. Limited
supervisory duties include directing, training, and possibly scheduling attendants.
Lead attendants perform their work with a greater role and responsibility in rule/ policy
enforcement, customer service, quality control, emergency response, and some
administrative items. Typically serves as Manager- on-Duty ( MOD) during shifts ( Friday
evening, Saturday, & Sunday).
NOTE:

Each lead worker must attend mandatory pre- service and in-service training
for individual to be fully qualified for his/her position.
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V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Keeps Supervisor or Manager- on-Duty informed of all important matters.
Serves as attendant for the Community Center’ s building, facilities, and grounds
Performs walk- throughs of assigned areas; observes any problems or concerns; and informs MOD of
noteworthy items. Reports observed equipment problems to MOD.
Monitors patron use of building and facilities to promote a safe and healthy atmosphere for all.
Enforces all BCC rules ( overall and program- specific) with uniformity and consistency: takes decisive and
appropriate action on behavioral issues/ concerns, notifying the MOD when appropriate.
Performs some outside ( grounds) maintenance tasks including mowing, weed whipping, snow shoveling &
de-icing, and basic landscaping.
Opens and closes building as scheduled, ensuring security system is activated/ de-activated.
Performs cleaning and other custodial tasks as needed, including operation of motorized equipment.
Receives related direction and training from Administrative Assistant, Program Supervisor, P&R Director,
and Maintenance Coordinator.
Provides patrons with general information about BCC and library hours as well as highlights for special
events and upcoming programs.
Assists with set-up and take-down tasks for meetings, weddings, and other events. Works during event as
directed. Cleans rental rooms, bathrooms, and common areas after events.
Unloads and lifts/carries/ moves heavy objects or boxes.
Serves as Lead Building Attendant
Serves as MOD, regularly during weekend shifts and when designated by a supervisory position.
May assist Program Director with other supervisory duties for building attendant staff.
Performs routine pool testing and records information in log books.
Performs walk- throughs of entire community center, regularly filling out lead building attendant report and
addressing operating deficiencies. Notifies Maintenance Coordinator and Administrative Assistant of needed
maintenance/ repairs on exercise equipment.
Receives customer and staff complaints or requests, documenting complaints on proper form.
Either personally handles or refers to department head.
Performs routine inventory of supplies & materials and reports needs to Administrative Assistant.
Performs duties of regular building attendant position, regularly and as needed.
Serves as back- up for concessions stand, baking pizzas in countertop electric oven and selling products.
Safety, Training & Development, and General Administration
Uses personal protective and other safety equipment, determines safe work methods prior to work, and
performs work tasks in a safe manner for self and others.
Maintains knowledge of equipment/ machines/ tools and cleaning chemicals used; and attends in-house
safety training including seminars/ workshops/ courses.
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VI. OTHER DUTIES and RESPONSIBILITIES
Assists other city departments as needed.
Performs other related work as apparent or assigned by Supervisor.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
relevant City and department
policies & procedures as well as
the supervisory directives
applicable federal & state laws
and city & county ordinances
principles and practices related to
cleaning and custodial work
cleaning chemicals used
OSHA- required safety standards
and department safety practices
basic first aid procedures

for Lead Attendant
principles and practices related to
first- level supervisory skills

Ability to;

using tools, equipment, &
machinery to perform work tasks
with effectiveness and efficiency
establishing and maintaining
cooperative and productive
relationships with co-workers and
supervisors
performing tasks with
consistency/ uniformity and to the
expected standard

for Lead Attendant
directing and providing instruction
to others ( co-workers)
motivating others ( co-workers) to a
high level of performance

some principles and practices
related to customer service

troubleshooting, problem- solving,
and decision making based on
position’ s level of authority &
training

general information about BCC
and the department’ s various
programs and activities

remaining calm in stressful
situations and inspiring the same
in others ( co-workers & patrons)

practices related to building
maintenance

responding to various customer
service situations

follow department’ s and City’ s
code of conduct
attend mandatory and other
training
work independently and maintain
productivity throughout shift ( even
during slow times)
handle not public data and other
sensitive information IAW state
statute and City/ department policy
continually improve personal
knowledge base and use best
practices
work beyond normal works hours
as well as evenings and weekends
cope with the mental stress and
physical demands of the position
including emergency situations
work with safety as a priority for
self and others
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

knowledge of testing pool’s water
chemistry
Machines, tools, and equipment regularly used: Concession equipment includes: fountain pop machine, slushy
machine, pizza oven & pizza warmer, ice machine, coffee maker, microwave, stove, popcorn machine, nacho machine, and
dishwasher. Computer, paper cutter, shredder, and typical office equipment.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate everyday clothing

3. Respiratory protection ( basic, unfitted masks)

2. Face shields, and safety eyewear

4. Other personal protective equipment ( as needed)
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VIII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
Building Attendant
1. Ability to work independently while following established procedures.
2. Must pass all government- mandated and employer- required background checks.
Lead Building Attendant
1. Previous work or volunteer experience in service- related experience.
2. Must pass all government- mandated and employer- required background checks.

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
For Building Attendant: knowledge of customer service; some relevant paid or volunteer experience.
For Lead Building Attendant: high school degree or equivalent; supervisory experience as a lead worker or
crew leader; specific experience in a community center, park & recreation, or community education setting;
knowledge of quality customer service and public relations.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors. Operates various types of equipment, and machinery including
cleaning equipment and concession/ food preparation equipment. Uses fine and large motor skills and
movements. Coordinates hand/ eye/feet to operate many tools, machines, and pieces of equipment. Can enter
and work in confined spaces and operates fuel pumps. Ability to exert moderate to considerable physical effort
including lifting/ carrying/ moving objects ( e.g. pop canisters, ice, popcorn bags, chairs and tables, etc.) weighing
up to 50 pounds ( frequently). Uses all types of vision ( far/near/ peripheral/ depth/ color/ night), and senses of
smell, touch, and hearing during regular work tasks and when checking on safe operating conditions.
Regularly works outside normal hours including evenings/ nights/ weekends. Must be able to respond, in-person,
to urgent and emergency situations. As scheduled/ directed by supervisor, serves on-call subject to a response
time per City and department policy.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow
SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow
established protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill
your work responsibility. While data are being accessed, you should take reasonable measures to
ensure the not public data are not accessed by individuals without a work reason. Once the work
reason to access the data is reasonably finished, you must properly store the not public data
according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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CHILD CARE ATTENDANT
Covered Job Classes: Attendant & Lead Attendant)
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB FAMILY TITLE: Child Care Attendant
SUPERVISORS: Program Coordinator, &
Program Supervisor
DEPARTMENT HEAD: P&R Director

DEPARTMENT: Parks & Recreation
WORK LOCATION: BCC - Adventure Zone
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

JOB SERIES: Recreation & Leisure Services

WORK STATUS: Full- & Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBANDS: Hourly, Nonscheduled
CHILD CARE ATTENDANT: A11
LEAD CHILD CARE ATTENDANT: A12

II. PURPOSE
Performs unskilled, basic skilled, and semi- skilled work tasks to carry out a variety of attending duties related to
BCC facilities as well as the department’ s recreation program & activities. The job’s primary role is to provide
structured child care for the Center’ s school age childcare program ( Adventure Zone); assist program coordinator
with supervision of children, lesson plan implementation and communication with parents; and may assist
instructors with various classes. Assists with special events as directed.
This job family is divided into two job classes and three levels based on each level’ s required knowledge, skill, and
responsibility. Positions are appointed on a year-round, seasonal, or temporary basis and assigned work
schedules according to the department’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: program coordinators, Program Supervisor, and Parks & Recreation Director
Works closely with: other recreation attendant, Manager- on-Duty ( MOD)
Communicates with:
Internally - other BCC employees
Externally - community center members & users; and city residents.
Receives work direction from: Lead Recreation Attendant or other lead attendants ( when designated as PIC)
May receive some work direction from: Lead Building Attendant, Administrative Assistant ( when MOD)

IV. CLASSIFICATION LEVELS SUMMARIZED
Three class levels of knowledge, skill, & responsibility are specified:
Aide –

The entry- level classification that requires basic knowledge and skills; work is performed
under established procedures and employee typically works with an assistant, lead, or
instructor; enforces written rules and may fill out routine reports but limited decision
making is required.

Assistant –

The intermediate- level classification that uses more detailed knowledge of policies &
procedures, programs & activities, and facilities including basic knowledge of sports,
games, & recreation/ leisure activities; use greater customer service skills; are more
responsible for supervisor of children; may serve as Person- in-Charge ( PIC) for assigned
area; and assist in lesson plan activities. May open or close Adventure Zone as directed
by Program Coordinator.

Lead Worker –

The level that is based on broad/ in-depth knowledge and skills associated with programs
and activities including detailed knowledge of sports, games, & activities for various age
groups; employees are expected to work with more independence and judgment;
responsible for certain supervisory functions over aides & assistants and always serves as
PIC when scheduled; assists instructors with classes and coordinators with program
administration. May open or close Adventure Zone as directed by Program Coordinator.
NOTE: Each assistant and lead worker must attend mandatory pre-service and in-service
training for individual to be fully qualified for his/ her position.
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V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Keeps Program Coordinator, Program Supervisor, or BCC Manager informed of any important matters.
Performs routine procedures for various time- frames ( opening, closing, beginning- of-shift, and end- of-shift)
Follows relevant checklist to prepare for the daily schedule; readies materials/ supplies for planned
activities; and communicates with other team members about best practices.
Inspects facilities/ equipment for any observable problems or hazards and either personally handles or
reports to appropriate staff member( s).
Performs any other opening & closing tasks ( e.g. lights, trash, sweeping, etc.)
Serves as attendant for BCC’ s School Age Child Care Program ( Adventure Zone)
Greets children and parents, handles check- ins/check- outs, and receives and/ or provides any notifications.
Supervises children of various ages and grades ( K-6) in BCC classrooms, various community center areas,
and outdoors ( e.g. BCC playground). Also guides children during off-site field trips in/around the city.
Using the approved curriculum teaches and leads children in sports, games, crafts, and other
enrichment/ educational/ recreational activities.
Promotes safety by actively monitoring assigned area and following up on concerns/ issues.
Enforces all BCC rules ( overall and program- specific) with uniformity and consistency, including taking
decisive and appropriate action on behavioral issues/ concerns. Follows disciplinary procedure.
Fills out routine and other reports/ forms for incidents, accidents, etc.
Makes entries in logbook and/or informs incoming staff of noteworthy items during shift changes.
Commensurate with position’ s class level, responds to requests for information, suggestions, and
complaints. Refers to supervisory staff as appropriate.
Follows emergency procedures: administers first aid and other life-sustaining treatments commensurate
with training; calls 911 based on established protocol; and completes required paperwork and notifications.
For Assistant or Lead Attendant: Administers over-the-counter and prescription medication according to
Medical Release Form.
For Assistant or Lead Attendant: Assists child with use of inhaler or epi-pen if specifically instructed by
parent on Medical Release Form.
May assist the Program Coordinator with program development including input on theme ideas, children’ s
interest, special areas of interest, lesson planning and more
Serves as lead worker for aides and assistants ( lead attendants only)
Directs others in their work tasks, including appropriate changes in task assignment, priority, etc.
Determines best work practices & methods; troubleshoots more difficult problems & issues; and reviews
work results to determine compliance with standards.
Observes supervised employees work behaviors, coaches on areas of improvement, and provides input to
a program coordinator and/or the Program Supervisor on each individual’ s performance.
As directed by the Program Coordinator or Program Supervisor, participates in training others to achieve
the full performance level of their current position or learn about a higher class level.
May provide input— to higher- level supervisors— on rules, policies and procedures.
Assists in the maintenance of program materials, supplies, and equipment.
Works with custodial staff to promote the cleanliness and safety of building and facilities.
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VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as assigned by a supervisor.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category

working cooperatively with other
BCC staff members

relevant department & BCC
policies and procedures

managing assigned groups of
children

department & BCC facilities,
programs, and activities

communicating, both verbally and
in writing

principles and practices related
to youth development

using an appropriate degree of
tact, persuasion and influence
depending on the situation

physical education for school age
children
leadership techniques used for
school age children
games, crafts, and other
recreation/ leisure activities for
school age children
OSHA and other safety- related
laws, rules, and regulations

communicating with school age
children in groups and individually
establishing a trust and rapport
with program children and
parents/ guardians
enforcing rules with consistency
and uniformity
working with patience

principles and practices related
to customer service
basic first aid

for Lead Attendant
directing and providing instruction
to others ( co-workers)

for Lead Attendant
principles and practices related
to first- level supervisory skills
some principles and practices
related to youth development
principles and practices related
to physical education for school
age youth

motivating others ( co-workers) to a
high level of performance
troubleshooting, problem- solving,
and decision making based on
position’ s level of authority &
training
remaining calm in stressful
situations and inspiring the same
in others ( co-workers & patrons)

a broader array of sports, games,
and other recreation/ leisure
activities

responding to various customer
service situations

principles and practices related
to conflict resolution

working with parents and children
of various age groups

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ BCC policies
and carry out supervisor’ s
directives
work independently and with a
high degree of initiative
focus on the task at hand, switch
from task to task, and work with
time demands
interact with adults and children of
various ages
speak effectively in English
effectively use English when filling
out reports/ forms and other
paperwork
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required
staff meetings
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

program goals & objectives

Machines, tools, and equipment regularly used: Child care equipment and toys, basic cleaning equipment/ supplies, and
typical office equipment.
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VI.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Some paid or unpaid experience— in a childcare, preschool, or nursery setting— specifically relevant to the
particular position advertised/ hired.
2. Certification in First Aid and CPR/ AED or ability to obtain within employer’ s specified time-frame.
3. Pre- employment screening that could include knowledge/ skill testing and a demonstration of particular job tasks.
4. Must pass all government- mandated and employer- required background checks.

VII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
At least two years of experience specifically relevant to particular position advertised/ hired.
Previous experience as a lead worker ( lead attendant positions only).
Other job-related qualifications as documented on the job description.

VIII. WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in community center with an indoor ( chemically- treated) pool with time regularly spent in classrooms as
well as working in/around recreation facilities. Time can be spent outdoors on regular field trips/outings.
Extended periods of time sitting & playing on the floor and getting up & down. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near and distance vision, peripheral vision and
depth perception, color vision, ability to focus, sense of touch, and hearing. Physical demands can also involve
reaching, pulling/ pushing, grasping, and holding. Uses a variety of toys, child care equipment, and regular uses
cleaning chemicals. May be exposed to common nuisance illnesses and bodily fluids. May need to lift or carry
child care program children. Work schedules can vary and include evenings, weekends, and holidays.
Work environment can be busy, noisy, and stressful. Ability to read, understand and follow SDS and take
appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established safety
protocols and emergency response measures.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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CITY ADMINISTRATOR
Approved: 5/3/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: City Administrator
SUPERVISOR: City Council
DEPARTMENT HEAD: City Administrator
JOB SERIES: Administration

DEPARTMENT: Administration
FLSA STATUS: Exempt
PAY GRADEBAND: 15E91

WORK LOCATION: City Hall
WORK STATUS: Full-time, Salaried
OFFICE HOURS: Per City Council

II. PURPOSE
Performs executive, administrative, and professional work with overall responsibility to manage and improve the City’s
workforce, capital assets, and other resources. Supervises direct reports to oversee the administration of all City
departments and divisions including a city-owned community center and municipal golf course. Provides professional
support to the City Council in its decision making role, serves on various city committees, and attends meetings of
other advisory bodies. Strives to meet the Council’ s goals & objectives while promoting financial stability and
improving the organization’ s performance.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Council
Works closely with: department heads, city committees/ boards/ commissions, city attorney, consulting engineer
Communicates with:
Internally - all city departments and employees
Externally - other city administrators/ manager, numerous county/ state/ federal agencies, LMC & LMCIT staff,
Sherburne County staff, Sherco & Xcel Energy management, financial advisors/ consultants, other
consultants, developers and contractors, suppliers/ vendors, legislative and congressional
delegations, and business & land owners, and residents
Directly supervises: management team ( department & division heads)
Indirectly supervises: all other city employees including part-time, seasonal and temporary staff

IV. DELEGATION OF AUTHORITY
As the city’s chief administrative officer the incumbent has the authority to perform all duties specified in the city code,
any stand- alone ordinances & resolutions, and this document. Under the City Council’ s oversight and policy guidance
the employee is accountable for the proper administration of all affairs of the City. The incumbent exercises full
supervisory authority over all city employees with authority to recommend final actions that must be made by the City
Council. Regularly represents the City and serves as chief spokesperson when directed by the Council.

V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. CITY ADMINISTRATION & MANAGEMENT

Core Responsibilities/ Key Priorities
Aligning/ Planning/ Staff Leadership/ Staff Meetings/ Policies &

2. PROFESSIONAL SUPPORT FOR CITY COUNCIL & ADVISORY BODIES
3. FISCAL & FINANCIAL MANAGEMENT
4. DATA, INFORMATION & RECORDS MANAGEMENT
5. HR MANAGEMENT/SUPERVISION OF EMPLOYEES
6. LEGAL COMPLIANCE/RISK MANAGEMENT/LOSS CONTROL
7. EXTERNAL COMMUNICATIONS/RELATIONS
CITY
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Procedures/Programs & Projects/Organizational Performance
Meetings/Advice & Recommendations/Facilitation/Implementation
Execution/Ordinances & Resolutions/Policies & Procedures
Planning/Revenue & Funding Source Management/Internal
Controls/Oversight of Cash Flow & Investments/Oversight of Audits
Information Systems & Databases/Security/Data Practices/Work
Flow/ Quality & Productivity/Reporting/Recordkeeping
Centralized HR Functions/ER-LR/Hiring/Personnel Policies/
Performance Management & Discipline/Safety/T&D/Supervision
Laws, Rules, & Regulations/Civil & Criminal Issues/Contract
Management/Required Reporting/Recordkeeping
City Representation & Liaison/Intergovernmental Relations/
Business Relations/Public Relations/Media Relations
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Page 1 of 6

CITY ADMINISTRATOR
V.

ESSENTIAL FUNCTIONS ( cont.)
1.

City Administration & Management
a. Develops, implements, and evaluates administrative & operating plans, policies and procedures
related to the City’s overall administration.
b. Daily organizes, coordinates, and controls related systems, processes, and activities in compliance
with state and federal laws/ rules/ regulations and according to City Council policies.
c. Provides leadership to department and division heads: enthusiastically communicates the City’s
mission and vision to direct reports, seeking an appropriate level of buy-in; diligently strives to
ensure each organizational unit’s work is aligned with the Council’ s established goals; and holds
regular staff meetings to listen, engage and influence.
d. Develops and administers city-wide programs ( both ongoing and fixed- term). Monitors and
evaluates for quality and other improvements.
e. Oversees and participates in the management of city-wide projects; meets with key staff and others
to manage quality and cost control measures; and stays informed about significant departmentlevel projects.
f. Manages an accountability or tracking system to ensure legally- required reports are completed and
timely submitted to appropriate agency.

2.

Professional Support for City Council & Advisory Bodies
a. Regularly interacts with the City Council: attends Council meetings, regularly informing members
about City operations, programs, and activities; provides professional advice and recommendations;
recommends new and revised Legislative & Administrative Policies and Plans; and carries out
Council directives and initiatives.
b. Facilitates the Council’ s work on strategic planning, key resource planning and allocation,
budgeting, and regular goal setting.
c. Attends meetings of relevant council committees and other advisory bodies as directed or needed:
provides, as requested, summary and detailed information as well as professional advice and
recommendations for areas of accountability, implementing/ administering them after appropriate
Council approval; and carries out Council directives & initiatives.

3.

Fiscal & Financial Management

4.

CITY

OF

a.

Works closely with the Finance Director to oversee and participate in the development and
administration of city-wide cost and other internal controls.

b.

Works with city staff, elected/ appointed officials, and consultants to identify revenue & funding
needs as well as potential sources and incorporates them into budget, capital project, and
equipment purchase plans.

c.

Reviews and evaluates draft or preliminary departmental budgets, ensuring rationale for budget
requests are provided; oversees proper fund and cost allocations; and reviews periodic activity
reports of revenues & expenditures, following up on major variances.

d.

Oversees and conducts a number of cost- benefit and other analyses to present sound alternatives
to decision makers ( i.e. council committees and City Council).

e.

Oversees and participates in the preparation of requests for bids or proposals based on the City’s
purchasing policy and applicable state/ federal requirements.

f.

Oversees the management of cash flow and investments through reports from Finance Director
and interactions with financial advisors.

Data, Information & Records Management
a.

Oversees the City’s efforts related to data practices as well as records and information
management, ensuring security protocols are in place for proper access/ use of privileged data.

b.

Oversees the management of the City’s centralized database and physical files, promoting a
productive flow of information within departments and across the organization.

c.

Oversees and participates in the periodic evaluation of each department’ s information systems and
technologies; advises city decision makers of changing needs; and manages or supports upgrades.

d.

Oversees and participates in IS/IT vendor and consultant relations.
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CITY ADMINISTRATOR
V. ESSENTIAL FUNCTIONS ( cont.)
5.

Human Resources Management/ Supervision of Employees
a. Oversees the City’ s overall HR program through supervision of key staff (directors and managers)
and participates, regularly and as needed, in various centralized functions.
b. Ensures an organizing framework and necessary infrastructure is in place and service delivery &
outcomes are aligned with the City’ s mission and the Council’ s stated goals.
c. Oversees all of the major programs, systems, and activities related to hiring, compensation,
performance management, personnel policies, labor relations, T&D, and safety.
d. Oversees each department’ s employee and labor relations efforts: monitors compliance with
personnel policies and collective bargaining agreements; engages in mediations and negotiations in
a lead or supporting role; and evaluates each unit’ s ongoing progress in workplace safety efforts.
e. Oversees an accountability or tracking system to ensure legally- required reports ( e.g. pay equity)
are completed and timely submitted to the appropriate agency.
f. Actively manages the development of employees: identifies individuals who can take on greater
responsibilities; determines employee’ s willingness/ commitment level and assesses fit; and
coordinates resources after securing appropriate level of approval. Evaluates outcomes and
impacts.
g. Undertakes, or effectively recommends to the City Council, the full complement of supervisory
functions for all of the City’s employed positions by managing/ supervising direct reports and working
with these directors & managers in the performance of their supervisory responsibilities.

6.

Legal Compliance/ Risk Management/ Loss Control
a. Works closely with city attorney and other legal consultants on numerous code enforcement,
regulatory, and civil law matters. Stays informed about significant criminal and police- related
enforcement matters through regular contact with Police Chief, city attorney, and county attorney.
b. Works with city staff and consultants to identify and analyze potential loss exposures; implements
new programs or program improvements; and monitors & evaluates outcomes and resource usage.
c. Works with Finance Director on employee and business insurances to ensure proper levels of
coverage, manage costs and claims, and explore improvements.
d. Oversees the City’s loss prevention efforts, ensuring reliable information and best practices are
shared across the organization.

7.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a
variety of individuals and groups; communicates official actions to the city residents and other
interested parties; and informs City Council of significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve performance/ productivity of assigned department.
Collaboration with Sherburne County and surrounding cities.
c. Receives requests for information, complaints, and other input/ feedback about department and
either personally responds or directs subordinate staff to respond. Informs City Council of
noteworthy problems/ complaints and refers any policy matters for the council’ s consideration.

VI.

OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by the City Council or apparent to the incumbent.
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CITY ADMINISTRATOR
VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each major area of
accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and each department’ s
organizational structure,
operations, programs and
activities
statutory clerk/ treasurer duties
laws, rules and regulations
applicable to City government
municipal finance, public
accounting principles, and
bookkeeping practices including
GASB standards and guidance
management principles and
practices as they apply to public
sector
OSHA and other safety- related
laws, rules, and regulations

establishing and maintaining a
reputation for high quality service
to residents
planning and evaluating
department’ s operations
coordinating and controlling citywide financial systems and
programs
preparing/ administering
operating and capital budgets
and budget plans
conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

office automation and other
technologies useful for
municipal operations

communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation

program management, project
management, process control
and improvement, work flow
management

providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace

critical aspects of managing an
enterprise or business- type
activity
principles and practices in
community/ economic
development

using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity

Ability to;
own and communicate the City’s
vision and Council’ s goals
handle not public data and other
sensitive information IAW state statute
and City policy
keep current on local government
finance and related issues through
participation in/contact with
appropriate organizations, agencies,
and other entities ( and individuals)
continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement Council policies and carry
out Council directives
interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer, 10-key
calculator, and other typical office
machines
speak and write effectively in English
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
promote work products that are
complete, accurate, and error-free
work beyond normal work hours as
well as evenings and some weekends
attend meetings within and outside the
City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, presentation, etc.), landline and mobile phone, copy and fax machines, and
other typical office equipment. Operates a motor vehicle.

Core Competencies for Successful Job Performance
Coaching/ Mentoring
Team Leadership
Empowerment
Delegating

Facilitating Council
Effectiveness

Initiative and Risk Taking

Mediation/ Negotiation
Advocacy

Creativity and Innovation

Interpersonal Communication

Functional/ Operational
Expertise

Facilitative Leadership

Operational Planning
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Vision
Personal & Professional
Integrity
Organizational Integrity
Media Relations
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CITY ADMINISTRATOR
VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in public administration, business administration, political science, or a
closely related program.
2. Five years of experience in municipal administration.
3. Able to be bonded under City’s selected insurer and insurance coverages.
4. Valid MN Class D driver’ s license.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Knowledge of principles and practices of public administration, municipal finance, human
resources, public works, public safety, and community/ economic development.
Demonstrated skill in budgeting, program development & administration, and project management.
Demonstrated skill in verbal & written communications, critical thinking ( research & analysis), and
report preparation.
Demonstrated collaboration and team building skills with a variety of groups & individuals.
Skill in use of accounting software programs and typical office suite applications such as word
processing, spreadsheet, and presentation.
Some knowledge of, and/or experience in, managing the finance and accounting functions of a golf
course, community center, or comparable business- type activity.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office/ building spaces and can involve reaching,
pulling/ pushing, grasping, and holding. The noise level in the work environment is usually quiet in the office.
Works outside normal hours including evenings. Operates a city or personally- owned vehicle. Regularly travels
within and outside the city.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
Supporting Legislative Authority: Section 2.12. CITY ADMINISTRATOR., City of Becker Code of Ordinances
and any related ordinances or resolutions
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CITY ADMINISTRATOR
Definitions for Core Competencies
Coaching/ Mentoring: Provi
ding direction, support, and
feedback to enable others to
meet their full potential
Team
Leadership: Facilitating
teamwork, knowledge of
team relations; ability to
direct and coordinate group
efforts; skill in leadership
techniques
Empowerment: Creating a
work environment that
encourages responsibility
and decision making at all
organizational levels; sharing
authority and removing
barriers to creativity
Delegating: Assigning
responsibility to others;
requires skill in defining
expectations; providing
direction and support, and
evaluating results
Interpersonal
Communication: Exchangi
ng verbal and nonverbal
messages with others in a
way that demonstrates
respect for the individual and
furthers organizational and
community objectives; ability
to receive verbal and nonverbal cues; skill in selecting
the most effective
communication method for
each interchange
Facilitative
Leadership: Building
cooperation and consensus
among and within diverse
groups; helping groups
identify common goals and
act effectively to achieve
them; recognizing
interdependent relationships
and multiple causes of
community issues and
anticipating the
consequences of policy
decisions; knowledge of
community actors and their
interrelationships
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Facilitating Council
Effectiveness: Helping
elected officials develop a
policy agenda that can be
implemented effectively and
that serves the best interests
of the community; knowledge
of role/authority relationships
between elected and
appointed officials; skill in
responsibly following the lead
of others when appropriate;
ability to communicate sound
information and
recommendations
Mediation/ Negotiation: Actin
g as a neutral party in the
resolution of policy disputes;
knowledge of
mediation/ negotiation
principles; skill in
mediation/ negotiation
techniques
Advocacy: Communicating
personal support for policies,
programs, or ideals that serve
the best interests of the
community
Functional/ Operational
Expertise: Understanding the
basic principles of service
delivery in functional areas
including public safety,
community and economic
development, human
resources, administrative
services, public works;
knowledge of service areas
and delivery options
Operational
Planning: Anticipating future
needs, organizing work
operations, and establishing
timetables for work units or
projects; knowledge of
technological advances and
changing standards; skill in
identifying and understanding
trends; skill in predicting the
impact of service delivery
decisions

PO BOX 250 BECKER, MN 55308

Initiative and Risk
Taking: Demonstrating a personal
orientation toward action and
accepting responsibility for the
results; resisting the status quo
and removing stumbling blocks
that delay progress toward goals
and objectives
Vision: Conceptualizing an ideal
future state and communicating it
to the organization and the
community
Creativity and
Innovation: Developing new ideas
or practices; applying existing
ideas and practices to new
situations
Personal
Integrity: Demonstrating
accountability for personal actions;
conducting personal relationships
and activities fairly and honestly
Professional
Integrity: Conducting professional
relationships and activities fairly,
honestly, legally, and in
conformance with the ICMA Code
of Ethics ( requires knowledge of
administrative ethics and
specifically the ICMA Code of
Ethics)
Organizational
Integrity: Fostering ethical
behavior throughout the
organization through personal
example, management practices,
and training ( requires knowledge
of administrative ethics; ability to
instill accountability into
operations; and ability to
communicate ethical standards
and guidelines to others)
Media Relations: Communicating
information to the media in a way
that increases public
understanding of local government
issues and activities and builds a
positive relationship with the
press
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CITY CLERK/ HUMAN RESOURCES,
SAFETY & RISK MANAGER
Approved:
Last Revised:

I. IDENTIFYING INFORMATION
POSITION TITLE: City Clerk/Human Resources,
Safety & Risk Manager

DEPARTMENT: Administration
DIVISIONS: 1) Clerk’ s Office,

6/5/2018
6/5/2018

WORK LOCATION: City Hall, other city
buildings & facilities

2) Human Resources, and
3) Safety & Risk Management

SUPERVISOR: City Administrator
DEPARTMENT HEAD: City Administrator
JOB SERIES: Administration

FLSA STATUS: Exempt
PAY GRADEBAND: 12D62

WORK/PAY STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Supervisor

II. PURPOSE
Performs administrative and executive work to support the daily administration and management of the City
including three critical city-wide functions: Human Resources, Safety, and Risk Management. Exercises primary
responsibility for centralized HR services in several core functional areas; manages the city- wide safety and risk
management programs in compliance with state law; and serves as City’s statutory Clerk not including responsibility
for the office’ s bookkeeping duties. Exercises overall and direct responsibility for several areas such as legal
notices, document management & recordkeeping, reporting, elections, licenses & permits, and personal/ on-line
customer services.
Serves as primary staff support person to the City Council, Personnel Committee, and the
Safety Committee. Attends and participates in management staff meetings.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Administrator
Works closely with: City Council, Council Committees, City Attorney, city administrative staff, and any other City
boards/ commissions/ committees.
Communicates with:
Internally - All city departments and employees
Externally - Other municipal clerks, other HR directors & managers, other safety directors & managers,
MNOSHA and other state/ county/ federal agencies, LMC & LMCIT staff, consultants and
contractors, suppliers & vendors, developers and landowners, business owners, utility
customers and residents.
Supervises: Clerical Technician/ Deputy Clerk, Administrative Support Specialist

IV. DELEGATION OF AUTHORITY
As holder of a statutory office the incumbent has authority to manage the office’ s functions, processes any activities
subject to the City Administrator’ s oversight, the City Council’ s policy guidance, and state law. The incumbent also
exercises staff and functional authority for centralized HR functions, the city-wide safety program, and to organize
facilitate the flow of information to ensure the integrity of the City’ s legislative, electoral, data practices and
reporting/ recordkeeping processes including official use of the City Seal. Executes other duties as assigned by
the City Council through the City Administrator.
Current Appointments: Responsible Authority ( RA), Data Practices Compliance Officer ( DPCO), Personnel
Committee member, and Safety Committee member.
May serve on special committees as directed by the City Administrator.
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CITY CLERK/HR, SAFETY & RISK MANAGER
V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. GENERAL ADMINISTRATION & MANAGEMENT
2. ADMINISTRATIVE LEADERSHIP & COUNCIL/BOARD SUPPORT

Core Responsibilities/ Key Priorities
Planning/Budgeting/Laws, Rules & Regulations/Records & Information
Management/Reporting/Policies & Procedures
Research & Analysis/Interpretation/Advice & Recommendations/Staff
Support/Tracking Follow-up Actions

3. STATUTORY CLERK (NON- FINANCIAL) DUTIES

Legal Notices/ City Seal/ Mandatory Reporting/ City Elections/ Licenses &

4. HUMAN RESOURCES/PERSONNEL ADMINISTRATION

Hiring/ New Hires/ Personnel Policies/ Personnel Administration/
Legal Compliance/ Data & Records/ Performance Management/ LR
Legal Compliance/ Policies & Procedures/ Audits & Checks/
Training/ Recordkeeping/ Coordination

Permits/Recordkeeping

5. WORKPLACE SAFETY & HEALTH AND RISK MANAGEMENT
6. INFORMATION FLOW (INTERNAL &

City Hall Front Counter Services/Print & Electronic Media/
Interdepartmental Communications
Employee-Labor Relations/Hiring/Work Scheduling/Supervision/
Performance Management & Discipline/Safety/T&D

EXTERNAL)

7. SUPERVISION OF DIVISIONAL EMPLOYEES

Joint or Shared Responsibilities with other departments/ City- wide

8. COORDINATION WITH OTHER DEPARTMENTS

projects events activities emergencies
City Representation & Liaison/Intergovernmental Relations/Business
Relations/Public Relations/Media Relations

9. EXTERNAL COMMUNICATIONS/RELATIONS
1.

General Administration & Management
a. Prepares, executes, and evaluates operating plans, policies and procedures related to assigned division’ s
regular operations and work activities. Daily coordinates and controls the systems, processes, and activities
in compliance with state and federal laws/ rules/ regulations and according to City Council policies.
b. Personally, handles or oversees the preparation and maintenance of complete and accurate records.
Ensures required reports are completed and submitted to appropriate agency. Serves as City’ s RA.
c. Participates in preparation of Department’ s draft operating budget by making suggestions and
recommendations to Supervisor; maintains office supplies for city hall; and keeps Supervisor informed of any
significant and noteworthy financial concerns and issues.

2.

Administrative Leadership and Council/ Board Support
a. Regularly informs the City Administrator about appointed office’ s operations, programs, and activities;
provides advice/ recommendations for areas of accountability; and carries out Administrator’ s directives and
initiatives.
b. Serves as primary staff support person to the City Council providing administrative, clerical and logistical
support: coordinates the preparation/ distribution of agenda and information packets, working with city
departments and others to ensure the integrity of background information requested and required; attends
meetings to manage an accurate record of the proceedings, including preparation of minutes using proper
legislative terminology; and indexes/ files official meeting minutes. Handles Council’ s correspondence.
c. Attends meetings of council committees ( e.g. Personnel, Safety, etc.) and other advisory bodies as assigned
or directed: provides, as requested, summary and detailed information/ reports as well as advice and
recommendations for areas of accountability; recommends new and revised Administrative Policies such as
ordinances/ resolutions/ personnel policies, implementing/ administering them after appropriate Council
approval; and reviews other departments’ ordinances & resolutions for correctness of format/ layout. May
track follow- up on Council directives, requests for information, and other action items.

3.

Statutory Clerk ( non- Financial) Duties
a. Legal Notices: Prepares and publishes meeting agendas, advertisements, and legal notices of the City
Council’ s regular and special meetings as well as public hearings and special meetings. Oversees or
participates in the preparation/ publication of other public notices as required by the county, state, or federal
government.
b. City Seal: Signs and seals all legal papers on behalf of the City; certifies and files— with the county— official
Council actions including ordinances and resolutions, official maps, and conditional use permits; certifies a
variety of other documents dealing with people and property; and accepts legal papers and proper notification
served on the City.
c. Mandatory Reporting: Oversees and/ or participates in the completion of any county, state, and federal
forms and reports due for areas of accountability.
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CITY CLERK/HR, SAFETY & RISK MANAGER
V. ESSENTIAL FUNCTIONS ( cont.)
3.

Statutory Clerk ( non- Financial) Duties ( cont.)
d. City Elections: Records proceedings of regular and special elections; registers voters and officiates elections;
and notifies officials of their appointments to office, taking/ certifying acknowledgements and administering
oaths. Certifies, to the county, all appointments and election results; and prepares/ submits to the county and
state ( SOS) other required notices, posting notices in city hall as required.
e. Licenses & Permits: Administers the issuance of municipal licenses, including business
liquor/ gambling/ other), animal, various regulatory licenses as assigned in accordance with applicable city
ordinances and other regulations. Informs City Council of any violations as required by law.
f. Recordkeeping: Serves as custodian of official city records and public documents; implements and maintains
the city’s centralized filing system; and maintains an accurate record of Council proceedings and actions
including “ books” for Meeting Minutes, the Municipal Code of Ordinances, and Resolutions.

4.

Human Resources/ Personnel Administration
a. Administers and managers all aspects of the City’s personnel system, including but not limited to, recruitment,
employment, safety, compensation, benefits, contracts, temporary staffing, training, performance evaluation,
employee relations and investigations, and government compliance.
b. Manages centralized HR systems, processes, and activities to promote consistent and uniform practices
throughout the organization; advises and assists department & division heads on established policy and
procedure; conducts periodic quality audits and compliance checks; and works with director/ manager to
influence compliance, ordering corrective action if needed.
c. Stays informed of law & regulatory changes, evolving generally- accepted & best practices in the state’ s public
sector, and any other external factors or influences.
d. Provides advice and recommendations, to decision makers, on HR policies, prepares related operating
procedures as well as standard forms & documents, including templates; and ensures directors and managers
are trained on proper use. Reviews forms & documents prepared at department & division level for
compliance with established policies and protocols.
e. Oversees, and participates in, hiring process, appointments/ new hire orientations, and separations. Provides
administrative support for the City’ s performance management system, disciplinary & discharge process, and
HR activities performed by City Administrator.
f. Develops and maintains personnel policies, procedures, and rules including all necessary updates, revisions,
or new ones; processes personnel actions; and manages official personnel files. Also manages
HR/organizational data according to GRRSGeneral Records Retention Schedule.
g. Works closely with department heads to administer City’ s DOT Drug & Alcohol testing program.
h. Coordinates, with Finance Director and other department heads, work activities in the overlapping areas such
as new hire paperwork, pay & benefit changes, and personnel changes/ actions.
i. Researches and prepares special personnel reports for City Administrator, department heads and City Council.
j. Assists Finance Department with setting up and maintaining employees’ payroll information in payroll software,
other software applications, and physical ( pay) files.

5.

Employee Safety & Health ( S&H) in the Workplace and Risk Management
a. Manages the city-wide safety and health program in compliance with federal and state laws— including OSHA,
MNOSHA, AWAIR, and Employee Right to Know ( ERTK)— according to the City Administrator’ s direction.
b. Provides advice and recommendations, to decision makers, on written policies and plans, prepares related
operating procedures as well as standard forms & documents, including templates; and ensures directors and
managers are trained on proper use. Reviews forms & documents prepared at department & division level for
compliance with established policies and protocols.
c. Motivates directors and managers to place a priority on workplace safety and health issues; solicits their
review and input/ feedback on various S&H programs; and works with relevant director and manager to
conduct periodic audits and checks to determine necessary corrective actions, areas for improvement, to
influence positive changes.
d. Coordinates initial orientations for new hires to provide an introduction to and overview of the City’s safety
program. Ensures ongoing training is being managed at department & division level.
e. Interacts with peers, LMCIT staff, and outside safety consultants or professionals to gather information about
current industry trends, insights, and best practices.
f. Maintains complete and accurate centralized records, including those on City’s retention schedule.
g. Serves as the City’s risk manager: coordinates, with Finance Director and other department heads, work
activities in the related areas of risk management, loss control, and worker’ s compensation; reviews all First
Reports of Injury and Accident Investigation Reports with Safety Committee and takes appropriate action to
prevent recurrence; and administers other claims against the City.
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V.

ESSENTIAL FUNCTIONS ( cont.)
5.

Information Flow ( Internal and External)
a. City Hall Front Counter Services: Answers phone and greets/ receives city hall visitors, routing calls and
referring persons to appropriate staff member or taking accurate messages; handles more difficult
customer service concerns or issues; communicates the City’ s official policies, plans and procedures; and
provides general information to residents and business owners, civic groups, the media, and other
groups/ individuals.
b. Building Permit Applications: Assists Community Development Department in processing building permits
by providing information on, and reviewing compliance for, routine topics such as residential accessory
structures. Refers more complex applications to CD Director or CD Coordinator..
c. City’s Print and On-line Media: Oversees the preparation and maintenance of a variety of printed and
electronic information ( e.g. City newsletter, the Resident Packet, and the City’ s website) to ensure reliable
and timely communications on new issues, updates, and other changes.
d. Interdepartmental Communications: Maintains an awareness of all city operations, functions, programs
and services as well as policies, plans and procedures; communicates, to city employees, the Council’ s
Administrative policies and plans as well as City Administrator’ s executive ( supervisory) orders and
directives; picks up, sorts and distributes all incoming/ outgoing mail; and oversees preparation of the
employee newsletter and other employee communications.

6.

Coordination with Other City Departments/ Divisions ( Areas of coordination include: city/community events,
public infrastructure projects, work orders/service interruptions, budgeting/utility billing, workplace safety, and
emergencies)
a. Works closely with other administrative staff and department/ division heads to coordinate work and perform
shared responsibilities. Attends staff meetings.
b. Coordinates work with other department/ division heads by sharing information, actively seeks
input/feedback and provides the same, and informs the City Administrator and elected/ appointed officials
about important issues and concerns.
c. Works closely with Public Works division heads on work orders.

7.

Supervision of Division Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory functions for
supervised positions such as staffing/ hiring/ interviewing, training and staff development, managing work
schedules including leave approvals, assigning/ prioritizing/ reviewing work, coaching and evaluating
performance, influencing compensation/ rewards, and initiating discipline/ discharge per City policy and
under the Council’ s final approval for hiring and firing.
b. Oversees and participates in unit’s work: supervises employees’ performance and reviews work output,
assigns special duties and projects, and performs work tasks of subordinate positions regularly and as
needed.
c. Utilizes the Backup System when appropriate to either 1) direct a designated alternate in the performance
of time- critical departmental tasks or; 2) request time for a staff person to help with non-critical
departmental tasks.
d. Promotes workplace safety through ongoing efforts related to employee training and awareness.

8.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a variety of
individuals and groups; interacts with consultants and contractors; and informs City Administrator of
significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information, discern
issues and concerns, and improve performance/ productivity of assigned areas of accountability.
c. Receives requests for information, complaints, and other input/ feedback about Administration Department
and Clerk’ s Office and either personally responds or directs subordinate staff to respond. Informs City
Administrator of noteworthy problems/ complaints and refers any policy matters for Council’ s consideration.

VI.

OTHER DUTIES and RESPONSIBILITIES
Collects, at front counter, payment of utility bills and other accounts receivable.
Serves as a notary public.
Performs other duties as directed by the City Administrator or apparent to the incumbent.
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VII.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each major area of accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures

planning and evaluating office’ s
operations and activities
coordinating the flow of information
city-wide

City Council’ s overall budget goals
and each department’ s work plans

conducting research,
analyzing/ interpreting data, and
preparing reports

City and Department’ s
organizational structure,
operations, programs and activities

providing/ presenting reliable
information and sound advice to
elected & appointed officials

laws, rules and regulations
applicable to City government

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

laws related to data practices and
records management
principles and practices related to a
municipal clerk’ s statutory and
other duties
principles and practices related to
public sector HR and personnel
administration
management principles and
practices as they apply to public
sector
OSHA and other safety- related
laws, rules, and regulations
principles and practices related to
loss control/ risk management
office automation and other
technologies useful for municipal
operations

communicating, both verbally and
in writing; and using an appropriate
degree of tact, persuasion and
influence depending on the
situation
providing leadership/ supervision to
employees and promoting a
positive and motivational workplace
using City’ s automated
recordkeeping & office software
and ensuring information
technologies help to increase work
productivity
promoting work products that are
complete, accurate, and error- free

Ability to;
handle not public data and other
sensitive information IAW in
accordance with state statute and
City policy
keep current on local government
finance and related issues through
participation in/contact with
appropriate organizations,
agencies, and other entities ( and
individuals)
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement Council policies and
carry out Council and City
Administrator directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer,
phone, 10-key calculator, and other
typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance

program management, process
control and improvement, work flow
management

work beyond normal work hours as
well as evenings and some
weekends
lift, carry or move objects up to 10
pounds ( frequently), up to 25
pounds ( occasionally)
attend meetings within and outside
the City
Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, other typical office
equipment, and a motor vehicle.
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VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in public or business administration, political science, personnel administration, or a
closely- related program.
2. Knowledge of, and experience in, the functions and duties of a City Clerk including managing records,
officiating over city elections, filing claims.
3. Knowledge of, and experience in, public personnel administration.
4. Five years of personal computer experience using Microsoft Office Suite products and data entry skills
and skill in building spreadsheets and managing databases.
5. Ability to accurately take notes and transcribe minutes.
6. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during an open, competitive
hiring process and in a promotional context.
Certified Municipal Clerk ( CMC) or other comparable professional credentials.
Graduate degree in public administration, HR/personnel administration, business administration, or a
closely- related program.
Professional certifications such as SHRM- SCP, SHRM- CP, SPHR, or PHR.
Previous experience as a municipal clerk or other comparable clerical or administrative experience in local
government including work in general management/ administration, meeting administration/ Council support,
legal compliance, elections, and records management.
Broad experience in Human Resources that encompassed duties in several functional areas.
Experience in Workplace Safety and Health including responsibility for legal compliance, program
administration, and record keeping.
Knowledge of principles and practices of modern public administration.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office/ building spaces and can involve reaching,
pulling/ pushing, grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving
of objects such as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in
the office. Works outside normal hours including evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure the
not public data are not accessed by individuals without a work reason. Once the work reason to access
the data is reasonably finished, you must properly store the not public data according to the provisions
of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
Supporting Legislative Authority: Ordinance 48, 2nd series, Effective Date: 9-9-00…for separating the Offices of
Clerk and Treasurer and delegating the Clerk’ s bookkeeping duties to the Treasurer.
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COMMUNITY DEVELOPMENT DIRECTOR
Approved: 5/3/2016
Last Revised: 10/6/2020

I. IDENTIFYING INFORMATION
JOB TITLE: Community Development Director
SUPERVISOR: City Administrator
DEPARTMENT HEAD: CD Director
JOB SERIES: Community Development

DEPARTMENT: Community Development
FLSA STATUS: Exempt
PAY GRADEBAND: 14E81

WORK LOCATION: City Hall
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs professional, administrative, and executive work to manage the City’ s community development department
that includes Economic Development, Code Enforcement, Building Permits, and Planning. Exercises overall and
direct responsibility for a number of CED functions including planning, zoning/ land use management, code
administration/ enforcement, public infrastructure development, business development, financial assistance, and
council/ board support. Serves as primary staff person to Planning Commission and City’s EDA.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Administrator
Works closely with: City Council, Planning Commission, EDA, -, Joint Planning Board, Becker TWP Planning
Commission, City Attorney, City Engineer, City Financial Advisor, Public Services
Department
Communicates with:
Internally - all city departments and employees, City’s contracted building inspection service, engineer
Externally - other CED professionals, Sherburne County/ Becker Township/ DEED staff, other
state/ county/ federal agencies, local and regional Economic Development Groups, CED & financial
consultants, developers & real estate agents, suppliers/ vendors, City’s official newspaper and
other media outlets, business and community groups, business/ land owners and residents
Supervises: City Planners, Contracted Building Official and other contracted consultants as needed

IV. DELEGATION OF AUTHORITY
As administrative head of this department the incumbent has authority to manage the department’ s functions,
programs and activities subject to the City Administrator’ s oversight and City Council’ s policy guidance. Fully
supervises subordinate staff, manages consultants and contractors, and frequently provides coordinating
leadership to internal and external teams, task forces, and groups related to the City’ s CED efforts. May be
appointed, by the City Administrator or Council, to various roles for special projects and other city-wide functions.
Regularly represents the City as a liaison, spokesperson, and negotiator.

V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. DEPARTMENT ADMINISTRATION & MANAGEMENT
2. PROFESSIONAL LEADERSHIP & COUNCIL/BOARD SUPPORT
3. PLANNING, ZONING & OTHER COMMUNITY DEVELOPMENT
4. COMMERCIAL-INDUSTRIAL & OTHER ECONOMIC DEVELOPMENT
5. SUPERVISION OF DEPARTMENTAL EMPLOYEES
6. COORDINATION WITH OTHER DEPARTMENTS

Core Responsibilities/ Key Priorities
Planning/Budgeting & CIP/Laws, Rules & Regulations
Recordkeeping/Reporting/Policies & Procedures
Research & Analysis/Advice & Recommendations/Creativity/Staff
Support/Ordinances & Resolutions/Consultants & Contractors
Program Management/Comp Plan/Studies & Surveys/Land Use &
Building Permits/Code Enforcement/GIS/Reporting/Recordkeeping
Program Management/Collaboration & Partnerships/Contracts &
Agreements/Financial & Other Assistance/Industrial Park
Employee Relations/Hiring/Work Scheduling/Supervision/
Performance Management & Discipline/Safety/T&D
Joint or Shared Responsibilities with other departments/
City-wide projects events activities emergencies

7. EXTERNAL COMMUNICATIONS/RELATIONS
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City Representation & Liaison/Intergovernmental Relations/ Business
Relations/Public Relations/Media Relations
V.

ESSENTIAL FUNCTIONS ( cont.)
1.

Department Administration & Management
a. Prepares, executes, and evaluates operating plans and budgets, policies and procedures related to
assigned department’ s regular operations and work activities. Daily coordinates and controls the
systems, processes, and activities in compliance with state and federal laws/ rules/ regulations and
according to City Council policies.
b. Personally handles or oversees the preparation and maintenance of complete and accurate records.
Ensures required reports are completed and timely submitted to appropriate agency.
c. Prepares department’ s draft operating budget; administers Council- approved budget; and keeps City
Administrator and Council informed of significant and noteworthy financial concerns and issues.
d. Provides guidance in effective use of financial tools to assist in the successful
completion/ implementation of community and economic development projects.
e. Participates in decision making for HW/SW upgrades and other technology purchases and leads the
implementation of new technologies to increase department efficiency.

2.

Professional Leadership and Council/ Board Support
a. Regularly informs the City Administrator about department’ s operations, programs, and activities;
provides professional advice and recommendations for areas of accountability; and carries out
Administrator’ s directives and initiatives.
b. Attends meetings of City Council, Planning Commission, and City EDA, as well as other advisory
bodies as directed or needed: provides summary and detailed information as well as professional
advice and recommendations; recommends new and revised Administrative Policies and Plans,
implementing/ administering after appropriate approval; and carries out official directives & initiatives.
c. Serves as primary staff person to Planning Commission and City EDA, providing executive and
administrative support: prepares agenda and information packets, prepares/ publishes all required
notices, and attends meetings & records minutes.

3.

Planning, Zoning and Other Community Development

4.

CITY

OF

a.

Plans, organizes and administers the development of the City’ s short and long-range planning
activities ( e.g. Comprehensive Plan, capital improvement plan, Council goals and directives).
Incorporates other departments as required for the completion of Economic and Planning projects.

b.

Oversees and participates in the development and implementation of City programs & initiatives
related to population growth, land use, transportation and housing, public infrastructure, broadband,
and community amenities. As resources allow, may conduct informal and formal studies & surveys to
gather relevant decision making information. Researches, applies, and manages related grants of
varying complexity and oversight.

c.

Reviews planning, zoning, subdivision related applications ( e.g. site plans, variances, special use
permits, plats, etc.) to support the Commission’ s and Council’ s decision making; researches and
prepares staff reports with advice/ recommendations; and drafts related resolutions and ordinances.

d.

Oversees and participates in City’ s code administration and enforcement efforts for assigned areas of
responsibility; directs and assists City staff in the interpretation of ordinances and master plans; and
responds to questions and requests for information about planning & zoning regulations and
ordinances.

e.

Oversees and participates in the development and maintenance of the department’ s geographic and
other information systems, database and physical files & records.

f.

Manages contracts with City consultants and contracted building inspection services, providing
oversight and evaluation of work results to ensure City’s requirements/ expectations are met.

Economic Development
a.

Oversees and participates in the development and implementation of City plans, programs and
initiatives related to business retention, business & industry expansion, and business recruitment.
Evaluates available environmental information and recommends mitigation to reduce any adverse
impacts. Manages marketing, advertising, and land transactions for city-owned industrial park sites.

b.

Collaborates and partners with existing and prospective business owners, local and community
organizations, and appropriate township entities/ groups to promote job growth and other economic
development. Works with and attends meetings of any joint bodies, coalitions and task forces.

c.

Provides information and assistance to the civic organizations and other groups involved in business
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and economic development activities; answers inquiries and provides information on funding and
other resources that may meet the needs of businesses seeking assistance; and prepares
promotional, marketing and other informational materials as resources allow.
d.
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Reviews development agreements and financial assistance applications ( e.g. municipal subsidies,
revolving micro loans, grants, etc.); researches and prepares staff reports with advice and/or
recommendations, and negotiates or mediates solutions according to the Council’ s approved plans
and policy direction as well as with the City Administrator’ s guidance.
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V. ESSENTIAL FUNCTIONS ( cont.)
Economic Development ( cont.)
e.

Monitors and negotiates development agreements, business subsidy agreements, and other
agreements for compliance with terms and conditions; follows up on discrepancies with business
owner, making attempts to resolve; and notifies the City Administrator and relevant city officials
when appropriate.

f.

Maintains complete and accurate internal records related to economic development activities.

g.

Lead business retention, expansion and attraction projects in collaboration with other departments,
as needed, for successful completion of projects and growth of the city’s jobs and tax base.

h.

Researches, applies and manages complex grants requiring continual oversight to support the City’s
in-house economic development activities including research studies/ surveys, marketing efforts, and
staff training.

5.

Coordination with Other City Departments ( Areas of coordination include: city/community events, public
infrastructure/ capital projects, Long range planning, budgeting, workplace safety, and emergencies)
a. Frequently works closely with other administrative staff and department/ division heads and
administrative staff to coordinate work and perform shared responsibilities. Attends staff meetings.
b. Coordinates tasks and complex projects with other department/ division heads by sharing
information, actively seeks input/ feedback and provides the same, and informs elected/ appointed
officials about important issues and concerns.
c. Works closely with City Engineer and Public Services on the development of public infrastructure
and city-owned amenities, providing input on the design considerations.

6.

Supervision of Department Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory
functions for supervised positions such as staffing/ hiring/ interviewing, training and staff
development, managing work schedules including leave approvals, assigning/ prioritizing/ reviewing
work, coaching and evaluating performance, influencing compensation/ rewards, and initiating
discipline/ discharge per City policy and under the Council’ s final approval for hiring and termination.
b. Oversees and participates in department’ s work: supervises employees’ performance and reviews
work output, assigns special duties and projects, and performs work tasks of subordinate position( s)
as needed.
c. Promotes workplace safety through ongoing efforts related to employee training and awareness.

7.

External Communications/ Relations
a. Establishes and maintains relationships with a wide variety of internal and external groups; interacts
with developers, landowners, consultants and contractors; and informs City Administrator of
significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve performance/ productivity of assigned department.
c. Receives requests for information, complaints, and other input/ feedback about department and
either personally responds or directs subordinate staff to respond. Informs City Administrator of
noteworthy problems/ complaints and refers any policy matters for the council’ s consideration.

VI. OTHER DUTIES AND RESPONSIBILITIES
Serves as member of various staff committees as assigned by Supervisor.
Attends Other Department’ s Committee meetings as requested.
Performs administrative and clerical tasks associated with building permits when workload demands.
Performs other duties as directed by the City Administrator or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each major area of
accountability

planning and evaluating
department’ s operations

City ordinances, resolutions, &
Council directives; City and
department policies and
procedures; and the City’s
Comprehensive Plan

preparing/ administering
operating and capital budgets
and budget plans

City and Department’ s
organizational structure,
operations, programs and
activities
laws, rules and regulations
applicable to community &
economic development
financing and funding sources
related to community &
economic development
principles, practices and
methods related to community
and economic development—
with particular expertise in the
areas of planning & zoning,
business development, and
negotiations
management principles and
practices for public sector
HR/personnel principles and
practices including public sector
emphasis
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for
municipal operations
program management, process
control and improvement, work
flow management
City’ s public infrastructure and
its importance to CED efforts

researching and applying for
grants and other sources of CED
funds/ monies

Ability to;
handle not public data and other
sensitive information IAW state statute
and City policy
keep current on local government
finance and related issues through
participation in/contact with
appropriate organizations, agencies,
and other entities ( and individuals)

conducting research,
analyzing/ interpreting data, and
preparing reports

continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends

developing alternatives; including
cost/benefit and other pros &
cons of various options

implement Council policies and carry
out Council and City Administrator
directives

providing/ presenting reliable
information and sound advice to
elected & appointed officials

interpret and administer polices with
consistency and uniformity

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
motivating self and others to
diligently work and successfully
perform in a results- driven
environment
using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity

work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer, 10-key
calculator, and other typical office
machines
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
speak and write effectively in English
promote work products that are
complete, accurate, and error- free
work beyond normal work hours as
well as evenings and some weekends
travel and attend meetings within and
outside the City
Frequently deal with new situations
requiring complex planning, analysis
and reasoning

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications ( GIS,
word processing, spreadsheets, etc.), calculator, telephone, copy and fax machines, tape measure, scale measures, and a
motor vehicle.

Core Competencies for Successful Job Performance
Establishing Focus

Attention to Communication

Decisiveness

Providing Motivational Support

Persuasive Communication

Diagnostic Information Gathering

Developing Others

Influencing Others

Analytical Thinking

Managing Performance

Building Collaborative
Relationships

Conceptual Thinking

Fostering Teamwork
CITY
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VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in urban studies, urban planning, public administration or closely- related specialized
program of study in community/ economic development profession.
2. Five years of experience in municipal planning and economic development.
3. Valid Minnesota driver’ s license and satisfactory driving record.
4. Knowledge of computers and software.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a
promotional context.
Master’ s degree in urban planning, urban and regional studies, public administration or related field.
Practical experience in annexation issues, GIS software applications/ technologies.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Some outdoor work for
building and other construction site inspections and visits. Uses a number of repetitive movements, fine motor
skills and hand- eye coordination. Uses near and distance vision, peripheral vision and depth perception, color
vision, ability to focus, sense of touch, and hearing. Physical demands also include moving around
office/ building spaces and can involve reaching, pulling/ pushing, grasping, twisting/ turning, and some
kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such as files and file boxes. The employee
is occasionally exposed to outside weather conditions, wet and/or humid conditions, and airborne particles. The
noise level in the work environment is usually quiet in the office and moderate in the field. Uses personal and
city vehicle to travel within and outside of city for inspections, meetings, and training. Works outside normal
hours including evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure
the not public data are not accessed by individuals without a work reason. Once the work reason to
access the data is reasonably finished, you must properly store the not public data according to the
provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
10/6/2020 – Reclassified from Grade 13 to 14, Numerous updates to Organizational Relationships and Essential
Functions to capture true essence of job responsibilities
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Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Cook
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS:

Year- round, Seasonal,

Temporary Appointments

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible / Variable
FLSA STATUS: Non-Exempt
PAY BASISBAND: Hourly A12

JOB SERIES: Golf Common

II. PURPOSE
The cook is responsible for preparing and completing food orders for the restaurant and catering service to ensure the
smooth operation of the kitchen.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: other cooks, servers, bartenders
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None

IV. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties
and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Sets up and stocks stations with all necessary supplies.
Prepares food for service ( e.g. chopping, slicing, and butchering meat, cheese, vegetables, and other food products
Cook menu items in cooperation with the rest of the kitchen staff during meal time periods according to written food
orders.
Reads and prepares menu items as ordered by customers according to portion control and quality standards of the
menu.
Follows specific recipes and instructions to prepare menu items using basic kitchen equipment and preparatory utensils;
and follows food handling and safety requirements.
Uses preparatory utensils such as knives, pans and slicers on a regular basis.
Uses deep fryer, electric choppers, mixers, blenders, steamers, graters, and other preparatory utensils.
Communicates with servers in a professional manner regarding customer orders.
Retrieves ingredients from appropriate areas by lifting and carrying food preparation area.
Follows portion and quality control standards of the menu.
Clean up station and ensure leftover/ unused food products are stored/ restocked or disposed of properly.
Examines, labels and stores incoming food supplies in storage and refrigeration areas appropriately.
Stores incoming food shipments properly in storeroom, maintains storeroom in a neat, orderly manner and ensures all
food items are stored at the appropriate temperature.
Places dishes in dishwater and cleans dishes in pot and pan sink as needed.
Stocks dishes, glassware and silverware as needed.
Maintains work areas in a sanitized and orderly manner in compliance with state health and safety regulations.
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IV. ESSENTIAL FUNCTIONS ( cont.)
Sweeps and mops the kitchen floor at the end of your shift.
Ensures kitchen appliances and equipment have been cleaned, sanitized and turned off at the end of your shift.
Reports and health and/or safety concerns/ violations immediately to management.
Performs other related duties as assigned.

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category
Relevant department and PCGC
policies and procedures
Department and PCGC facilities,
programs and activities
Proper food handling
procedures
Familiar with industry’ s best
practices
OSHA and other safety related
laws, rules and regulations
Principles and practices related
to customer service

Following instructions
Listening carefully
Oral communication
Written communication
Interpersonal relations
Problem solving
Organization
Planning
Professionalism
Project management
Reading skills
Time management

Ability to;
Accurately and swiftly execute
assigned tasks
Read and follow standardized recipes
Work as part of a team in a busy
kitchen atmosphere
Lift up to 50 pounds
Follow department / PCGC policies
and carry out supervisor’ s directives
Work independently and with a high
degree of initiative
Continually improve personal
knowledge base and keep current with
best practices

Machines, tools, and equipment regularly used: Deep fryer, electric choppers, mixers, blenders, steamers, graters, and
other preparatory utensils and kitchen equipment.

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Must be at least 16 years old
2. Customer service experience
3. Flexible schedule

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
High school diploma or equivalent
Prior cooking experience

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works as part of a team in a fast-paced, sometimes stressful kitchen environment. Uses large and fine motor skills, handeye coordination, and finger dexterity. Depending on the task, the employee can reach, bend, push/ pull, grasp, and hold.
Lifting/ carrying/ moving can include objects weighing up to 50 pounds ( e.g. cases of food, pop & beer, etc.). Works with
cleaning chemicals.
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Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS and
take appropriate steps to properly use, store and dispose of hazardous materials. Ability to follow established protocols
and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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CUSTODIAL WORKER
Covered Job Classes: Worker I & II)
Approved: 05/03/2016
Last Revised:

I.

IDENTIFYING INFORMATION

JOB FAMILY TITLE: Custodial Worker
SUPERVISOR: Program Supervisor
DEPARTMENT HEAD: P&R Director
JOB SERIES: Facilities Maintenance

DEPARTMENT: Park & Recreation
WORK LOCATION: Community Center (BCC)
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

WORK STATUS: Full-time & Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBANDS: Hourly, Non-scheduled
CUSTODIAL WORKER I: A11
CUSTODIAL WORKER II: A12

II. PURPOSE
Performs unskilled, basic skilled, and semi- skilled work tasks to carry out a variety of custodial duties related to the
community center’ s building areas, recreation facilities, and grounds. Assists with set-up/tear down for events.
This job family is subdivided into two classes based on the required level of knowledge, skill, and responsibility.
Positions filled and actual work schedules are based on BCC’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Program Supervisor, Park & Recreation Director
Works closely with: lead building attendants, Maintenance Coordinator, Administrative Assistant, and
customer service associates
Communicates with:
Internally - other custodial workers and other BCC staff
Externally - None
Supervises: None

IV. EXPECTED LEVELS OF RESPONSIBILITY AND USE OF KNOWLEDGE/ SKILL ( for each job class)
Class I:

This is the entry level where incumbents independently perform routine work tasks following defined
procedures and meeting established standards. Employees develop their know- how and skills
regarding all of the duties of a custodial worker and specific knowledge about the community center.
Both on-the-job training and work experiences are critical for the employee’ s performance and
development as well as movement to the higher classification.

Class II:

This represents the intermediate & advanced levels at which incumbents are developing a base of
knowledge and set of skills regarding the position. At full performance level the incumbent possesses
a comprehensive knowledge and well- developed skill set about the position and the community center.
Each employee exercises greater responsibility for routine and more difficult tasks including
troubleshooting/ problem solving, specialization in equipment operation, and quality control. Provides
training to co-workers and new employees. May provide some leadership to co-workers as delegated
by supervisor.
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V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Keeps Supervisor informed of all important matters. Notifies MOD of any emergencies.
Building, Facilities, & Grounds Maintenance
Maintains community center’ s common areas ( lobby and hallway, classrooms & childcare rooms, fitness
rooms, & meeting/ banquet rooms): maintains floors by sweeping, mopping, and vacuuming; maintains walls
by cleaning; and washes all windows and glass areas.
Maintains kitchen, including floors, refrigerator, freezer, stove, microwave, countertops, organization of
laundry/ supply room, ice machine, and additional food equipment as directed.
Daily removes indoor and outdoor trash, garbage and recycling.
Cleans/ sanitizes bathrooms and locker rooms; restock paper products and hand soap.
Maintains assigned facilities ( waterslide, sauna, pool area windows, pool deck area): cleans waterslide,
cleans windows in pool area/ Aquatics Center; and maintains pool deck area.
Assists with maintenance of community center’ s adjacent sidewalks and grounds including snow removal,
managing ice, light mowing/ edging/ weed trimming, and some landscaping.
Performs and documents safety checks on fitness equipment, building entrances/ exits, lighting, and fire
extinguishers. Assists with maintenance of all.
Replaces consumable items such as light bulbs; repairs minor equipment problems; and personally corrects
any observed hazard or notifies appropriate staff person( s).
Equipment Operation, Care & Maintenance
Operates motorized equipment including power washer, portable lift, edger, and mower.
Performs operator- level checks on tools, equipment and machinery.
Performs regular and as-needed cleaning on tools, equipment and machinery.
Performs operator- level services and minor repairs commensurate with employee’ s knowledge and skills.
Assists Maintenance Coordinator with in-house shop services and repairs.
Safety and Training & Development
Uses personal protective and other safety equipment, determines safe work methods prior to work, and
performs work tasks in a safe manner for self and others.
Maintains knowledge of equipment/ machines/ tools and cleaning chemicals used; attends annual required
safety training including seminars/ workshops/ courses.
Other Duties…
Assists with set-up and take-down tasks for meetings, weddings, and other events. Works during event as
directed. Cleans rental rooms, bathrooms, and common areas after events.
Unloads and lifts/carries/ moves heavy objects or boxes.
Assists Supervisor in ordering/ receiving supplies.
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VI. OTHER DUTIES and RESPONSIBILITIES
Assists other city departments as needed.
Performs other related work as apparent or assigned by Supervisor or MOD.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
relevant City and department
policies & procedures as well as
the supervisory directives
applicable federal & state laws
and city & county ordinances
principles and practices related to
cleaning and custodial work
cleaning chemicals used

Ability to;

using tools, equipment, &
machinery to perform work tasks
with effectiveness and efficiency
establishing and maintaining
cooperative and productive
relationships with co-workers and
supervisors
performing tasks with
consistency/ uniformity and to the
expected standard

OSHA- required safety standards
and department safety practices

follow department’ s and City’ s
code of conduct
attend mandatory and other
training
work independently
handle not public data and other
sensitive information IAW state
statute and City/ department policy
continually improve personal
knowledge base and use best
practices
work beyond normal works hours
as well as evenings and weekends
cope with the mental stress and
physical demands of the position
including emergency situations
work with safety as a priority for
self and others
attend training for basic first aid
procedures
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: basic cleaning equipment ( mop, broom, etc.), basic landscaping ( weed
whip, edger, etc.), basic garden tools ( shovel, rake, etc.) basic maintenance- related items ( ladder, portable lift, etc.), and
light tools.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate everyday clothing

3. Respiratory protection

2. Face shields, and safety eyewear

4. Other personal protective equipment ( as needed)
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VIII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
Custodial Worker I
1. Ability to work independently while following established procedures.
2. Must meet government- mandated and employer- required background checks.
Custodial Worker II
1. High school degree or equivalent.
2. Previous custodial experience.

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
For Worker II: Experience in the use of relevant equipment/ machines such as hydraulic lift, pressure washer,
and other equipment as directed. troubleshooting/ problem solving, specialization in equipment operation,
and quality control; experience in training.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors. Operates various types of equipment, and machinery including
cleaning equipment and landscaping equipment. Uses fine and large motor skills and movements. Coordinates
hand/ eye/feet to operate tools, machines, and pieces of equipment. Can enter and work in confined spaces and
operates fuel pumps. Uses balance while using ladders and a portable lift. Ability to exert moderate to
considerable physical effort including lifting/ carrying/ moving objects ( e.g. garbage, cleaning products, floor mats,
chairs and tables, etc.) weighing up to 60 pounds ( frequently). Uses all types of vision ( far/near/ peripheral/
depth/ color/ night), and senses of smell, touch, and hearing during regular work tasks and when checking on safe
operating conditions.
Regularly works outside normal hours including evenings/ nights/ weekends. Must be able to respond, in-person,
to urgent and emergency situations. As scheduled/ directed by supervisor, serves on-call subject to a response
time per City and department policy.
Work environment includes working around noises, fumes, and chemicals. May be exposed to bodily fluids.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill
your work responsibility. While data are being accessed, you should take reasonable measures to
ensure the not public data are not accessed by individuals without a work reason. Once the work
reason to access the data is reasonably finished, you must properly store the not public data
according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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CUSTOMER SERVICE ASSOCIATE
Covered Job Classes: Associate & Lead Associate)
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB FAMILY TITLE: Customer Service Associate
SUPERVISOR: Administrative Assistant
DEPARTMENT HEAD: P&R Director
JOB SERIES: Administrative Support

DEPARTMENT: Parks & Recreation
WORK LOCATION: Community Center ( BCC)
EMPLOYMENT STATUS: Year-round & Seasonal

WORK STATUS: Part-time
WORK SCHEDULE: Flexible/ Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly, Nonscheduled

CUSTOMER SERVICE
ASSOCIATE.: A11
LEAD CUSTOMER SERVICE
ASSOCIATE: A12
II. PURPOSE
Serves as community center’ s primary reception staff at front desk. Depending on the position, performs semiskilled and skilled marketing &
sales work to increase new/renewed memberships, promote full
attendance/ participation in various programs and classes, and support the center’ s special events. Provides
clerical, secretarial, and administrative support to regular staff as directed.
This job family is subdivided into two classes including a lead worker. Positions filled and actual work schedules
are based on BCC’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Administrative Assistant, Parks & Recreation Director
Works closely with: Program Supervisor, program coordinators, instructors, and attendant staff
Communicates with:
all BCC staff, other city departments and employees
Internally other P&R administrative & program staff of municipal/ county/ school districts; various
Externally federal/ state/ area public agencies; city schools and businesses, various civic/community
organizations and groups, community center members/ users and city residents.
Supervises: None
May receive some work direction from: Program Supervisor and program coordinators

IV. JOB CLASSES SUMMARIZED
Two job classes are specified:
Associate:

This level represents positions that primarily serve as receptionists performing routine
tasks at the front desk. Employees also provide clerical and administrative support to
regular program staff and help with marketing efforts.

Lead Associate:

This higher level classification represents a set number of positions in which
employee’ s primary responsibility is sales and marketing including member sales,
class/ workshop registrations, special event & rental sales. Also regularly performs
receptionist duties.
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IV. ESSENTIAL FUNCTIONS (

All duties, tasks and subtasks that can be logically inferred are not specified.)

Community Center Front Desk/ Front Counter Services
Answers phone and greets/ receives visitors, routing calls and referring persons to appropriate staff
member or taking accurate messages.
Checks in members and sells day passes to non-member patrons. Performs cashier tasks according to
established policies and procedures.
Provides general information about the City’s recreation programs, activities, and facilities. Ensures
bulletin board is organized and display current information.
Registers program/ class/ workshop attendees, reserves racquetball courts and meeting rooms, schedules
park shelter rentals, and collects deposits/ fees.
Maintains cleanliness and appearance of front desk and lobby area.
Monitors security cameras of the building areas and grounds.
Sells a variety of approved concessions including the preparation of hot food items using kitchen equipment.
Assists with emergency procedures & policies when needed.
Organizes and maintains all front desk files (physical and electronic).
Opens/ closes community center building when assigned.
Membership, Program/ Class, & Event Sales
Regularly interacts with members to build relationships, solicit input/ feedback and check on satisfaction levels,
and promote specific programs, activities, and classes.
Participates in marketing/ advertising efforts: Provides detailed information, to prospective members/ patrons
about the community center’ s offerings; sells memberships and makes class registrations; and assists
Administrative Assistant with processing new members.
Participates in event sales of community center’ s rooms and facilities.
Assists with implementation of social media.
Administrative, Secretarial, and Clerical Support
Assists Administrative Assistant with incoming and outgoing mail.
Performs some word processing, keyboarding, and filing as assigned.
Notifies Administrative Assistant of low inventory of office supplies, materials, and concession items.

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.
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VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the
Department’ s policies,
procedures, and internal controls
City and Department’ s
organizational structure,
operations, programs, services
and activities
approved cashiering practices
and procedures
principles and practices
applicable to marketing & sales
office practices, procedures and
methods
relevant word processing, and
other software programs
Department’ s automated
management software

achieving correctness,
completeness and accuracy in
work results
supervising/ directing the work of
others & providing clear direction
and expectations
being polite and courteous to
callers and visitors
establishing cooperative and
productive work relationships,
particularly with coworkers
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy
maintaining and retrieving
complete and accurate computer
and physical records
locating & compiling
data/information and performing
basic research
understanding and performing
mathematical calculations with
accuracy
using available software program
functionality to increase work
productivity

Ability to;
improve personal knowledge base
through on-the-job training and
any other employer- provided
training
focus on task at hand, handle
interruptions, and switch from task
to task
follow policies and procedures and
internal controls with consistency
and uniformity
interact with staff from various
levels of local government and
area organizations
handling not public data and other
sensitive information IAW City
policies and state statutes
initiate routine work duties and
carry out tasks with little direct
supervision
complete duties/ tasks in a timely
manner according to deadlines
and supervisory targets
speak and write effectively in
English
listening attentively and receive
input/ feedback ( and constructive
criticism) on performance
attend and successfully complete
any employer- required training
lift, carry or move objects up to 10
pounds ( frequently), up to 25
pounds ( occasionally)
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
database management, word processing, spreadsheets, etc.), telephone, copy and fax machines, and other typical office
equipment. Concession equipment includes: fountain pop machine, slushy machine, pizza oven & pizza warmer, ice
machine, coffee maker, microwave, stove, popcorn machine, nacho machine, and dishwasher.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. For Lead Associate only: High School Diploma or equivalent.
2. Previous experience in paid or volunteer position( s) with regular customer contact.
3. Able to work a variable/ flexible work schedule including mornings, evenings, and weekends.
4. Must pass all government- mandated and employer- required background checks.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Experience as a receptionist, front desk clerk, or comparable position.
Experience as a sales associate with responsibility for direct customer contact and personal selling/ sales.
Specific experience in a community center, health/ fitness club, or similar setting.
Computer experience.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in community center with an indoor ( chemically- treated) pool with time spent at front desk/ counter as well
as moving around the building and recreation facilities including work tasks performed at concession counter and
kitchen facility. Uses a number of repetitive movements, fine motor skills and hand- eye coordination. Uses near
and distance vision, peripheral vision and depth perception, color vision, ability to focus, sense of touch, and
hearing. Physical demands can also involve reaching, pulling/ pushing, grasping, and holding. Operates
concession equipment and works with cleaning chemicals. Regular and occasional lifting/ carrying/ moving can
include objects related to food concessions and office supplies. Normally works daytime hours.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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DISHWASHER
Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Dishwasher
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS: Year-round

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly A11

II. PURPOSE
The Dishwasher plays and integral part in ensuring the restaurant works smoothly. They perform various
functions in restaurants to ensure the kitchen equipment is properly cleaned for use by customers and provide
assistance in meal preparation as needed.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: Pebble Creek Grill Staff
Communicates with:
Internally - other PCGC and BCC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: Kitchen Staff
May receive some work direction from: Golf Course Manager ( when assigned as Person- In-Charge)

IV. ESSENTIAL FUNCTIONS
Clean and prepare various foods for cooking or serving.
Load or unload trucks that deliver or pick up food and supplies.
Receive and store supplies.
Set up banquet tables.
Stock supplies such as food and utensils in serving stations, cupboards, refrigerators, and salad bars.
Transfer supplies and equipment between storage and work areas, by hand or using hand trucks.
Wash dishes, glassware, flatware, pots, and/or pans using dishwashers or by hand.
Clean garbage cans with water or steam.
Maintain kitchen work areas, equipment, and utensils in clean and orderly condition.
Place clean dishes, utensils, and cooking equipment in storage areas.
Prepare and package individual place settings.

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.
CITY
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Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

Each area of responsibility and
duty category

Following instructions
Speaking English clearly

Relevant department and PCGC
policies and procedures

Listening carefully

Department and PCGC facilities,
programs and activities

Communication well with people
as individuals and in groups

Safe food handling procedures

Problem solving

OSHA and other safety related
laws, rules and regulations

Working cooperatively with other
PCGC staff members

Principles and practices related
to customer service

Managing assigned areas during
periods of high volume

First aid treatments

Using appropriate degree of tact,
persuasion and influence
depending on the situation
Establishing a rapport with club /
facility users
Decisively enforcing rules with
consistency and uniformity
Working with patience

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives
work independently and with a high
degree of initiative
focus on the task at hand, switch
from task to task, and work with time
demands
interact with adults and children
speak effectively in English
effectively use written English when
filling out reports/ forms and other
paperwork
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: Personal Computers and associated software, Phones, Glassware,
Dinnerware, Utensils and Tables. Specialized items can include power tools, hand tools, and a variety of kitchen
equipment.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Experience using a personal computer and some level of keyboarding / data entry skills
2. Must be at least 16 years old
3. Customer Service Experience

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Previous Dishwasher Experience
Demonstrated Team Building Experience
Basic knowledge / understanding of the game of golf

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed primarily indoors but may have an outdoor component during events. Work may be required in hot,
humid, noisy environments. Work requires ability to stand for prolonged lengths of time. Uses fine and large motor
skills and movements. Coordinates hand/ eye/ feet to operate may tools, machines and pieces of equipment. Ability to
exert moderate to considerable physical effort including lifting / carrying / moving objects. ( food crates) up to 50
pounds regularly. Uses all types of vision ( far/near/ peripheral/ depth/ color/ night) and senses of smell, touch, and
hearing during regular work tasks and when checking on safe operating conditions. Depending on seasonal work
activities, weather and special events can work outside normal hours including evenings / nights / weekends.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS
and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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COMMUNITY DEVELOPMENT COORDINATOR
Economic Development Specialist
Approved: 5/3/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Community Development
CoordinatorEconomic
Development Specialist
SUPERVISOR: CD Director
DEPARTMENT HEAD: CD Director
JOB SERIES: Community Development

DEPARTMENT: Community Development

WORK LOCATION: City Hall

FLSA STATUS: Exempt
PAY GRADEBAND: 11C42

WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy

II. PURPOSE
Performs professional and administrative work to coordinate certain portions of the department’ s community and
economic development functions. Exercises specific responsibility for assigned activities, programs and services.
Assists CD Director, regularly and when delegated, in the performance of other areas and assignments. Serves as
primary staff person for township planning commission and Joint Planning Board. Provides secondary staff support to
Planning Commission and City’s EDA as directed or when needed in Director’ s absence. Promotes the City’s best
interests at all times.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Administrator Community Development Director
Works closely with: Becker TWP Planning Commission, Joint Planning Board, City’ s contracted building official,
EDA, Community Development Department Staff Members
Communicates with:
Internally - all city departments and employees, City’s Planning Commission, City’ s EDA
Externally - other CED professionals, DEED and other state/ county/ federal agencies, CED & financial
consultants, developers & real estate agents, suppliers/ vendors, City’s official newspaper and
other media outlets, business and community groups, business/ land owners and residents
Supervises: None

IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

1.

Department Administration
a. Assists the Director in the preparation, execution, and evaluation of the department’ s operating plans,
policies and procedures; assists in the preparation and maintenance of complete and accurate
records; and works with Supervisor to ensure required reports are completed and submitted to
appropriate agency.
b. Provides input on the department’ s draft operating budget and keeps Supervisor informed of any
concerns and issues. Provides input on department’ s office and information technologies and helps
to maintain necessary office supplies.
c. Coordinates assigned programs and services in compliance with state and federal laws, rules and
regulations and according to City policies and plans. Keeps Director informed of noteworthy items.

2.

Professional Leadership and Decision making Support
a. Regularly informs the Director about assigned areas of responsibility; provides professional advice
and recommendations on areas of responsibility; receives input/ feedback and follows Director’ s
supervisory guidance and direction.
b. Serves as primary staff person/ liaison to Joint Planning Board and township’ s planning commission:
provides, as requested, summary and detailed information as well as professional advice and
recommendations commensurate with the position’ s level of responsibility, training and experience.
c. Provides secondary staff support to Planning Commission and City EDA, providing administrative
and clerical support as directed and during Supervisor’ s absence.

3.

Planning, Zoning and Other Community Development
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a.

Under supervisory oversight coordinates assigned activities, programs and services with direct
responsibility for influencing/ guiding people in appropriate directions and organizing/ facilitating the
flow of data/information to professionally support the decision making process.

IV. ESSENTIAL FUNCTIONS ( cont.)
3.

4.

5.

CITY

OF

Planning, Zoning and Other Community Development ( cont.)
b.

Assists in the organization and administration of the City’s short and long-range planning and
economic development activities ( e.g. Comprehensive Plan, capital improvement plan, etc.).

c.

Participates in the development and implementation of City programs & initiatives related to
population growth, land use, transportation and housing, public infrastructure, broadband, and
community amenities. Assists with informal and formal studies & surveys. Researches and assists
with related grant applications as directed.

d.

Reviews planning, zoning, subdivision related applications ( e.g. site plans, variances, special use
permits, plats, etc.); researches and prepares staff reports with advice/ recommendations; and assist
in drafting related resolutions and ordinances.

e.

Manages the City’ s code enforcement efforts for assigned areas of responsibility including land use,
property maintenance, nuisances, and signage; assists other City staff in the interpretation of
ordinances and master plans; and responds to questions and requests for information about planning
zoning regulations and ordinances.

f.

Manages the development and maintenance of the department’ s geographic information systems
and database. Assists Director in the development and maintenance of the department’ s other
information systems as well as electronic and physical files.

g.

Works closely with planning consultant and contracted building inspector, providing input to Director
on any performance issues/ concerns. Provides in-house clerical support for building permits.

Commercial- Industrial & Other Economic Development
a.

Collaborates and partners with existing and prospective business owners, local and community
organizations, and appropriate township entities/ groups to promote job growth and other economic
development; assists in the management of the City’ s industrial park and other sales/ lease
opportunities; and works with any joint intergovernmental bodies, coalitions and task forces.

b.

Assists in the development and implementation of City plans, programs and initiatives related to
business retention, commercial & industry expansion, and business recruitment: meets with current
and prospective business owners to understand and assess needs; provides information about
possible sources of financial and other assistance; and assists Director in the evaluation of any
adverse environmental impacts and generation of potential mitigation measures.

c.

Answers general inquiries and provides information on a variety of economic development topics;
prepares City promotional, marketing and other informational materials as directed; and provides
information and assistance to the civic organizations and other groups involved in business and
economic development activities.

e.

Assists the Director in staff reviews of various applications, agreements, contracts, and memoranda
and helps monitor development agreements, approved business subsidy agreements, and other
documents for compliance with terms and conditions.

f.

Assists the Director in researching and applying for grant monies.

g.

Assists Director in the maintenance of complete and accurate internal records related to economic
development activities.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a wide
variety of individuals and groups; interacts with developers, business owners, landowners,
consultants and contractors; and informs Director of significant or noteworthy concerns and issues.
b. Represents the City as a spokesperson and advocate. Under the Director’ s supervision serves as a
member of the City’ s negotiating team and depending on the topic may facilitate understandings or
mediate options/ solutions with other parties.
c. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve personal performance and organizational success.
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V.

OTHER DUTIES AND RESPONSIBILITIES
Serves as member of various staff committees as assigned by Supervisor.
Attends City Council and Park & Rec Committee as requested.
Performs other duties as assigned by the Director, directed by the City Administrator, or apparent to the incumbent.
d.

VI.

Receives requests for information, complaints, and other input/ feedback about department and either
personally responds or refers to Supervisor.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each major area of
accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures; and the City’s
Comprehensive Plan
City and Department’ s
organizational structure,
operations, programs and
activities
laws, rules and regulations
applicable to community &
economic development
financing and funding sources
related to community &
economic development
principles, practices and
methods related to community
and economic development—
with particular expertise in the
areas of zoning/ land use
management and business
development
office automation and other
technologies useful for
municipal operations
program management, process
control and improvement, work
flow management
City’ s public infrastructure and
its importance to CED efforts

Ability to;

planning and evaluating
department’ s programs and
services

handle not public data and other
sensitive information IAW state statute
and City policy

researching and applying for
grants and other sources of CED
funds/ monies

keep current on local government
finance and related issues through
participation in/contact with
appropriate organizations, agencies,
and other entities ( and individuals)

conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
leading/ supporting groups ( of
peers and superiors) in work on
complex and significant matters
using City’s GIS and typical
office software, ensuring
information technologies help to
increase work productivity

continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement Council policies and carry
out Council and City Administrator
directives and initiatives
motivate self and others to diligently
work and successfully perform in a
results- driven environment
interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer, large
format printers, and other typical CED
tools, machines, and equipment
speak and write effectively in English
receive input/ feedback ( and
constructive criticism) on performance
work beyond normal work hours as
well as evenings and some weekends
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travel and attend meetings within and
outside the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications ( GIS,
word processing, spreadsheets, etc.), calculator, telephone, copy and fax machines, tape measure, scale measures, and a
motor vehicle.
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VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in land use planning, urban planning, public administration or closely- related specialized
program.
2. One year of experience in economic development and/ or municipal planning.
3. Valid Minnesota driver’ s license and satisfactory driving record.
4. Knowledge of computers and software.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a
promotional context.
Greater practical experience in community- based planning, annexation issues, and economic development
programs and activities including specific work with public & private sources of financial assistance.
Knowledgeable and proficient in GIS-related software applications, information databases, and technologies.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works in typical office setting including sitting at desk for extended periods of time. Some outdoor
work for building and other construction site inspections and visits. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near and distance vision, peripheral
vision and depth perception, color vision, ability to focus, sense of touch, and hearing. Physical
demands also include walking, reaching, pulling/ pushing, grasping, twisting/ turning, and some
kneeling/ crouching. Performs some lifting/carrying/ moving of objects such as files and file boxes.
The employee is occasionally exposed to outside weather conditions, wet and/or humid conditions,
and airborne particles. The noise level in the work environment is usually quiet in the office and
moderate in the field. Uses personal and city vehicle to travel within and outside of city for
inspections, meetings, and training. Works outside normal hours including evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned.
Any access to not public data should be strictly limited to accessing the data that are
necessary to fulfill your work responsibility. While data are being accessed, you should take
reasonable measures to ensure the not public data are not accessed by individuals without a work
reason. Once the work reason to access the data is reasonably finished, you must properly store the
not public data according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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FINANCE DIRECTOR
Approved: 5/3/2016
Last Revised: 5/4/2021

I. IDENTIFYING INFORMATION
JOB TITLE: Finance Director
SUPERVISOR: City Administrator
DEPARTMENT HEAD: Finance Director
JOB SERIES: Accounting/Finance

DEPARTMENT: Finance
FLSA STATUS: Exempt
PAY GRADEBAND: 14E81

WORK LOCATION: City Hall
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs professional, administrative, and executive work to manage the City’ s finance department. Serves as City’s
statutory Treasurer including delegated responsibility for the Clerk’ s statutory bookkeeping duties. Exercises overall
and direct responsibility for the City’ s centralized Finance & Accounting ( F&A) functions including financial planning/
management, accounting oversight, budgeting, cash/ investment management, financial reporting, payroll, utility billing,
and payables/ receivables, and information technology. Promotes the efficient use of department and City resources.
Serves as primary staff person to Finance & Budget Committee. Provides financial assistance in economic
development activities. Assists with risk management duties.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Administrator
Works closely with: Budget & Finance Committee, City Council, City’s regular financial advisors/ consultants,
Department Heads and first line managers at Golf Course and Community Center.
Communicates with:
Internally - all city departments and employees, particularly the Golf Course and Community Center
Externally - other finance professionals, MN Department of Revenue staff and other state/ county/ federal
agencies, League of Minnesota Cities Insurance Trust and insurance agents, financial
advisors/ consultants including auditor, bond counsel and fiscal agent, other consultants,
contractors, suppliers & vendors, landowners, utility customers and residents.
Supervises: Accountant, Accounting Clerk, Information Systems Manager, Analyst.
Provides work direction to: Administrative Support Specialist and Deputy Clerk as they relate to finance
oversight.

IV. DELEGATION OF AUTHORITY
As administrative head of this department the incumbent has authority to manage the department’ s functions,
programs and activities subject to City Administrator’ s oversight and City Council’ s policy guidance. The incumbent
also exercises staff and functional authority in regard to city-wide F&A functions, regularly serving in a coordinating
and controlling role for both people and data. May serve as acting administrator during Supervisor’ s absence.
Participates in HR/personnel administration activities as assigned and when directed by the City Administrator.

V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. DEPARTMENT ADMINISTRATION & MANAGEMENT
2. PROFESSIONAL LEADERSHIP AND COUNCIL/BOARD SUPPORT
3. FINANCIAL/ACCOUNTING OVERSIGHT, MANAGEMENT & GUIDANCE
4. STATUTORY TREASURER AND CLERK (BOOKKEEPING) DUTIES
5. SUPERVISION OF DEPARTMENTAL EMPLOYEES
CITY
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Core Responsibilities/ Key Priorities
Planning/Budgeting/Laws, Rules & Regulations/Records &
Information Management/Reporting/Policies & Procedures
Research & Analysis/Interpretation/Advice & Recommendations/
Staff Support/Consultants & Contractors
City-wide Budgeting & Plans/Internal Controls/Cash Flow,
Investment & Debt Management/GASB/Reporting/Recordkeeping
General & Enterprise Funds/Journal & GL Accounting/Claims &
Receipts/Annual Audit/Reporting/Recordkeeping
Employee-Labor Relations/Hiring/Work Scheduling/Supervision/
Performance Management & Discipline/Safety/T&D
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6. COORDINATION WITH OTHER DEPARTMENTS
7. EXTERNAL COMMUNICATIONS/RELATIONS

Joint or Shared Responsibilities with other departments/
City-wide projects events activities emergencies
City Representation & Liaison/Intergovernmental Relations/
Business Relations/Public Relations/Media Relations

V. ESSENTIAL FUNCTIONS ( cont.)
1.

Department Administration & Management
a. Prepares, executes, and evaluates operating plans, policies and procedures related to assigned
department’ s regular operations and work activities. Daily coordinates and controls the systems,
processes, and activities in compliance with state and federal laws/ rules/ regulations and according to
City Council policies.
b. Personally handles or oversees the preparation and maintenance of complete and accurate records.
Ensures required reports are completed and submitted to appropriate agency.
c. Prepares department’ s draft operating budget; administers Council- approved budget; and keeps City
Administrator and Council informed of significant and noteworthy financial concerns and issues.

2.

Professional Leadership and Council/ Board Support
a. Regularly informs the City Administrator about department’ s operations, programs, and activities;
provides professional advice and recommendations for areas of accountability; and carries out
Administrator’ s directives and initiatives.
b. Attends meetings of City Council and Finance & Budget Committee as well as other relevant advisory
bodies as directed or needed: provides, as requested, summary and detailed information as well as
professional advice and recommendations for areas of accountability; recommends new and revised
Administrative Policies and Plans, implementing/ administering them after appropriate Council
approval; and carries out Council directives & initiatives.
c. Serves as primary staff person to Finance & Budget Committee, providing administrative and clerical
support: prepares agenda and information packets, prepares/ publishes all required notices, and
attends meetings & records minutes.

3.

Financial/ Accounting Oversight, Management & Guidance

4.

CITY

OF

a.

Internal Controls: establishes and manages finance & accounting controls for all city departments;
communicates policies, standard forms and procedures to department heads and other budget
managers; and regularly evaluates compliance, providing advice and assistance as needed.

b.

Budget Preparation: initiates the process for preparation of City’ s consolidated operating and capital
budgets by coordinating efforts with department heads, the City Administrator, and the relevant
Council Committee. Presents overall budget to the Council.

c.

Budget Administration: administers Council- approved city-wide budget including a coordinating role
in CIP plans; prepares monthly financial statements ( revenue and expenditure reports, balance
sheets, and cash balances) to assist and advise budget managers; and provides regular and other
financial reports to the Finance & Budget Committee and the Council.

d.

Cash and Investment Management: maintains auxiliary cash controls for investing, balancing, and
other related accounting activities; monitors cash flow to ensure sufficient cash is available;
reconciles all cash and investments with monthly bank/ investment statements; and maintains
required investment records and prepare related reports. Answers cash management and
investment related questions.

e.

Internal Checks, Balances and Audits: reviews a variety of source documents ( i.e. process inputs)
and performs a variety of reconciliations and balancing adjustments to regularly verify and maintain
the integrity and accuracy of the all financial statements and reports ( i.e. outputs).

f.

Benefits Administration: reviews all new hire paperwork with approval authority; coordinates annual
benefits renewal, researches options/ offerings, coordinates with HR on the appropriate enrollment
ofand enrolls employees; coordinates with HR on theand management of theages employee intranet
site and coordinates wellness program. Coordinates with HR on the mManagement ofs ACA and
COBRA administration.

Information Technology Oversight, Management & Guidance
a.

Oversees all technology operations and evaluates them according to established short- and longterm goals.

b.

Analyzes the business requirements of all departments to determine their technology needs and
makes recommendations.

c.

Devises and establishes information technology policies and systems to support the implementation
of strategies ( computer and information systems, security, communication systems).
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d.
5.

CITY
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Provides direction, guidance and oversight to information technology staff ensuring smooth delivery
and operation of information technology services.

Statutory Treasurer & Clerk [ Bookkeeping] Duties
a.

All Receipts and Disbursements: oversees and participates in the maintenance of all required data,
information, and records in electronic and physical files for all accounting functions.

b.

Claims/ Accounts Payable: ensures List of Claims is ready for Council’ s review/ approval at
designated meeting; ensures approved claims are paid in a timely manner to avoid penalties and
take advantage of discounts; and prepares Form 1099- MISC for consultants.

c.

Accounts Receivable: prepares and sends invoices for City services/ charges; follows up on bad
checks and initiates collection action as needed; records receipts, posts into accounting software,
and prepares daily bank deposits; reconciles and records receipts and deposits for Golf Course and
Community Center; and prepares/ submits monthly sales tax returns and transfers funds
electronically. Calculates, prepares and submits federal and state fuel tax credits/ refunds.
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V. ESSENTIAL FUNCTIONS ( cont.)
4.

Statutory Treasurer & Clerk [ Bookkeeping] Duties ( cont.)
d.

Payroll: reconciles payroll and files quarterly reports; reconciles and prepares W-2s; and calculates
retirement fund contributions and prepares PERA reports. Compiles payroll costs for WC insurance
estimates and audits. Reconciles and prepares required reports for ACA.

e.

City Assessments: certifies new assessments to be levied, prepayments and balances; maintains
special assessment records; and researches specific properties by conducting special assessment
searches when appropriate.

f.

Debt Administration: works with fiscal advisors to coordinate the issuance of any new debt;
participates in credit reviews and annual reporting requirements; and maintains records needed for
bond payments, fiscal agents, and related redemption ledgers.

g.

Special GASB Requirements: implements and maintains fixed assets system and subsidiary
records; maintains accounting records for capital projects; and monitors relevant pronouncements.

h.

Annual External Audit: supervises year-end closing and coordinates City’s annual audit; prepares
audit work papers and schedules and assists auditors as appropriate; and follows up on indicated
areas of deficiency. Prepares annual State Auditor financial reports.

i.

City Insurance: manages city-wide property/ casualty insurance coverage, including processing
renewals and maintaining schedules of coverages; coordinates with HR/Safety manager on the
manages implementation of worker’ s compensation including claim administration; and manages
unemployment claims.

5.

Coordination with Other City Departments ( Areas of coordination include: city/community events, public
infrastructure projects, service interruptions, budgeting/ utility billing, workplace safety, and emergencies)
a. Works closely with other administrative staff and department/ division heads to coordinate work and
perform shared responsibilities. Attends staff meetings.
b. Coordinates work with other department/ division heads by sharing information, actively seeks
input/ feedback and provides the same, and informs the City Administrator and elected/ appointed
officials about important issues and concerns.
c. Provides administrative/ technical support to other departments including designing/ creating model
and custom finance/ accounting forms and documents.
d. Utilizes the Backup System when appropriate to either 1) direct a designated alternate in the
performance of time-critical departmental tasks or; 2) request time for a staff person to help with noncritical departmental tasks.
e. Works closely with Public Works division heads on capital projects, equipment replacement plans,
and utility billing activities such as meter reading, account changes, shut-offs, etc.

6.

Supervision of Department Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory
functions for supervised positions such as staffing/ hiring/ interviewing, training and staff
development, managing work schedules including leave approvals, assigning/ prioritizing/ reviewing
work, coaching and evaluating performance, influencing compensation/ rewards, and initiating
discipline/ discharge per City policy and under the Council’ s final approval for hiring and firing.
b. Oversees and participates in department’ s cyclical work: supervises employees’ performance and
reviews work output, assigns special duties and projects, and performs work tasks of subordinate
positions as needed. Ensures proper checks and balances ( internal controls) are followed.
c. Utilizes the Backup System when appropriate to either 1) direct a designated alternate in the
performance of time-critical departmental tasks or; 2) request time for a staff person to help with
non- critical departmental tasks.
d. Promotes workplace safety through ongoing efforts related to employee training and awareness.

7.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a
variety of individuals and groups; interacts with consultants and contractors; and informs City
Administrator of significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve performance/ productivity of assigned department.
c. Receives requests for information, complaints, and other input/ feedback about department and
either personally responds or directs subordinate staff to respond. Informs City Administrator of
noteworthy problems/ complaints and refers any policy matters for the council’ s consideration.
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VI.

OTHER DUTIES AND RESPONSIBILITIES
Assists with city hall reception/ front counter duties, answering questions or referring visitor to appropriate staff.
Performs other duties as directed by the City Administrator or apparent to the incumbent.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each major area of
accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
statutory treasurer & clerk
bookkeeping) duties and laws,
rules and regulations applicable
to City government
municipal finance, public
accounting principles, and
bookkeeping practices including
GASB standards and guidance
management principles and
practices for public sector
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for
municipal operations
program management, process
control and improvement, work
flow management
the financial aspects of
community/ economic
development

planning and evaluating
department’ s operations
coordinating and controlling citywide financial systems and
programs
preparing/ administering
operating and capital budgets
and budget plans
conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity

Ability to;
handle not public data and other
sensitive information IAW state statute
and City policy
keep current on local government
finance and related issues through
participation in/contact with
appropriate organizations, agencies,
and other entities ( and individuals)
continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement Council policies and carry
out Council and City Administrator
directives
interpret and administer polices with
consistency and uniformity travel and
work independently and with a high
level of initiative & resourcefulness
cope with mental stress of the position
interact with various local &
community organizations
operate a personal computer, 10-key
calculator, and other typical office
machines
speak and write effectively in English
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
promote work products that are
complete, accurate, and error-free
work beyond normal work hours as
well as evenings and some weekends
attend meetings within/ outside the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical
office equipment.

Core Competencies for Successful Job Performance
Establishing Focus
Providing Motivational Support
Developing Others
Managing Performance
Fostering Teamwork
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Building Collaborative
Relationships
Customer Orientation
Attention to Communication

Technical Expertise
Diagnostic Information Gathering
Analytical Thinking
Forward & Strategic Thinking

Thoroughness
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VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in accounting, finance, or closely- related specialized program of study.
2. Five years of substantial, professional experience in municipal finance and fund accounting
including typical city-owned enterprises) at a managerial ( i.e. decision making) level.
3. Skill in use of accounting software programs and typical office suite applications such as word
processing, spreadsheet, and presentation.
4. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Master’ s Degree in accounting or related field
Certified Public Financial Officer ( CPFO) Certification
Some experience in managing the finance and accounting functions of a golf course,
community center, or comparable business- type activity.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office/ building spaces and can involve reaching,
pulling/ pushing, grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving
of objects such as files, file boxes, and copy paper. The noise level in the work environment is usually quiet in
the office. Works outside normal hours including evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
Supporting Legislative Authority: Ordinance 48, 2nd series, Effective Date: 9-9-00… for separating the Offices of
Clerk and Treasurer and delegating the Clerk’ s bookkeeping duties to the Treasurer.
5/4/21: Added additional preferred qualifications, added Information Technology Oversight, moved from Grade 13 to
14
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FOOD & BEVERAGE MANAGER
Approved: 6/5/2018
Last Revised: 6/5/2018

I. IDENTIFYING INFORMATION
POSITION TITLE: Event Services Food & Beverage
Manager
SUPERVISOR: Assistant Director,
Recreation & Leisure Services
DEPARTMENT HEAD: Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Public Services

WORK LOCATIONS: PCGC Clubhouse

DIVISION: Recreation & Leisure Services
FLSA STATUS: Exempt
PAY GRADEBAND: 11C43

WORK/PAY STATUS: Full-time, Salaried
WORK SCHEDULE: Per Supervisor
WORK HOURS: Per Supervisor

II. PURPOSE
Performs supervisory, specialized/ technical, and some administrative work to manage frontline guest services at
Pebble Creek Golf Course. Major areas of responsibility include all aspects of event services and restaurant
sales, and food & beverage operations at the clubhouse. Manages, with golf services manager, facilities
maintenance under supervisory direction and budgetary controls. Organizes, prioritizes, and manages all
assigned resources to promote a satisfying experience for members and guests. Establishes and monitors
various operating controls to meet sales/ revenue targets, expense goals, quality standards, and other
performance metrics.
Supervises assigned staff including work scheduling, directing, prioritizing,
coaching/ motivating, and training.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Assistant Director, Recreation & Leisure Services and Public Services Director
Works closely with: Golf Service Manager, Golf Superintendent, and Assistant Golf Superintendent
Communicates with:
Internally - PCGC maintenance staff, other city departments and employees
Externally - other recreation & leisure services professionals; and other restaurant/ food service managers
at public & privates courses); county and state public health ( food safety) staff; other county
and state agencies; local organizations & groups, vendors/ suppliers; consultant’ s and
contractor’ s personnel; vendors/ suppliers; PCGC patrons; and city residents
Supervises: All food and beverage clubhouse staff

IV. DELEGATION OF AUTHORITY
As head of an operating division the incumbent has direct responsibility for planning, organizing, coordinating, and
controlling various systems, processes, and activities to provide an array of recreation & leisure services. Actively
leads and motivates employees to consistently provide superb customer service, exceed expectations, and impart a
lasting impression on patrons. The manager is accountable for the level of customer service, management- approved
sales/ revenue goals, established cost controls, and quality standards. The incumbent has authority and is expected to
enforce all established policies with uniformity & consistency and ensure proper procedures are followed by staff to
promote the safety and health of customers and employees as well. Responds to urgent situations and emergencies
according to established policies and procedures, involving appropriate response personnel when needed and
notifying higher- level management when practical.
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FOOD & BEVERAGE MANAGER
V. ESSENTIAL FUNCTIONS
Manages Division’ s Operating Budget and Daily Financial Activities
Prepares and submits to the Assistant Director a detailed, line-item operating budget that includes revenue
goals and expenditures for particular accounts with appropriate narratives/ rationale.
Actively tracks/ monitors operating unit’s finances to understand sales & revenue activity, manage payroll &
labor costs, and control other expenses; prepares, and submits to Supervisor, daily/ weekly/ monthly activity
reports in required format, ensuring accuracy of data; and performs daily bookkeeping duties including cash
management & deposits, credit card sales, and collection of receivables.
Closely manage inventory, conducting checks at prescribed intervals; makes purchases according to the
Council- approved budget as well as City and department policy, handling proper invoice/ account coding and
budget allocations; and keeps Supervisor informed about variances and other noteworthy items.
Provides input and makes recommendations to Supervisor on budgetary needs.
Manages the maintenance of the division’ s financial data and information. Assists Supervisor and finance staff
with the collection of centralized financial records.
Performs Administrative Activities for Assigned Operating Division
Keeps the Assistant Director promptly informed of any relevant issues and concerns.
Works closely with Golf Services Manager and Supervisor to understand planned/ expected activity levels.
Administers Council- approved policies and carries out management’ s directives and initiatives. Provides
input, to supervisors, on revisions/ updates to the division’ s Policy and Procedure Manual. Prepares and
revises various operating procedures and implements once approved. Ensures staff know and follow
established procedures & protocols.
Manages the preparation of a variety of flyers/ brochures, posters, news releases, and related marketing
materials to promote various programs, services, and activities. Website management.
Manages, through subordinate staff and periodic observations, member & guest use of PCGC facilities.
Works with staff on scheduling and preparing for various events.
Participates in marketing/ advertising efforts, directed research & analysis, and special projects.
Handles more difficult or sensitive complaints once escalated or when aware of situation.
Regularly evaluates current business processes & work activities to determine any opportunities for
improvement. Reviews possible changes with the Assistant Director and executes changes after approval by
the Director or City Administrator.
Participates in city-wide Safety Program, including required OSHA trainings, meetings and follow- up; manages
safety and health efforts for assigned areas according to City and department policy; and works with HR
Manager on hearing conservation program.
Works with HR Manager and Finance Director on workers’ compensation, unemployment claims, and
employee benefits, employee life cycle, recruitment, etc.

Leads, Directs, and Motivates Supervised Employees
Manages the hiring process for assigned staff positions through coordination with division and department
directors, supervisory employees, and the HR Manager.
Prepares work schedules, handles requests for time off, and actively supervises/ directs staff. Ensures
adequate staff coverage during periods of high volume.
Coordinates, and participates in, staff training and development. Holds regular staff meetings to address
concerns/ issues, receive employee input, and conduct proficiency and other training.
Oversees and participates in the division’ s safety program including shared responsibility for training
employees in expected work behaviors and practices.
Evaluates employee performance, administers authorized level of disciplinary actions; and provides input, to
the Director, on severe discipline.
Recommends, to the Director, various personnel actions for part- time/seasonal staff such as promotions, reclassifications, pay increases, etc.
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FOOD & BEVERAGE MANAGER
V. ESSENTIAL FUNCTIONS ( cont.)
Manages PCGC’ s Event Services, Restaurant Sales, and Food & Beverage Operations
Assists with reception duties at clubhouse by greeting visitors and answering the phone.
Operates the clubhouse’ s restaurant/ event facilities ( bar & grill and banquet room) within established
policies & procedures to meet management’ s expectations ( customer service levels, sales goals, cost
controls, etc.) and ensure staff compliance with policies & procedures.
Receives inquiries and greets interested parties by phone and in person; promotes the clubhouse’ s
event/ meeting space and other PCGC amenities; and works with prospective clients to understand their
particular needs. Actively works on building relationships with existing patrons.
Schedules tentative and final reservations based on status of rental application/ use permit/ contract; collects
reservation and security deposits and payments; and performs rental inspections ( walk- throughs) with permit
holder’ s contact person or designee before and after event.
Maintains the Master Calendar of Events ensuring information is current and up-to-date. Updates related
information on PCGC’ s website once approved by Supervisor.
Manages menus of food and beverage choices to be responsive to customers; researches new products &
items; and recommends changes, including pricing, to Supervisor.
Maintains inventory of regular supplies ( dining service, table linens, cleaning, etc.). Assists client in ordering
other products and/ or services.
Works closely with Supervisor and Finance Director on the receipts and expenditures, submitting payments
for deposit; pursues payment of outstanding accounts, following ( when appropriate) protocol for use of a
collection agency; and submits a post-event summary sheet to Supervisor.
Develops and implements a management program for illness prevention, recyclables, and food waste.
Directs staff in the proper cleaning and sanitization of all kitchen equipment and work areas; ensures dining,
bar, and other assigned areas are cleaned/ maintained; and conducts periodic self-inspections, correcting
health violations immediately and other problems/ issues as soon as possible.
Ensures operational data is properly captured in relevant information management systems.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES

FOOD & BEVERAGE MANAGER

Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
applicable laws, rules, and
regulations
City ordinances, Council
resolutions & directives; City and
department policies and
procedures
City Council’ s overall budget goals
and each department’ s work plans
work plans for particular area( s)
City and Department’ s
organizational structure,
operations, programs and
activities
principles and practices related to
golf clubhouse management
principles and practices applicable
to restaurant/ food & beverage
operations management
principles and practices applicable
to food safety and handling
principles and practices applicable
to marketing/ advertising
principles and practices applicable
to retail sales
principles and practices applicable
to inventory control

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using Department’ s and City’s
automated accounting & office
software and ensuring
information technologies help to
increase work productivity
evaluating functions/ processes
for any changes & improvements

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English

OSHA and other safety- related
laws, rules, and regulations

use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance

office automation and other
technologies useful for course
operations

promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), computerized cash register, telephone/ paging system, copy and fax
machines, and other typical office equipment. Specialized items can include: power tools, hand tools, and a variety of
kitchen equipment.
Can use/ operate the same machines, tools, and equipment as subordinate positions.
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FOOD & BEVERAGE MANAGER
VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process. Specific requirements
used depend on the particular position being filled.
1. Associate degree in restaurant & culinary management, food service management, or a closely- related program
of study in hospitality management.
2. Three years of experience in a restaurant or food service operations or similar retail sales environment.
3. Demonstrated experience with direct responsibility for the majority of supervisory functions.
4. Experience with automated management software programs used in retail environment. Proficiency in word
processing and spreadsheet software.
5. Certification in food safety/ handling or ability to obtain MDH- issued certificate within probationary period.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Bachelor’ s degree or equivalent in restaurant & culinary management, food service management, or a closelyrelated program of study in hospitality management.
Three to five years of experience in a restaurant or food service operations or similar retail sales environment.
Experience in restaurant or food service at a golf clubhouse or comparable facility.
Full supervisory experience for comparably- sized staff.
Experience in event coordination ( weddings, banquets, etc.).
Current Minnesota Certified Food Manager ( CFM).
Experience in preparing/ administering operating budgets ( revenues & expenses).

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works mostly indoors at golf course clubhouse with duties performed in/around the building including the grill &
bar, the pro shop, offices, and event facilities. Incumbents can sit and work at desk or use computer for
extended periods of time. Uses large and fine motor skills, hand- eye coordination, and finger dexterity.
Depending on the task, the employee can reach, bend, push/ pull, grasp, and hold. Lifting/ carrying/ moving can
include objects weighing up to 25 pounds ( e.g. cases of food, pop & beer; tables and chairs, etc.). Works with
cleaning chemicals. Works beyond normal work hours as well as evenings, some weekends, and holidays.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.
The employee is subject to the same working conditions as subordinate positions.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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FOOD RUNNER / BUSSER
Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Food Runner / Busser
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS: Year-round

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly A11

II. PURPOSE
The food runner supports staff by relaying important information between management, kitchen staff and servers
and assists with improving the dining experience for Pebble Creek Golf Club Customers.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: Pebble Creek Grill Staff
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None
May receive some work direction from: Golf Course Manager ( when assigned as Person- In-Charge)

IV. ESSENTIAL FUNCTIONS
Work with other servers as a team to immediately greet guests, provide seating direction & menus.
Ensure all guests obtain first service promptly. Provide routine follow- ups.
Provide drink options, knowledge and recommendations for all drinks.
Check identification of guests to verify age requirements for purchase of alcohol.
Become proficient in using the POS system to take orders and be knowledgeable with all features. Maintain
an accurate cash drawer at all times.
Support bartending as needed, pouring draft beers, washing glasses, pouring sodas, etc.
Support all food & drink delivery. Check all orders prior to delivery for quality and completeness. Follow up
with modifications, extras, condiments, utensils, etc.
Clean & bus all tables routinely. Prep tableware at wash station.
Maintain cleanliness in all areas of the pub ( routine & scheduled).
Limit problems and liability associated with excessive guest drinking by moving guests onto the non-alcoholic
menu and limiting alcohol consumption.
Always monitor guests for drink depletion, table clearing, dessert offering & final checkout.
As part of the team, ensure that all guests have a positive experience and let them know their visit was
appreciated upon leaving.
Maintain a polite, professional & positive attitude for all guests and coworkers.
Perform other job-related duties and facility cleanings as required.

V.
CITY
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FOOD RUNNER / BUSSER
Perform other duties and responsibilities as required or requested by supervisor

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category

Following instructions
Speaking English clearly

Relevant department and PCGC
policies and procedures

Listening carefully

Department and PCGC facilities,
programs and activities

Communication well with people
as individuals and in groups

Safe food handling principles

Problem solving

OSHA and other safety related
laws, rules and regulations

Working cooperatively with other
PCGC staff members

Principles and practices related
to customer service

Managing assigned areas during
periods of high volume

First aid treatments

Using appropriate degree of tact,
persuasion and influence
depending on the situation
Establishing a rapport with club /
facility users
Decisively enforcing rules with
consistency and uniformity
Working with patience

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives
work independently and with a high
degree of initiative
focus on the task at hand, switch
from task to task, and work with time
demands
interact with adults and children
speak effectively in English
effectively use written English when
filling out reports/ forms and other
paperwork
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: Personal Computers and associated software, POS Equipment and
Software, Phones, Glassware, Dinnerware, Utensils and Tables. Specialized items can include power tools, hand tools,
and a variety of kitchen equipment.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Experience using a personal computer and some level of keyboarding / data entry skills
2. Must be at least 16 years old
3. Customer Service Experience

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Previous Food Runner / Busser experience
Demonstrated Team Building Experience
Basic knowledge / understanding of the game of golf

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed primarily indoors but may have an outdoor component during events. Work may be required in hot,
humid, noisy environments. Work requires ability to stand for prolonged lengths of time. Uses fine and large motor
skills and movements. Coordinates hand/ eye/ feet to operate may tools, machines and pieces of equipment. Ability to
exert moderate to considerable physical effort including lifting / carrying / moving objects. ( food crates) up to 50
pounds regularly. Uses all types of vision ( far/near/ peripheral/ depth/ color/ night) and senses of smell, touch, and
hearing during regular work tasks and when checking on safe operating conditions. Depending on seasonal work
activities, weather and special events can work outside normal hours including evenings / nights / weekends.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS
and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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GOLF COURSE SUPERINTENDENT
Approved: 7/17/ 2018
Last Revised: 7/3/2018

I. IDENTIFYING INFORMATION
JOB TITLE: Golf Course Superintendent
DEPARTMENT HEAD: Director of Golf
FLSA STATUS: Exempt
JOB SERIES: Golf Maintenance

DEPARTMENT: Golf Course
DIVISION: Maintenance
PAY GRADE BAND: 11C44

WORK LOCATION: PCGC
WORK STATUS: Full-time, Salaried
WORK HOURS: Per Supervisor

II. PURPOSE
Performs executive, para- professional & professional, and administrative work to manage a division of the Pebble
Creek Golf Course that encompasses construction and maintenance of the course’ s playing surfaces/ terrain as
well as care for the course’ s ornamental landscape. Assists the Director in design/ development efforts.
Participates in other city department’ s outdoor maintenance activities as requested. Oversees and participates
in pesticide spraying as MDA- licensed applicator.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Director of Golf/PCGC Manager
Works closely with: P&R Director/ BCC Manager, Street Superintendent, Public Works Foreman
Communicates with:
Internally - all city departments and employees
Externally - other golf superintendents at public & privates courses; relevant county staff, MDA staff and
staff of other relevant state agencies; various contractors and consultants; vendors/ suppliers;
professional associations/ organizations; PCGC users; and city residents
Supervises: Assistant Golf Superintendent, all part-time & seasonal course maintenance staff

IV. DELEGATION OF AUTHORITY
As a division head the incumbent has direct responsibility for staff supervision, budgeting, equipment maintenance,
project management, input on capital improvement planning & equipment replacement, and record keeping. The
incumbent is expected to regularly promote workplace safety and has the authority to decisively respond to urgent and
emergency situations in accordance with City and department policies/ guidelines. The employee is accountable for
established quality standards related to grounds and equipment maintenance and regularly evaluates operations to
further enhance plans and procedures. May adjust standards due to special circumstances.

V. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

1.

CITY

OF

DIVISION ADMINISTRATION
a.

Administers Council- approved policies and carries out management’ s directives and initiatives.
Develops, implements and enforces the division’ s operating policies and procedures.

b.

Prepares a variety of detailed maintenance/ management plans, schedules, and protocols for the
division’ s regular and special work activities. Recommends changes to established standards.

c.

Manages the division’ s safety program by providing clear leadership on the communication of
required postings, notifications, and other safety information, effective staff training and supervision,
and the proper handling of workplace accidents and injuries. Keeps the Director informed about
noteworthy concerns/ issues.

d.

Interacts with state agencies such as DNR for water usage, MDA for [fertilizer and chemical]
applicator’ s licenses, and others as directed by Director.
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GOLF COURSE SUPERINTENDENT
V. ESSENTIAL FUNCTIONS ( cont.)
1.

2.

OPERATIONS MANAGEMENT & PROJECT MANAGEMENT
a.

Oversees preparation of the course for daily and tournament play according to applicable standards.

b.

Oversees the division’ s comprehensive maintenance program following management- approved
practices of turfgrass management, pest management, agronomy, horticulture, etc.

c.

Manages internally- generated enhancement/ improvement/ renovation projects through planning,
design, and construction. Notifies Director of any impacts to course usage.

d.

Oversees the work of contractors during approved capital projects, keeping the Director informed of
milestone completion status progress.

e.

Ensures critical logs and usage records ( e.g. water, fuel, etc.) are filled out in a timely manner.

f.

Directs division employees in other property maintenance tasks at offsite city properties in
conjunction with public works staff.

g.

Oversees and participates in the operation of the irrigation system, chemical applications, and
various diagnostic procedures.

SUPERVISION OF DIVISION EMPLOYEES

3.

a.

Manages the hiring process for division employees through coordination with the Director and
relevant city hall staff.

b.

Oversees the scheduling and direction of all division staff through subordinate supervisors such as
the assistant golf superintendent and any lead workers.

c.

Oversees and participates in division’ s safety program including shared responsibility for training.

d.

Conducts annual performance reviews for relevant staff and recommends, to the Director, an
annual step increase for satisfactory performers.

e.

Recommends, to the Director, various personnel actions for part-time/seasonal staff such as
promotions, re-classifications, pay increases, etc.

f.

Implements city and department policies for supervised positions including discipline.

FINANCIAL MANAGEMENT

4.

a.

Prepares, and submits to the Director, a detailed, line-item budget that includes expenditures for
particular accounts, plans, and projects with appropriate narratives/ rationale.

b.

Under Director’ s oversight, makes purchases according to City policy and according to the state’ s
bidding requirements; closely monitors/ manages payroll, commodity usage, and other operating
costs; exercises reasonable cost control measures; and keeps Director informed about variances
and other noteworthy items. Assists Director with proper invoice/ account coding and budget
allocations.

c.

Assists the Director and City’s finance staff with the collection and maintenance of proper
labor/ payroll records. Oversees and participates in the maintenance of the division’ s other financial
records and files.

EQUIPMENT MAINTENANCE, EQUIPMENT REPLACEMENT, AND CAPITAL PLANNING
a.

Oversees a comprehensive maintenance program for all of the division’ s equipment including tools
and machinery. Encourages staff to conduct appropriate daily checks and preventive maintenance
to ensure equipment is used in a safe operating condition.

b.

Works with the Director, elected/ appointed officials, and consultants to develop a 3 to 5-year
Capital Improvement Plan ( CIP).

c.

Researches and makes recommendations for course and facility improvements as well as
equipment purchases.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by Supervisor or apparent to the incumbent.

CITY

OF

BECKER

12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Page 2 of 4

GOLF COURSE SUPERINTENDENT
VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
agronomy, horticulture, and soil
science.
principles and practices
applicable to golf course
maintenance including turfgrass
management, grounds
maintenance, landscape
maintenance, etc.
principles and practices
applicable to golf course design
development
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for municipal
operations

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using City’ s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity
evaluating programs for any
changes & improvements
operating diagnostic tools to
support proper diagnosis and
maintenance management
decisions
applying fertilizers, pesticides
and other chemicals

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone/ paging system, copy and fax machines, and other typical
office equipment.
Course maintenance equipment/ machinery includes tractor, front- end loader with PTO, reel grinder and all machines,
tools, and equipment listed under Groundskeeper job description.
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GOLF COURSE SUPERINTENDENT
VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Associate’ s degree in turf management, horticulture, agronomy or closely related program.
2. Five years of full supervisory experience in a golf course including specific responsibility for managing operating
and capital budgets.
3. Pesticide Applicator license or ability to obtain within employer’ s specified time-frame.
4. Valid Minnesota Class D driver’ s license.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Bachelor’ s degree in golf course management, horticulture, agronomy, or closely related program.
Five years of experience as a golf course superintendent with demonstrated success in the maintenance of
a high-quality golf course.
Current MDA- issued Pesticide Applicator license.
Ability to cut and weld metal.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors in/around the golf course’ s building, grounds, and facilities. Office work
includes sitting at desk for extended periods of time and working on a computer. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, and hearing. Physical
demands also include moving around the office and other buildings and can involve reaching, pulling/ pushing,
grasping, and holding. Can lift/carry/ move objects weighing up to 50 pounds ( individually) and up to 75 pounds or
more ( with others). Can be exposed to outside weather conditions. Attends meetings within and outside the City.
Operates departmental vehicles. Works beyond normal work hours as well as evenings, some weekends, and
holidays. May serve on-call and must be able to personally respond to urgent and emergency situations for police
chief position and emergency management duties.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials.
The incumbent can be subject to all of the working conditions of the Groundskeeper job class.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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GOLF SERVICES MANAGER
Approved: 6/5/2018
Last Revised: 6/5/2018

I. IDENTIFYING INFORMATION
POSITION TITLE: Golf Services Manager
SUPERVISOR: Assistant Director,
Recreation & Leisure Services
DEPARTMENT HEAD: Public Services Director
JOB SERIES: Golf Operations

DEPARTMENT: Public Services
DIVISION: Recreation & Leisure Services
FLSA STATUS: Exempt
PAY GRADEBAND: 11C43

WORK LOCATIONS: PCGC Clubhouse
WORK/PAY STATUS: Full-time, Salaried
WORK SCHEDULE: Per Supervisor
WORK HOURS: Per Supervisor

II. PURPOSE
Performs supervisory, specialized/ technical, and some administrative work to manage frontline guest services at
Pebble Creek Golf Course. Major areas of responsibility include all aspects of the course and some concession
services provided to golfers including sales, reservations, and collections; starting and ranging/ marshalling; golf
carts, driving range, golf instruction, and pro shop/ golf merchandise. Manages, with event services manager,
facilities maintenance under supervisory direction and budgetary controls. Organizes, prioritizes, and manages
all assigned resources to promote a satisfying experience for members and guests. Establishes and monitors
various operating controls to meet sales/ revenue targets, expense goals, quality standards, and other
performance metrics.
Supervises assigned staff including work scheduling, directing, prioritizing,
coaching/ motivating, and training.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Assistant Director, Recreation & Leisure Services and Public Services Director
Works closely with: Event Services Manager, Golf Superintendent, and Assistant Golf Superintendent
Communicates with:
Internally - PCGC maintenance staff, other city departments and employees
Externally - other golf managers & directors and pro shop managers ( at public & private courses); other
recreation & leisure services professionals; county and state agencies; local organizations
and groups, vendors/ suppliers; consultant’ s and contractor’ s personnel; vendors/ suppliers;
PCGC patrons and tournament players; and city residents
Supervises: all PCGC clubhouse pro shop staff

IV. DELEGATION OF AUTHORITY
As head of an operating division the incumbent has direct responsibility for planning, organizing, coordinating, and
controlling various systems, processes, and activities to provide an array of recreation & leisure services. Actively
leads and motivates employees to consistently provide superb customer service, exceed expectations, and impart a
lasting impression on patrons. The manager is accountable for the level of customer service, management- approved
sales/ revenue goals, established cost controls, and quality standards. The incumbent has authority and is expected to
enforce all established policies with uniformity & consistency and ensure proper procedures are followed by staff to
promote the safety and health of customers and employees as well. Responds to urgent situations and emergencies
according to established policies and procedures, involving appropriate response personnel when needed and
notifying higher- level management when practical.
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GOLF SERVICES MANAGER
V. ESSENTIAL FUNCTIONS
Manages Division’ s Operating Budget and Daily Financial Activities
Prepares and submits to the Assistant Director a detailed, line-item operating budget that includes revenue
goals and expenditures for particular accounts with appropriate narratives/ rationale.
Actively tracks/ monitors operating unit’s finances to understand sales & revenue activity, manage payroll &
labor costs, and control other expenses; prepares, and submits to Supervisor, daily/ weekly/ monthly activity
reports in required format, ensuring accuracy of data; and performs daily bookkeeping duties including cash
management & deposits, credit card sales, and collection of receivables.
Assists Supervisor with the research, application, and administration of grants and other funding sources.
Closely manage inventory, conducting checks at prescribed intervals; makes purchases according to the
Council- approved budget as well as City and department policy, handling proper invoice/ account coding and
budget allocations; and keeps Supervisor informed about variances and other noteworthy items.
Provides input and makes recommendations to Supervisor on budgetary needs.
Manages the maintenance of the division’ s financial data and information. Assists Supervisor and finance staff
with the collection of centralized financial records.
Performs Administrative Activities for Assigned Operating Division
Keeps the Assistant Director promptly informed of any relevant issues and concerns.
Works closely with Event Services Manager and Supervisor to understand planned/ expected activity levels.
Administers Council- approved policies and carries out management’ s directives and initiatives. Provides
input, to supervisors, on revisions/ updates to the division’ s Policy and Procedure Manual. Prepares and
revises various operating procedures and implements once approved. Ensures staff know and follow
established procedures & protocols.
Manages the preparation of a variety of flyers/ brochures, posters, news releases, and related marketing
materials to promote various programs, services, and activities. Website management.
Manages, through subordinate staff and periodic observations, member & guest use of PCGC facilities.
Works with staff on scheduling and preparing for various events.
Participates in marketing/ advertising efforts, directed research & analysis, and special projects.
Handles more difficult or sensitive complaints once escalated or when aware of situation.
Regularly evaluates current business processes & work activities to determine any opportunities for
improvement. Reviews possible changes with the Assistant Director and executes changes after approval by
the Director or City Administrator.
Participates in city-wide Safety Program, including required OSHA trainings, meetings and follow- up; manages
safety and health efforts for assigned areas according to City and department policy; and works with HR
Manager on hearing conservation program.
Works with HR Manager and Finance Director on workers’ compensation, unemployment claims, and
employee benefits, employee life cycle, recruitment, etc.
Leads, Directs, and Motivates Supervised Employees
Manages the hiring process for assigned staff positions through coordination with division and department
directors, supervisory employees, and the HR Manager.
Prepares work schedules, handles requests for time off, and actively supervises/ directs staff. Ensures
adequate staff coverage during periods of high volume.
Coordinates, and participates in, staff training and development. Holds regular staff meetings to address
concerns/ issues, receive employee input, and conduct proficiency and other training.
Oversees and participates in the division’ s safety program including shared responsibility for training
employees in expected work behaviors and practices.
Evaluates employee performance, administers authorized level of disciplinary actions; and provides input, to
the Director, on severe discipline.
Recommends, to the Director, various personnel actions for part- time/seasonal staff such as promotions, reclassifications, pay increases, etc.
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GOLF SERVICES MANAGER
V. ESSENTIAL FUNCTIONS ( cont.)
Manages PCGC’ s Golf Services and Pro Shop Sales & Operations
Assists with reception duties at clubhouse by greeting visitors and answering the phone.
Establishes and oversees enforcement of written rules of play ( PGA rules), and PCGC’ s specific golf
etiquette practices.
Manages PCGC’ s clubs, tournaments, lessons, and special events including supporting logistics.
Oversees and personally conducts instructional clinics; regularly solicits information about the changing
golfing needs and interests; creates targeted programs to develop golfers and increase utilization rates; and
devotes a reasonable amount of time to playing golf with patrons and potential new customers.
Operates the clubhouse’ s pro shop facilities within established policies & procedures to meet management’ s
expectations ( customer service levels, sales goals, etc.). Manages security measures.
Performs merchandising tasks according to sales & purchasing plans: selects and orders items; receives
shipments and verifies invoices; sets prices and makes related POS entries; and arranges merchandise
displays and store layout.
Oversees and participates in seasonal registrations; supervises proper billing practices for seasonal passes
and various fees.
Participates in the department’ s and City’s planning processes for course development, other capital
improvements, and equipment replacement decisions.
Ensures operational data is properly captured in relevant information management systems.
Oversees and participates in cleaning of store’ s public areas and organizes storage room.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES

GOLF SERVICES MANAGER

Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
applicable laws, rules, and
regulations
City ordinances, Council
resolutions & directives; City and
department policies and
procedures
City Council’ s overall budget goals
and each department’ s work plans
work plans for particular area( s)
City and Department’ s
organizational structure,
operations, programs and
activities
principles and practices related to
recreation & leisure services
principles and practices related to
golf course and clubhouse
management
principles and practices related to
pro shop sales & operations
trends in golf-related merchandise
and customers’ interests in
specific items
principles and practices applicable
to restaurant/ food & beverage
operations management
principles and practices applicable
to food safety and handling
principles and practices applicable
to marketing/ advertising
principles and practices applicable
to retail sales
principles and practices applicable
to inventory control

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using Department’ s and City’s
automated accounting & office
software and ensuring
information technologies help to
increase work productivity
evaluating functions/ processes
for any changes & improvements

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends

OSHA and other safety- related
laws, rules, and regulations

attend meetings within and outside
the City

office automation and other
technologies useful for course
operations

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), computerized cash register, telephone/ paging system, copy and fax
machines, and other typical office equipment. Specialized items can include: power tools, hand tools, and a variety of
kitchen equipment.
Can use/ operate the same machines, tools, and equipment as subordinate positions.
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GOLF SERVICES MANAGER
VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in golf complex operations and management, sports & recreation management, retail
management, or closely- related program.
2. PGA certification or ability to acquire.
3. Two years of experience in pro shop/ gift shop sales or other retail sales environment.
4. Two years of experience in a managerial position at a golf course, community center, or comparable facility.
5. Demonstrated experience with direct responsibility for the majority of supervisory functions.
6. Verbal and written communications skills.
7. Experience with automated management software programs used in retail environment. Proficiency in word
processing and spreadsheet software.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Greater experience in pro shop sales and operations including merchandise planning, buying strategies,
and inventory control.
Three to five years of experience in a managerial position at a golf course, community center, or comparable
facility.
Expertise in guest relations/ relationship management, marketing/ advertising, and quality control.
Full supervisory experience for comparably- sized staff.
Experience in preparing/ administering operating budgets ( revenues & expenses).

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works mostly indoors at golf course clubhouse with duties performed in/around the building including the grill &
bar, the pro shop, offices, and event facilities. Also works outdoors on golf course grounds to supervise staff and
interact with guests. Incumbents can sit and work at desk or use computer for extended periods of time. Uses
large and fine motor skills, hand- eye coordination, and finger dexterity. Depending on the task, the employee can
reach, bend, push/ pull, grasp, and hold. Lifting/ carrying/ moving can include objects weighing up to 25 pounds
e.g. cases of food, pop & beer; tables and chairs, etc.). May work with cleaning chemicals. Works beyond
normal work hours as well as evenings, some weekends, and holidays.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.
The employee is subject to the same working conditions as subordinate positions.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:

CITY

OF

BECKER

12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Page 5 of 5

GROUNDSKEEPER
Covered Job Classes: Groundskeeper I & II)
Approved: 7/17/2018
Last Revised: 7/3/2018

I. IDENTIFYING INFORMATION
JOB FAMILY TITLE: Groundskeeper
SUPERVISORS: Golf Course Superintendent,
Assistant GC Superintendent
DEPARTMENT HEAD: Director of Golf
JOB SERIES: Golf Maintenance

DEPARTMENT: Golf
WORK LOCATION: Golf Course (PCGC)
EMPLOYMENT STATUS: Seasonal &
Temporary Appointments

WORK STATUS: Full-time & Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBANDS: Hourly, Nonscheduled
GROUNDSKEEPER I: A11
GROUNDSKEEPER II: A12

II. PURPOSE
Performs unskilled, basic skilled, and semi- skilled work tasks to carry out a variety of grounds maintenance duties
related to PCGC’ s courses including playing surfaces and surrounding landscape. Depending on the position
groundskeepers regularly perform manual tasks and operate a variety of powered tools and machinery/ equipment.
Prepares for, and works during, tournaments and special events.
This job family is subdivided into two classes based on the required level of knowledge, skill, and responsibility.
Positions filled and actual work schedules are based on PCGC’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Assistant Golf Superintendent, Golf Superintendent, Director of Golf, and Person- In-Charge ( PIC)
Works closely with: fellow grounds maintenance workers, golf attendants
Communicates with:
Internally - other PCGC employees
Externally - None ( although work tasks are performed around golfers)
Supervises: None
Receives work direction from: Person- in-charge ( PIC)

IV. EXPECTED LEVELS OF RESPONSIBILITY AND USE OF KNOWLEDGE/ SKILL ( for each job class)
Class I:

This is the entry level where incumbents independently perform routine work tasks
following defined procedures and meeting established standards. Employees develop
their know- how and skills regarding all of the duties of a grounds maintenance worker
and specific knowledge about the golf course’ s maintenance operations. Both on-thejob training and work experiences are critical for the employee’ s performance and
development as well as movement to the higher classification depending on openings.

Class II:

This represents the intermediate & advanced levels at which incumbents are developing
a base of knowledge and set of skills regarding the position. At full performance level
the incumbent possesses a comprehensive knowledge and well-developed skill set
about the position and the golf course’ s maintenance operations. Each employee
exercises greater responsibility for routine and more difficult tasks including
troubleshooting/ problem solving, specialization in equipment operation, specialization in
the operation and maintenance of major systems ( e.g. irrigation), and quality control.
Incumbents are also certified and licensed as pesticide applicators. Provides training to
co-workers and new employees. May provide some leadership to co-workers as
delegated by supervisor.
NOTE:
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GROUNDSKEEPER
IV. ESSENTIAL FUNCTIONS ( All duties,

tasks and subtasks that can be logically inferred are not specified.)

Performs grounds maintenance work ( Class I and Class II groundskeepers)
Works independently and as a crew member to maintain PCGC’ s playing surfaces, surrounding terrain,
and ornamental landscape.
Assists, as directed, in grounds maintenance and other maintenance tasks in/around the clubhouse as
well as other city buildings/ facilities.
Performs a variety of manual tasks including picking up trash, raking and clearing debris, preparing &
maintaining flower beds, hand watering trees/ plants and grasses, filling sand traps, and laying sod.
Operates a variety of hand and power tools including shovels and rakes, axes & picks, weed whips, chain
saws, electric clippers/ trimmers, sod cutters, and pruning saws.
Performs operator- level checks before operating tools, machinery, and equipment.
Performs operator- level maintenance ( including cleaning) on tools, machinery, and equipment.
Depending on class level and particular position, operates powered vehicles/ equipment/ machinery
including trucks, tree spade, trucksters/ sprayers, golf cars, riding & walk- behind mowers, and loaders.

Performs more specialized duties and tasks ( Class II groundskeepers only)
Irrigation System Maintenance
Assists superintendents in the design, installation, and maintenance of irrigation systems.
Provides input on updates or changes to the procedures manual.
Maintains various system components including pump house, controllers, piping, and wiring.
Helps keep track of parts inventory, notifying supervisors when on-hand supply is low.
Assists in filling out repair logs and records maintenance.
Chemical Applications (Pesticides & Fertilizers)
Performs routine safety inspections on all spraying equipment, taking action on any observed problem or
notifying a supervisor about the concern/ issue.
Prepares spraying equipment for use by ensuring proper calibrations/ settings are made.
Performs chemical applications using a variety of spraying equipment and spreaders, compiling
preliminary reports on pesticide and other material usage.
Maintains equipment through post-operation checks and cleaning; properly stores chemicals.
Equipment Operation & Maintenance
Operates— with more regularity— a wider variety of vehicles/ equipment/ machinery for more skilled
cultural practices including verticutting, aerating, fertilizing, seedling, dragging/ grading as well as
removing trees & grinding stumps.
As directed, may perform some repair services on equipment/ machinery including those with the public
works mechanic’ s assistance.
Provides input on any observed maintenance and repair considerations.
Prepares course and grounds for tournaments and special events.

V. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as assigned by a supervisor.
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GROUNDSKEEPER
VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
relevant department & PCGC
policies and procedures
department & PCGC facilities,
programs, and activities
agronomy, horticulture, and soil
science
principles and practices
applicable to golf course
maintenance including turfgrass
management, grounds
maintenance, landscape
maintenance, etc.
principles and practices
applicable to
design/ development &
installation of irrigation systems

Ability to;

working cooperatively with fellow
grounds workers and other PCGC
staff members

handle not public data and other
sensitive information IAW state
statute and City policy

performing work tasks in a timely
manner and to expected quality
and other standards

continually improve personal
knowledge base and keep current
with best practices

communicating, both verbally and
in writing

follow department/ PCGC policies
and carry out supervisor’ s
directives

using an appropriate degree of
tact, persuasion and influence
depending on the situation
following established procedures
with consistency and uniformity
operation of a variety of vehicles,
equipment, and machinery
using a variety of hand and
powered tools

work independently and with a
high degree of initiative
focus on the task at hand, switch
from task to task, and work with
time demands
effectively use written English
when filling out reports/ forms and
other paperwork
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance

OSHA and other safety- related
laws, rules, and regulations
first aid treatments

work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
serve on-call ( Class II employees)
attend and successfully complete
mandatory training and required
staff meetings
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: pickup/ trucks, golf cars, truckster, riding & walk- behind mowers, tree
spade, and loaders; various power and hand tools; and various spraying equipment.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate everyday clothing ( washable or disposable
when spraying chemicals)

4. Respiratory/ inhalation protection
5. Other personal protective equipment ( as needed)

2. Rubber or neoprene boots
3. Headgear, face shield, and goggles
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GROUNDSKEEPER
VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Current MDA- issued Pesticide Applicator’ s license ( if applicable to position advertised/ hired) or ability to obtain.
2. Valid MN Class D driver’ s license or ability to obtain.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Coursework in—or current student of—a golf management, turf management, or related program.
Current MDA- issued Pesticide Applicator’ s license if applicable to position advertised/ hired or ability to obtain.
Practical experience with spraying/ spreading chemicals for maintenance of grasses and trees/ plants.
Other job-related qualifications as documented on the job description.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Operates various types of vehicles, equipment, and machinery. Work is regularly performed outdoors— in
some changing weather conditions ( e.g. wind, rain, and heat), as well as in/around golf course buildings &
facilities. Uses fine and large motor skills and movements. Coordinates hand/ eye/ feet to operate many tools,
machines, and pieces of equipment. Uses balance while using ladders and working at heights while
trimming/ pruning and using chain saws. Can enter confined spaces and operates fuel pumps. Ability to exert
moderate to considerable physical effort including pushing/ lifting/ carrying/ moving objects ( e.g. fertilizer bags,
water coolers, push mowers) weighing up to 25 pounds ( regularly) and up to 50 pounds ( occasionally). Uses
most types of vision ( far/near/ peripheral/ depth/ color), senses of smell, touch, and hearing during regular work
tasks and when checking on safe operating conditions. Depending on seasonal work activities, weather, and
special events can work outside normal hours including evenings/ nights/ weekends. May serve on-call when
requested.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and
follow SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to
follow established protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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HOSPITALITY SUPERVISOR
Approved: 08/20/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Hospitality Supervisor
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS: Year-round

WORK STATUS: Full-Time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Exempt
PAY BASIS: Salary + Commission
PAY BAND: B24 PAID AT B23 +
COMMISSIONS AND GRATUITIES

II. PURPOSE
The Hospitality Supervisor is responsible for promoting Pebble Creek Golf Club’ s events business, Pebble Creek
Grill and Golf Club, responding to and converting event and restaurant venue in to sales. The Hospitality
Supervisor provides shift leadership for daily restaurant business in addition to pre-event, on-site and post-event
leadership for events hosted at Pebble Creek Golf Club. Serves as on site contact for all Food & Beverage
inquires in the absence of the Food & Beverage Manager.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: Pebble Creek Grill Staff
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: Pebble Creek Grill Staff – Events, Servers, Bartenders
May receive some work direction from: Golf Services Manager ( when assigned as Person- In-Charge)

IV. ESSENTIAL FUNCTIONS
Supervise hospitality and event operations
Maintaining a working relationship with vendors – ensuring venue opens on time an is ready for business.
Ensure excellent front of house service, allocate and support staff throughout the shift to maintain speed of
service and cleanliness of venue.
Understanding the complex needs of the restaurant and complex events, and diverse clients.
Ensure staff meet standards set for hospitality and events – correcting poor performance as needed.
Planning event aspects, such as audio / visual, seating, dining, and guest list with ability to delegate event
planning tasks to other staff members as necessary.
Strong knowledge of venue and offerings
Coordinating event entertainment, including music, performers, and guest speakers.
Attentive to the value of staying under budget while planning event specifications.
Management of payments and invoicing for good purchased and events held – reporting to proper resources.
Managing and overseeing events on the day of, including problem- solving, welcoming guests, directing event
set-up, communicating with staff, and organizing vendors, and managing take-down.
Actively maintain all areas of the venue – inclusive of cleaning and maintenance of all equipment.
Anticipating and planning for possible different scenarios – being ready to assist in all job functions.
Creating sales opportunities for future events during client liaisons and during events.
Strong communication skills, and the ability to present event ideas and plans to client and vendors.
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V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by Food and Beverage Manager

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category
Relevant department and
PCGC policies and procedures
Department and PCGC
facilities, programs and
activities
Proper food handling
procedures
Familiar with industry’ s best
practices
OSHA and other safety related
laws, rules and regulations
Principles and practices related
to customer service
First aid treatments

Following instructions
Speaking English clearly
Listening carefully
Oral communication
Written communication
Interpersonal relations
Problem solving

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives

Working cooperatively with
other PCGC staff members

work independently and with a high
degree of initiative

Managing assigned areas
during periods of high volume

focus on the task at hand, switch
from task to task, and work with time
demands

Using appropriate degree of
tact, persuasion and influence
depending on the situation
Establishing a rapport with club
and venue users
Decisively enforcing rules with
consistency and uniformity
Organization
Planning
Professionalism
Project management
Reading skills
Time management

interact with adults and children
Accurately and swiftly execute
assigned tasks
Read and follow standardized
recipes
Work as part of a team in a busy bar
atmosphere
Ability to add, subtract, multiply, and
divide in all units of measure
Lift up to 50 pounds
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: Personal Computers and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, other typical
office equipment, and a motor vehicle. Food & Beverage equipment necessary for the setup and execution of service and
events.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s Degree or relevant experience
2. Two Years of Supervisory Experience in an Food & Beverage and/or Event Facility.
3. Knowledge of word processing, spreadsheets and point of sale software
4. Flexible Schedule

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Degree in Hospitality Management or Marketing
Previous Experience in a Golf Course Setting
Four or more years supervisory experience in a Food & Beverage and/ or Event Facility.
Experience managing P&Ls
Wedding Event Experience

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed primarily indoors but may have an outdoor component during events. Work may be required in hot,
humid, noisy environments. Work requires ability to stand for prolonged lengths of time. Uses fine and large motor
skills and movements. Coordinates hand/ eye/ feet to operate may tools, machines and pieces of equipment. Ability to
exert moderate to considerable physical effort including lifting / carrying / moving objects. ( food crates) up to 50
pounds regularly. Uses all types of vision ( far/near/ peripheral/ depth/ color/ night) and senses of smell, touch, and
hearing during regular work tasks and when checking on safe operating conditions. Depending on seasonal work
activities, weather and special events can work outside normal hours including evenings / nights / weekends.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS
and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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INFORMATION SYSTEMS MANAGER
Approved: 05/19/20
Last Revised: 11/ 16/21

I. IDENTIFYING INFORMATION
JOB TITLE: IT Information Systems Manager
SUPERVISOR: Finance Director
DEPARTMENT HEAD: Finance Director
Job Series: Information Services

DEPARTMENT: Finance
FLSA STATUS: Nonexempt
PAY GRADEBAND: 11C43

WORK LOCATION: City Hall and other city
facilities as needed
WORK STATUS: Full- Time Hourly
OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Responsible for assisting with coordinating, evaluating, and inventorying of the resources and services across all
departments. Assist with planning, investigations, research, and evaluation of emerging technology and advises
leadership regarding such technology.
Manages server administration, network security, best practices,
application development and integration, project management, telecommunications, video production and similar
areas. Provides direction, training, and guidance in the use of new technology. Participates in the preparation and
monitoring of departmental budgets.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Finance Director
Works closely with: Directors, Department Leads and Managers
Communicates with:
all city departments and employees
Internally computer and software vendors and support services
Externally Supervises: None

IV. ESSENTIAL FUNCTIONS
1.

Information Technology Infrastructure Planning, Analysis, Design and Implementation
a. Assist management in planning, analyzing, and defining departmental needs relating to technology
infrastructure and processes.
b. Assists management with short- and long- term budgeting needs as related to information technology
infrastructure.
c. Creates and maintains an inventory tracking system of all information technology infrastructure assets
across departments.
d. Manages projects from the initial steps of obtaining estimates of projected costs to serving as liaison with
new vendors during installation, testing, implementation and long-term maintenance.
e. Act as primary contact in maintenance and support of information technology infrastructure across all City
Departments.

2.

Communication
a. Communicate effectively with employees, supervisor, senior management and internal and external
computer users regarding needs, inquiries and technical problems.
b. Develops and maintains good business relationships with vendors.

3.

Maintenance and Support of Technology and Network Systems
a. Troubleshoots hardware, software and user related computer errors as well as low level network
performance and connectivity issues to limit user downtime.
b. Determines and recommends solutions to alleviate any user related computer issues and concerns.
c. Sets up and maintains computer workstations, laptops and tablets.
d. Installs and maintains operating systems, software and user profiles including related peripherals.
e. Performs computer installations, repairs, rebuilds and updates.
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f.

Troubleshoots network performance and connectivity issues related to computers and computer related
equipment and peripherals.
g. Performs routine checks of malware, antivirus software solution to ensure proper city-wide protection.
h. Facilitates the enterprises use of data encryption on computing and data storage devices.
i. Assists with maintaining security cameras and accesses and issuing security badges to employees.
j. Sets up and maintains emails, user groups and calendars within Outlook
k. Sets up and maintains access to Sharepoint files and related permissions.
l. Installs network hardware and software.
m. Performs routine checks and maintains a log of server specs.
n. Maintains routine backup solutions including Veeam backup administration
o. Maintains telephone systems.
p. Reports, researches and acts on errors to prevent system failures.
q. Provides assistance with video broadcasting.
r. Manages LAN and WAN connectivity.
s. Manages software security updates.
t. Administers Office 365 and Cloud Services including Microsoft Azure.
u. Provides after hours support and system maintenance.

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each duty category and task
relevant laws, rules and
regulations
relevant City policies and
ordinances as well as the
Administration Department’ s
policies, procedures, and
internal controls
City and each department’ s
organizational structure,
operations, programs, services
and activities
Microsoft Office / Office 365
VOIP Phone Systems
PC Imaging and configuration
Network Security
Routers, Wireless and other
networking devices
All facets of PC and Laptop
hardware, setup and
maintenance
In depth knowledge of Windows
Operating Systems.
Outlook Email Configuration
Business / Enterprise
Experience

being polite and courteous to
callers and visitors
communicating, both verbally
and in writing, with clarity and
understanding
using training & experience to
solve problems and make
decisions commensurate to
position’ s authority
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improve personal knowledge base
through on-the-job training and any
other employer- provided training
focus on task at hand, handle
interruptions, and switch from task to
task
follow policies and procedures and
internal controls with consistency and
uniformity

keyboarding and entering
numeric & alpha- numeric data
with speed and accuracy

interact with staff from various levels
of local government and area
organizations

producing & managing
documents/ forms

handling not public data and other
sensitive information in agreement
with City policies and state statutes

Customer service
maintaining and retrieving
complete and accurate
computer records
locating & compiling
data/ information and performing
basic research
using available software
program functionality to increase
work productivity
problem solving, critical thinking
and analytical skills to resolve
and troubleshoot project issues
and challenges.

Budgeting and Forecasting

CITY
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initiate routine work duties and carry
out tasks with little direct supervision
complete duties/ tasks in a timely
manner according to deadlines and
supervisory targets
achieve correctness and accuracy in
work results
read and understand English
speak and write effectively in English
use listening attentively and receive
input/ feedback ( and constructive
criticism) on performance
successfully attend any employerrequired training
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lift, carry or move objects up to 15
pounds ( frequently), up to 50 pounds
occasionally)
Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), screwdrivers, wire cutters, computer cables, telephone, copy and fax machines,
and other typical office equipment.

VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelors Degree in Computer Science or related field or minimum of five years experience in managing internet
technology infrastructure.
2. Budgeting Experience
3. Proficient in the use of Microsoft Office and Windows Operating Systems.
4. Valid Driver’ s License and satisfactory driving record.

VIII.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Previous work experience with Municipal Government relating to technical support.
Previous experience working with Laserfiche Content Management Systems.
Familiarity with GIS Applications.
BCA Credentialing or ability to obtain within six months.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in typical office setting including sitting at desk for extended periods of time. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, sense of touch, and
hearing. Physical demands also include moving around office and other spaces, reaching, pulling/ pushing,
grasping, twisting/ turning, and some kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such
as computer equipment, files and copy paper. The noise level in the work environment is usually quiet in the
office. Typically works set office hours and some evenings. Regularly travels within the City.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:

Notes on Changes:
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CLASS INSTRUCTOR
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Class Instructor
SUPERVISOR: Program Supervisor
DEPARTMENT HEAD: Parks & Recreation Director
JOB SERIES: Recreation & Leisure Services

DEPARTMENT: Parks & Recreation
WORK LOCATION: Becker Community Center
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

WORK STATUS: Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASIS: Hourly, Non-scheduled

II. PURPOSE
Performs unskilled, basic skilled, semi- skilled and advanced skill instruction. Instructors teach a variety of
recreation/ fitness classes & leisure workshops, and participate in the daily operations. Exercises a high degree
of expertise in the implementation and instruction of city-wide programs and activities. Serves on employee or
other committees as assigned.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Program Supervisor, program coordinators
Works closely with:
other class instructors
Communicates with:
Internally - all BCC staff including attendants, associates, and custodial workers
Externally - other recreation supervisors in surrounding cities; relevant school district and county
staff, staff of relevant state agencies; building maintenance contractors;
vendors/ suppliers; professional associations/ organizations; community center members
users; and city residents.
Supervises: assigned part- time and seasonal community center staff
Receives work direction from: Administrative Assistant & lead building attendants ( when Manager- on-Duty)

IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Serves as Instructor for assigned program or various programs and activities
Assists Program Supervisor or program coordinator in the development of programs and activities for
youth/ adults/ seniors at the community center, parks, or other recreation facility.
Conducts/ instructs/ guides classes, workshops, and activities for City-sponsored and co-sponsored
programs.
Promotes safety through monitoring and follows up on any observed and/ or reported hazards.
May assist with the planning, promotion and implementation of special events.
Assists with program evaluation.
Serves as Instructor for recreation classes or workshops ( fitness, aquatics, etc.)
Prepares lesson plans, readies materials, and sets up classrooms.
Conducts assigned classes or conducts various classes and workshops.
Supervises leisure/ recreation activities and special events as assigned.
Follows emergency procedures.

CITY

OF

BECKER

12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Page 1 of 4

CLASS INSTRUCTOR
V. ESSENTIAL FUNCTIONS ( cont.)
Assists Supervisor in various aspects of the community center’ s building operations
Monitors business operations and safety conditions and reports problems to building attendants or MOD.
Assists in the maintenance of recreation equipment.
Works with custodial staff to promote the cleanliness and safety of center facilities.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by Supervisor or apparent to the incumbent.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and duty
category
City and department policies and
procedures
particular subject matter for
program or class
principles and practices applicable
to sports, parks and
leisure/ recreation management
principles and practices related to
the particular program or class
P&R-related facilities & equipment
and their proper use
OSHA and other safety- related
laws, rules, and regulations

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and subordinate
staff

keep current on leisure/ recreation
management and related topics
through participation in/contact with
appropriate organizations,
agencies, and other entities ( and
individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally and
in writing; and using an appropriate
degree of tact, persuasion and
influence depending on the
situation
providing leadership promoting a
positive and motivational workplace
evaluating programs for any
changes & improvements

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City
obtain certifications as needed and
directed by supervisor or
coordinator
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

NOTHING FOLLOWS>>> <<<

Ability to;
NOTHING FOLLOWS>>>

maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: Recreation and cleaning equipment, personal computer and
peripherals, various software applications ( word processing, spreadsheets, etc.), telephone/ paging system, copy and fax
machines, and other typical office equipment.

VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Experience depends on specific position.
2. Certification as Fitness Instructor or ability to obtain.
3. Certification as Water Safety Instructor ( WSI) or ability to obtain.
4. Must pass all government- mandated and employer- required background checks.
5. Must be 16 years of age.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
High school degree or equivalent.
Knowledge of computers and software.
Instructor training coursework or certification for specific leisure, recreation or fitness classes.
Instructor training and certification in First Aid & CPR/ AED.
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X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in community center with an indoor ( chemically- treated) pool with time spent in office as well as working
in/around the building’ s recreation and child care facilities including the aquatics center. May teach outdoors
depending on the class, workshop, or activity. Uses a number of repetitive movements, fine motor skills and
hand- eye coordination to lead and/or participate in strenuous physical activities. Uses near and distance vision,
peripheral vision and depth perception, ability to focus, sense of touch, and hearing. Physical demands can also
involve reaching, pulling/ pushing, grasping, and holding. Operates fitness equipment. Regular and occasional
lifting/ carrying/ moving of objects weighing up to 60 pounds ( kettle bells, fitness equipment, etc.). Work
schedules can vary and include evenings and weekends.
Work environment can be busy, noisy, and stressful. Ability to follow established safety protocols and emergency
response measures.
The employee is subject to the same working conditions as subordinate positions.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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JUNIOR GOLF COORDINATOR
Approved: 05/03/2016
Last Revised: 10/ 20/20

I. IDENTIFYING INFORMATION
JOB TITLE: Junior Golf Coordinator
SUPERVISOR: Golf Services Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director
JOB SERIES: Golf Operations

DEPARTMENT: Golf
FLSA STATUS: Non-exempt
PAY GRADEBAND: 6B23

WORK LOCATION: Pebble Creek Golf
WORK/PAY STATUS: Seasonal, Hourly
WORK HOURS: Per Supervisor

II. PURPOSE
Assists with the planning, development, organization, and implementation of the City’s junior golf program. This
is accomplished by providing leadership, oversight in program curriculum, development, planning, promoting, and
instruction of students in accordance with the expectations of a premium golf experience.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Golf Services Manager
Works closely with: Golf Services Manager, Pro- Shop Attendant and Outside Services Staff
Communicates with:
Internally - all city departments and employees
Externally - season pass holders, residents, parents, relevant school district staff, allied associations
Supervises: None, however, may give direction to Outside Services Staff when needed as part of providing a
premium golf experience to those seeking instruction at PCGC.

IV. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Explains and demonstrates principles, techniques, and methods regulating movement of the body hands,
feet, to achieve proficiency in the golf swing.
Coaches/ mentors, evaluates and provides input to students/ players.
Observes students during practice to detect mistakes.
Positive attitude, professional manner and appearance in all situations.
Capable of picking the driving range, cleaning golf balls.
Provides a professional level of service to all students/ players.
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V. ESSENTIAL FUNCTIONS ( cont.)
Coordinates the junior golf programs & activities
Coordinates, and evaluates the junior golf program and activities for youth at Pebble Creek Golf Club and
at facilities associated with the City of Becker.
Supervises and conducts/ instructs/ guides classes, workshops, and activities for Pebble Creek sponsored
and co-sponsored junior programs.
Promotes safety through monitoring and follows up on any observed and/or reported hazards.
Plans, promotes and implements special events associated with junior golf.
Participates in the department’ s community relations and marketing efforts
Meets with school officials, community groups/ organizations, and residents to explain and promote junior
golf programs and activities.
Performs various administrative duties and responsibilities
Participates in the development and preparation of calendars, schedules, and other organizational tools for
the junior golf program.
Works with Golf Services Manager to maintain the department’ s records and files related to the junior golf
program.
Assists Golf Services Manager in budgeting— equipment needs, staffing, and any other costs
associated with the junior golf program.
Performs duties and responsibilities of subordinate positions as needed.

VI. OTHER DUTIES AND RESPONSIBILITIES
Provides back- up to other positions as needed and available.
Performs other duties as directed by Supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each area of responsibility and
duty category
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
particular subject matter for
program or class
principles and practices applicable
to sports, golf courses, and
leisure/ recreation management
principles and practices related to
toddler/ child and youth
development
office automation and other
technologies useful for municipal
operations

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
Golf Services Manager and
subordinate staff

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

implement department policies and
carry out Supervisor’ s directives

communicating, both verbally and
in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation

interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
interact with various local &
community organizations

providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace

operate a personal computer and
other typical office machines

evaluating programs for any
changes & improvements

use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance

speak and write effectively in English

promote work products that are clear,
complete and accurate

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone/ paging system, copy and fax machines, and other typical
office equipment, golf related equipment including golf carts, range picker, and ball dispenser, and ball washing machine.
Depending on task incumbent can use machines, tools, and equipment used by subordinate positions.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Considerable knowledge of golf instruction and teaching golf fundamentals and techniques.
2. Considerable knowledge of youth development programs, skills and activities.
3. Ability to plan, organize, and coordinate various golf activities, programs and tournaments.
4. Two years of experience with the development, implementation and supervision of junior golf programs and
activities for youth.
5. Valid Minnesota Class D driver’ s license.
6. Ability to interact with parents and juniors in a positive manner.
7. Ability to communicate clearly and concisely, orally and in writing.
8. Ability to resolve problems and determine effective solutions in all situations.
9. Ability to establish and maintain effective working relationships with employees, public officials, community
leaders, other departments, and the public as necessitated by the work.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Bachelor’ s degree from an accredited university with major course work in Business Management,
Marketing, Education, Recreation Administration or closely related program.
Knowledge of computers and software.
Certification as a Class A PGA Professional.
Three years of experience as a junior golf instructor.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in and around Pebble Creek Golf club utilizing the practice areas, driving range, golf cars, and golf course.
Responsible for the safe operation of golf cars. Work is normally completed outside in a variety of weather
conditions. Walking or standing for extended periods of time. Lift and transport golf related equipment, clubs,
golf balls, and training aids. Has direct contact with students and the parents of students participating in the
Pebble Creek junior program

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure
the not public data are not accessed by individuals without a work reason. Once the work reason to
access the data is reasonably finished, you must properly store the not public data according to the
provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
10/ 20/20
Notes on Changes:
10/20/20: Changed duties from being responsible/ planning/ advertising for junior golf program to assisting with those
items and teaching the kids. Changed Reports To and Department Head. Pointed out to Grade 6.
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KITCHEN SUPERVISOR
Approved: 08/20/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Kitchen Supervisor
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS: Year-round

WORK STATUS: Full-Time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Exempt
PAY BASIS BAND: Salary B23

II. PURPOSE
The Kitchen Supervisor ensures the prompt and efficient preparation and service of all meals to Pebble Creek
Grill’s standards and to the customers satisfaction. They maintain the cleanliness and hygiene of the kitchen to
the MN Department of Health Standards. They ensure Pebble Creek Grill’ s reputation for food quality is
maintained at all times.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: Pebble Creek Grill Staff
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: Kitchen Staff
May receive some work direction from: Golf Services Manager ( when assigned as Person- In-Charge)

IV. ESSENTIAL FUNCTIONS
Monitors the production of and flow of food
Controls costs associated with labor and waste
Facilitates kitchen meetings and attends management meetings
Trains employees
Maintains a clean work area within company and state standards
Processes inventory, checks stock and ensures adequate stock levels
Handles ordering, purchasing, verifying costs and developing new guidelines
Sets goals to improve quality, productivity, motivations, customer satisfaction and morale
Provides visible supportive management practices, commitment and leadership with openness trust, patience
and discipline

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.
CITY
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Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

Each area of responsibility and
duty category

Following instructions
Speaking English clearly

Relevant department and PCGC
policies and procedures

Listening carefully

Department and PCGC facilities,
programs and activities

Communication well with people
as individuals and in groups

Safe food handling procedures

Problem solving

OSHA and other safety related
laws, rules and regulations

Working cooperatively with other
PCGC staff members

Principles and practices related
to customer service

Managing assigned areas during
periods of high volume

First aid treatments

Using appropriate degree of tact,
persuasion and influence
depending on the situation
Establishing a rapport with club /
facility users
Decisively enforcing rules with
consistency and uniformity
Working with patience

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives
work independently and with a high
degree of initiative
focus on the task at hand, switch
from task to task, and work with time
demands
interact with adults and children
speak effectively in English
effectively use written English when
filling out reports/ forms and other
paperwork
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: Mainly kitchen equipment needed for the storage, preparation and
delivery of food items. Phones, basic computer use and regular office supplies will be used in this position.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma or general education degree ( GED)
2. Two years of cooking Experience
3. Two Years of Supervisory Experience
4. Knowledge of word processing, spreadsheets and point of sale software

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Culinary Degree
Previous Experience in a Golf Course Setting
Four or more years supervisory experience
Experience managing budgets

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

IX.

Work is performed primarily indoors but may have an outdoor component during events. Work may be required in hot,
humid, noisy environments. Work requires ability to stand for prolonged lengths of time. Uses fine and large motor
skills and movements. Coordinates hand/ eye/feet to operate may tools, machines and pieces of equipment. Ability to
exert moderate to considerable physical effort including lifting / carrying / moving objects. ( food crates) up to 50
pounds regularly. Uses all types of vision ( far/near/ peripheral/ depth/ color/ night) and senses of smell, touch, and
hearing during regular work tasks and when checking on safe operating conditions. Depending on seasonal work
activities, weather and special events can work outside normal hours including evenings / nights / weekends.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS
and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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LIFEGUARD/ POOL ATTENDANT
Covered Job Classes: Lifeguard & Lead Lifeguard)
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB FAMILY TITLE: Lifeguard / Pool Attendant
SUPERVISOR: Program Supervisor
DEPARTMENT HEAD: P&R Director
JOB SERIES: Recreation & Leisure Services

DEPARTMENT: Parks & Recreation
WORK LOCATION: BCC - Aquatics Center
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

WORK STATUS: Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly, Non-scheduled
Lifeguard A12
Lead Lifeguard A12

II. PURPOSE
Performs unskilled, basic skilled, semi-skilled, and advanced skilled work tasks to serve as a lifeguard and carry
out a variety of attending duties related to BCC aquatic facilities which include a leisure pool, whirlpool and sauna.
This job focuses on lifeguarding duties during patron’ s unstructured recreational use but may participate in
structured aquatic activities and assist swim instructors with classes. Assists with special events as directed.
This job family is subdivided into two classes including a lead lifeguard that is considered a promotional level or
the lead worker position typically assigned to each shift. Positions filled and actual work schedules are based on
BCC’ s staffing needs ( i.e. staff size & staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Program Supervisor, Manager- on-Duty ( MOD)
Works closely with: other recreation attendants, lifeguards, and WSIs
Communicates with:
Internally - other BCC employees
Externally - community center members & users
Directs [ as lead worker]: other lifeguards, recreation attendants classified as aides and assistants
Receives work direction from: Lead Building Attendant, Program Coordinators, Administrative Assistant,
Maintenance Coordinator, other lead attendants ( when serving as MOD or designated as PIC)

IV. JOB CLASSES SUMMARIZED
Two job classes are specified:
Lifeguard:

represents the base job class for professionally- trained and certified aquatics
center staff who can perform lifeguarding duties.

Lead Lifeguard:

represents a set number of positions that serve as lead workers. Supervisory
duties include orienting, directing, training, and possibly scheduling lifeguards.
Lead lifeguards also perform their work with a greater role and responsibility in
rule/ policy enforcement, customer service, quality control, patron/ bather safety,
and emergency response. Also performs lifeguard duties.
NOTE: Water Safety Instructor is included under the Class Instructor job description.
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V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks that can be logically inferred are not specified.)
Keeps Lead Lifeguard, Program Supervisor, or Manager- on-Duty informed of any important matters.
Performs routine procedures for various time- frames ( opening, closing, beginning- of-shift, and end- of-shift)
Follows relevant checklist for assigned area, program/ activity, or class.
Inspects facilities/ equipment for any observable problems or hazards; either personally handles or reports
to appropriate staff member( s); and, as appropriate, fills out a repair notice & posts an “out of order” sign.
Readies ( and maintains) assigned area: ensures safety ropes are in place between diving and swimming
areas; sections off other areas as needed; and maintains locker room floors and pool area’ s walking
surfaces by removing standing water.
Performs regular walk- throughs and routine cleaning of pool area and locker rooms.
Performs any other opening & closing tasks applicable to assigned area ( e.g. lights, trash, etc.)

Serves as a lifeguard in Aquatics Center
Greets and guides patrons/ bathers and monitors their use of the leisure pool, whirlpool, and sauna.
Watches over patrons through focused scanning and provides assistance to swimmers in distress.
Enforces all BCC rules ( overall and program- specific) with uniformity and consistency, including taking
decisive and appropriate action on behavioral issues/ concerns; involves lead lifeguard or MOD as
appropriate; and manages maximum bather load.
Fills out routine and other reports/ forms for incidents, accidents, etc.
Makes entries in logbook and/or informs incoming staff of noteworthy items during shift changes.
Commensurate with position’ s class level, responds to requests for information, suggestions, and
complaints. Refers to supervisory staff as appropriate.
Follows emergency procedures: administers first aid and other life-sustaining treatments commensurate
with training; calls 911 based on established protocol; and completes required paperwork and notifications.
Assists instructors with various classes and may assist coordinators with program administration.

Serves as lead worker ( Lead Lifeguard only)
Directs others in their work tasks, including appropriate changes in task assignment, priority etc.
Determines best work practices & methods; troubleshoots more difficult problems & issues; and reviews
work results to determine compliance with standards.
Observes supervised employees work behaviors, coaches on areas of improvement, and provides input to
the Program Supervisor on each individual’ s performance.
As directed by the Program Supervisor or BCC Manager, participates in training others to achieve the full
performance level of their current position.
May provide input— to higher- level supervisors— on rules, policies and procedures.
Works with custodial staff to promote the cleanliness and safety of building and facilities.
Provides assistance to swimmers by using rescue and first aid/CPR skills as appropriate.
Adds water to spa as needed.
May help supervisors call/notify/ schedule co-workers when replacements, substitutes, or additional staff
coverage is needed.
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VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as assigned by a supervisor.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category

working cooperatively with other
BCC staff members

relevant department & BCC
policies and procedures

managing assigned areas during
periods of high volume

department & BCC facilities,
programs, and activities
principles and practices related
to lifeguarding

communicating, both verbally and
in writing

OSHA and other safety- related
laws, rules, and regulations
principles and practices related
to customer service
first aid and other life-sustaining
treatments

using an appropriate degree of
tact, persuasion and influence
depending on the situation
communicating with groups and
individuals
establishing a rapport with patrons
decisively enforcing rules with
consistency and uniformity
working with patience

for Lead Lifeguard
principles and practices related
to first- level supervisory skills
some principles and practices
related to supervision of children
of various age groups
more advanced lifeguarding
practices and methods
principles and practices related
to conflict resolution
BCC program and activities

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ BCC policies
and carry out supervisor’ s
directives
work independently and with a
high degree of initiative
focus on the task at hand, switch
from task to task, and work with
time demands
interact with adults and children of
various ages
speak effectively in English

for Lead Lifeguard
directing and providing instruction
to others ( co-workers)
motivating others ( co-workers) to a
high level of performance
troubleshooting, problem- solving,
and decision making based on
position’ s level of authority &
training

effectively use English when filling
out reports/ forms and other
paperwork
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays

remaining calm in stressful
situations and inspiring the same
in others ( co-workers & patrons)

attend and successfully complete
mandatory training and maintain
required certifications

responding to various customer
service situations

attend required staff meetings

working with parents and children
of various age groups

maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: pool safety and rescue equipment, pool vacuum, and basic cleaning
equipment.
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VI.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Current lifeguard certification.
2. Certification in First Aid (Adult & Pediatric) and CPR/ AED ( Adult & Infant/ Child) or ability to obtain within
employer’ s specified time- frame.
3. Pre- employment screening that could include knowledge/ skill testing and a demonstration of particular job tasks.
4. Must pass all government- mandated and employer- required background checks.
5. Must be at least 15 years of age.

VII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Greater experience specifically relevant to particular position advertised/ hired.
Experience related to other occupational areas within this job family.
Previous experience as a lead worker ( lead attendant positions only).
Aquatics Instructor Training and current WSI certification.
Certification in CPR/ AED for Professional Rescuers and Health Care Providers.
Licensed Training Provider ( LTP) certification.
Other job-related qualifications as documented on the job description.

VIII. WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in an aquatics center with an indoor ( chemically- treated) pool and the community center building. The
position requires vigilance while the employee remains alert and visually attentive to assigned area. The
employee might handle stressful interactions with crowds, difficult individuals, and uncooperative swimmers.
Physical demands include sitting for extended periods of time, moving around pool area, and getting in/out of the
pool for swimmer assistance and emergency response. Could be exposed to bodily fluids. The employee can
also perform a number of movements including pushing/ pulling, bending, kneeling, and lifting/ carrying/ moving
objects up to 60 pounds ( pool hose, pol vacuum, and swimmers). Work schedule varies with shifts of various
lengths and includes evenings, weekends and holidays.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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MAINTENANCE COORDINATOR
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Maintenance Coordinator
DEPARTMENT HEAD: P&R Director
PELRA STATUS: Non-union

DEPARTMENT: Park & Recreation
DIVISION: Building Maintenance
EMPLOYMENT STATUS: Year-round,
Hourly

JOB SERIES: Facilities Maintenance

WORK LOCATION: BCC
WORK STATUS: Part-time
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly, Non-scheduled
B21

II. PURPOSE
Performs supervisory, specialized/ technical, and some administrative work to coordinate the operation,
maintenance and repair of the Becker Community Center. Plans, organizes, and coordinates resources to
provide clean, well-maintained, and operable facilities. Establishes and monitors various controls to meet quality
standards and the Director’ s budgetary goals. Provides some training and direction to building maintenance staff.
Assists with on-site meetings and other special events.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Parks & Recreation Director
Works closely with: Program Supervisor, Administrative Assistant, lead building attendants, and custodial workers
Communicates with:
Internally - other BCC employees, PCGC staff, other city departments and employees
Externally - other building maintenance supervisors at community centers; county and state staff;
vendors/ suppliers; BCC customers and patrons; and city residents.
Provides some training to: building maintenance staff ( including building attendants and custodial workers)

IV. DELEGATION OF AUTHORITY
As a coordinator incumbent has direct responsibility for planning, organizing, coordinating, and controlling various
building maintenance functions. The employee is accountable for the BCC’ s operating conditions and established
cost control & quality standards. Works with other BCC staff to ensure a successful experience for all customers.

V. ESSENTIAL FUNCTIONS
All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties and tasks may be assigned, by an
appropriate supervisory level, according to City needs.

Performs Administrative Activities for the Division and the Department
Administers Council- approved policies and carries out management’ s directives and initiatives. Provides
input to Director on revisions/ updates to the department’ s Policy and Procedure Manual.
Prepares and revises various operating procedures and implements once approved. Ensures staff know
and follow established procedures.
Assists the Administrative Assistant, Program Supervisor, program coordinators, lead building attendants
and Director with preparing for various events ( meetings, weddings, banquets, etc.).
Manages division’ s inventory; makes purchases of materials and supplies according to established
procedures; and submits reviewed invoices to BCC Director.
Participates in equipment purchase decisions and provides input and makes recommendations to the
Director for any other budgetary needs.
Makes recommendations to Director for ongoing and future maintenance needs.
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V. ESSENTIAL FUNCTIONS ( cont.)
Coordinates Building/ Facilities Operations, Maintenance, and Repair
Keeps the Director promptly informed of any relevant issues and concerns.
Assists in the development and implementation of a maintenance plan.
Operates building systems and facilities within established policies & procedures to meet management’ s
expectations ( usage/ activity levels, quality standards, etc.) and ensure staff compliance.
Operates and maintains the swimming pool including all mechanical, electrical, plumbing, refrigeration
and de-humidification systems and control components. Ensures emergency systems are inspected and
in working order.
Maintains building systems and components including HVAC, mechanical, electrical, and plumbing.
Ensures emergency systems are inspected and in working order.
Arranges for outside contractors for repair and other work as approved by Director or needed in an
emergency. Notifies Director of situation and emergency response.
Prepares and maintains complete and accurate records.
Participates in staff training and development as well as the division’ s safety program including shared
responsibility for training employees in expected work behaviors and practices.
Performs purchasing, bookkeeping and accounting tasks
Assists in the management of the division’ s inventory; makes purchases of materials and supplies
according to established procedures; and submits reviewed invoices to BCC Director.
Participates in equipment purchase decisions and provides input and makes recommendations to the
Director for any other budgetary needs.
Makes recommendations to BCC Director for equipment and maintenance needs.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by Supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
applicable laws, rules, and
regulations
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City Council’ s overall budget
goals and Director’ s goals and
plans
Department’ s organizational
structure, operations, programs
and activities
principles and practices related
to building engineering,
operations, & maintenance
HVAC and other building
systems and components
hot water boiler operations and
maintenance
Public swimming pool operations
and maintenance including
related systems and components
systems and components related
to other recreation facilities
principles and practices
applicable to inventory control

Ability to;

coordinating building systems to
maintain a high standard of
operating conditions

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using Department’ s and City’s
automated accounting & office
software and ensuring
information technologies help to
increase work productivity
evaluating functions/ processes
for any changes & improvements

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English

OSHA and other safety- related
laws, rules, and regulations

use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance

office automation and other
technologies useful for course
operations

work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), computerized cash register, telephone/ paging system, copy and fax
machines, and other typical office equipment.
Building and grounds maintenance equipment including ladders and mechanical lift, floor scrubber, power tools, snow
blower, landscape equipment, and city vehicle. PPE include a fitted respirator.
Can use the same machines, tools, and equipment as positions that work in building & grounds maintenance.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High school diploma or equivalent.
2. Three or more years of experience in building maintenance including at least two years in maintenance of
community center facilities including a swimming pool.
3. Some supervisory experience as a shift supervisor or lead worker.
4. Valid MN Class D driver’ s license.
5. Current MN Special Engineer’ s license ( for hot water boilers).
6. Certification as MDH- approved trained pool operator ( CPO) or ability to obtain within probationary period.
7. Must pass all government- mandated and employer- required background checks.
8. Must be at least 18 years of age.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Post- secondary training in building maintenance/ engineering, facilities maintenance, or related program.
Five or more years of experience in building maintenance.
Full supervisory experience for at least two full-time/FTE employees.
Previous experience in customer service.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors. Operates various types of equipment and machinery and works
with many building systems including HVAC, electrical, plumbing, and a hot water boiler. Uses fine and large
motor skills and movements. Coordinates hand/ eye/feet to operate tools, machines, and pieces of equipment.
Can enter and work in confined spaces and operates fuel pumps. Uses balance while using ladders and a
portable lift. Ability to exert moderate to considerable physical effort including lifting/ carrying/ moving objects
e.g. garbage, cleaning products, floor mats, chairs and tables, etc.) weighing up to 60 pounds ( frequently).
Uses all types of vision ( far/near/ peripheral/ depth/ color/ night), and senses of smell, touch, and hearing during
regular work tasks and when checking on safe operating conditions. Operates a motor vehicle.
Regularly works outside normal hours including evenings/ nights/ weekends. Must be able to respond, inperson, to urgent and emergency situations. As scheduled/ directed by supervisor, serves on-call subject to a
response time per City and department policy.
Work environment includes working around noises, fumes, and chemicals ( e.g. regular cleaning, pool
sanitization, etc.). May be exposed to bodily fluids. Ability to read, understand and follow SDS and take
appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and provide supervisory direction in emergencies.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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MAINTENANCE WORKER - SEASONAL
Approved: 02/18/20
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Maintenance Worker – Seasonal
SUPERVISOR: Streets and Parks Operation Lead
DIVISION HEAD: Public Works and Parks
Assistant Director
JOB SERIES: Streets and Parks Maintenance

DEPARTMENT: Public Services
DIVISION: Streets and Parks
WORK LOCATION: Shop & Work Sites

WORK/FLSA STATUS: Seasonal/Non-Exempt
WORK HOURS: Per Supervisor
PAY GRADE: BAND: 4A12

II. PURPOSE
Performs work to support the maintenance and repair of the City’ s public works and assigned public utility
infrastructure. The division’ s major infrastructure includes: city streets/ alleys/ parking lots, park grounds and
amenities, the city’s storm sewer system, assigned components of the municipal water supply and wastewater
collection systems, and other city-owned landscape/ green areas. Operates a wide variety of
tools/ equipment/ machinery. Participates, in various roles, in the division’ s and department’ s construction projects
whether performed in-house or through contractors. Participates, as an active partner, in the City’ s and department’ s
workplace safety and emergency response efforts. Assists water/ wastewater operators as needed.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Streets and Parks Operations Lead
Works closely with: Fellow maintenance workers, mechanic, water/ wastewater operators
Communicates with:
Internally - PCGC maintenance staff, other city departments and employees
Externally - Oher public works workers, contractor’ s personnel, vendors/ suppliers, business owners and
city residents.
Receives training, instruction & direction from: senior maintenance workers

IV. ESSENTIAL FUNCTIONS
Keeps Supervisor informed of all appropriate matters.
Performs seasonal mowing of grass as directed.
Performs seasonal weed whipping as directed.
Performs tree removal and collection of yard waste and brush.
Picks up trash, cleans & maintains bathrooms and facilities.
Performs seasonal snow removal tasks, including but not limited to cleaning sidewalks, plowing trails and
ice rink maintenance.
Performs required labor involved in construction and maintenance projects as part of a crew.
Operates a wide variety of machinery and hand/ power tools.
Performs operator- level checks on tools, equipment and machinery.
Performs regular and as-needed cleaning on tools, equipment and machinery to ensure proper
maintenance.
Performs operator- level services and minor repairs commensurate with employee’ s knowledge and skills.
Uses personal protective and other safety equipment, regularly discusses safe work practices with
supervisors and co-workers, and attends in-house safety training
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MAINTENANCE WORKER - SEASONAL
V. ESSENTIAL FUNCTIONS ( cont.)
Performs general maintenance tasks at city-owned building & facilities as directed.
Receives and logs complaints & concerns from business owners & residents and informs Supervisor.
Represents the City to other agencies staff and citizens with a courteous, helpful, accurate and businesslike attitude in all interactions

V.

OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each duty category and task
City and department policies &
procedures as well as the
Superintendent’ s directives
City’s and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas

Ability to;

maintaining and retrieving
complete and accurate
computer and physical records

handling not public data and other
sensitive information IAW City
policies and state statutes

locating & compiling
data/information and performing
basic research

initiate routine work duties and carry
out tasks with little direct supervision

understanding and performing
mathematical calculations with
accuracy

complete duties/ tasks in an accurate
and timely manner according to
deadlines and supervisory targets

principles and practices in park
maintenance

controlling conversations to
quickly and accurately gather
pertinent information

achieve correctness and accuracy in
work results
read and understand English
speak and write effectively in English
use listening attentively and receive
input/ feedback ( and constructive
criticism) on performance

OSHA- required safety
standards and department
safety practices

assessing needs and evaluating
alternatives

successfully attend any employerrequired training

applicable federal & state laws
and city & county ordinances

using available software
program functionality to increase
work productivity

lift, carry or move objects up to 10
pounds ( frequently), up to 25 pounds
occasionally)

basic first aid procedures

detect and correct errors.
carry out written and oral instructions
act in a decisive manner using good
judgement
Machines, tools, and equipment regularly used: Motorized vehicles and equipment, various power and manual tools,
shop tools, weed whips, mobile radios and phone.
Personal protective equipment can include: safety glasses, chaps, hearing equipment, steel toe boots, gloves, hard hat,
reflective apparel, rain suit, rain boots.
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MAINTENANCE WORKER - SEASONAL
VII.

MINIMUM REQUIREMENTS
An equivalent combination of education and experience may be considered during the hiring process.
1. 16 years of age or older.
2. High School Diploma or equivalent unless currently enrolled as a student.
3. Valid Minnesota Driver’ s License or ability to obtain one.

VIII.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Previous experience in parks maintenance
Previous experience in customer service

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Operates many types of equipment and vehicles ( with & without cabs). Work is regularly performed outdoors in
all kinds of weather, in the maintenance shop, and in/around other buildings & facilities. Uses fine and large
motor skills and movements. Coordinates hand/ eye/feet to operate many tools, machines, and pieces of
equipment. Uses balance while negotiating stairs/ steps/ ladders. Ability to exert moderate to considerable
physical effort when lifting, pushing/ pulling, and moving objects. Can lift/carry/ move objects weighing 25-50
pounds ( regularly) and up to 100 pounds ( occasionally). Uses all types of vision ( far/near/peripheral/
depth/ color/ night), and senses of smell, touch, and hearing during regular work tasks.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:

Notes on Changes:
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MAINTENANCE WORKER
Covered Job Classes: Worker II, III, & IV)
Approved: 05/03/2016
Last Revised: 12/ 15/2020

I.

IDENTIFYING INFORMATION

JOB FAMILY TITLE: Maintenance Worker
IMMEDIATE SUPERVISOR: Streets and Parks
Operation Lead
DIVISION HEAD: Public Works and Parks
Assistant Director
JOB SERIES: Streets & Parks Maintenance
II.

DEPARTMENT: Public Works

WORK/FLSA STATUS: Full-time/Non-exempt

DIVISION: Streets and Parks

WORK HOURS: Per Supervisor

WORK LOCATION: Shop & work sites

PAY GRADE: CBA

PURPOSE
Performs skilled and semi- skilled work to support the maintenance and repair of the City’ s public works and assigned
public utility infrastructure including work tasks that require a commercial driver license and other skills- based training.
The division’ s major infrastructure includes: city streets/ alleys/ parking lots, park grounds and amenities, the city’s
storm sewer system, assigned components of the municipal water supply and wastewater collection systems, and other
city-owned landscape/ green areas. Operates a wide variety of tools/ equipment/ machinery. Participates, in various
roles, in the division’ s and department’ s construction projects whether performed in-house or through contractors.
Participates, as an active partner, in the City’s and department’ s workplace safety and emergency response efforts.
Serves on-call. Assists water/ wastewater operators as needed.
Note: Positions working under each job class are typically generalists who are cross-trained and cross-utilized in all of the
division’s work activities; with each class defined by a particular level of on-the-job training & experience and as well as
management expectations regarding performance. At the highest level (Maintenance Worker IV), incumbents are expected
to complete their regular duties with a high degree of autonomy, skill proficiency, and initiative.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Streets and Parks Operations Lead
Works closely with: Fellow maintenance workers, mechanic, water/ wastewater operators
Communicates with:
Internally - PCGC maintenance staff, other city departments and employees
Externally - Oher public works workers, contractor’ s personnel, vendors/ suppliers, business owners and
city residents.
Receives training, instruction & direction from: senior maintenance workers
Provides some work direction to: seasonal employees

IV. EXPECTED LEVELS OF RESPONSIBILITY AND USE OF KNOWLEDGE/ SKILL ( for each job class)
Class II:

This is the level where incumbents perform, under closer supervision, routine tasks for one or more
areas and develop their know-how and skills regarding all of the duties of a maintenance worker. Both
on-the-job training and work experiences are critical for the employee’ s performance and development.

Class III:

This is the intermediate level at which incumbents possess a broad and deepening base of knowledge
and set of skills regarding the position and the division’ s operations. Each employee exercises some
greater responsibility for routine and more difficult tasks including troubleshooting/ problem solving,
specialization in equipment operation, and quality control. Provides leadership to co-workers.

Class IV: This is the senior level at which incumbents possess comprehensive knowledge about the position
and the division’ s facilities & systems; exercise greater responsibility for routine and complex duties
and tasks, determining work methods, and compliance with quality standards. At full performance
each employee works with the highest degree of independence, initiative, & proficiency and frequently
provides training and direction to co-workers as well as leading a work crew in daily tasks.
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MAINTENANCE WORKER
V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Keeps Supervisor informed of all appropriate division matters.
City Street Maintenance and Repair
Maintains city streets/ alleys/ parking lots by operating a variety of heavy & medium- sized equipment to carry
out seasonal work activities: sweeps road surfaces, plows & removes snow, applies sand/ de-icing agents,
and adds gravel to city-owned alleys/ roads/ lots.
Repairs city streets: patches potholes, fills cracks, sealcoats, installs overlays, and stripes according to
department policy.
Maintains lighting on city-owned streets and properties.
Maintains city-owned public sidewalks: repairs or replaces sections of concrete and blacktop.
Performs assigned signing/ marking: paints curbs and strips crosswalks; installs, repairs or replaces road
signs as scheduled/ required/ needed.
Maintains storm sewer system including drainage ways: cleans grates and catch basins as needed; repairs
or installs catch basins; and repairs or installs manhole ring, curb and gutter, etc.
Performs set-up and take- down tasks for city festivals and other events. Works during event as directed.
Performs required labor involved in division’ s construction and maintenance projects. Using appropriate
sources, determines the locations of water/ sewer/ gas lines, electric lines, and television/ telephone prior to
any excavation work.
Park Facilities & Grounds Maintenance
Maintains city-owned parks/ playgrounds, landscape and other green areas by operating a variety of
motorized equipment and using many hand & power tools.
Mows grass, trims, and rakes leaves & collects yard waste; removes trees, and prunes and sprays
assigned City trees/ shrubs/ bushes/ plants.
Repairs or installs playground equipment; repairs and replaces components of irrigation systems; and
performs some carpentry work on fences, park buildings, and other city-owned property.
Picks up trash, cleans & maintains bathrooms, and winterizes bathrooms when directed.
Maintenance and Repair of Utility Infrastructure
Inspects, maintains and repairs purification and pressurization components of the City’s water supply
system including the storage reservoir, booster pump stations, meters, and chlorination
machinery/ equipment.
Inspects and cleans/ flushes water mains and other pipework in the supply network including manholes and
usage points such as fire hydrants and drinking fountains. Exercises valves according to the division’ s
schedule or as directed by a supervisor.
Repairs water mains and service pipes through a variety of actions ( cutting/ tapping, fitting, & laying) and
working with gates/ valves/ fittings and other appurtenances.
Notifies residents/ business owners in areas affected by water service disruptions/ shut-offs, providing an
expected time- frame for the outage and resumption of service.
Cuts, fits, lays, repairs, taps, cleans and flushes water mains, pipe, gate valves and fittings on mains and
services and installation of services, fire hydrants and drinking fountains.
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MAINTENANCE WORKER
V.

ESSENTIAL FUNCTIONS ( cont.)
Maintenance and Repair of Utility Infrastructure ( cont.)
Assists wastewater operators and/or contractor’ s personnel in shutting off broken sections of water mains.
Assists wastewater operators in servicing lift/pump stations and other components of sewer system.
May respond to water- related complaints/ work orders.
Equipment Operation, Care & Maintenance
Operates a variety of vehicles and motorized equipment including those that require a CDL.
Operates a wide variety of other machinery and hand/ power tools.
Performs operator- level checks on tools, equipment and machinery.
Performs regular and as-needed cleaning on tools, equipment and machinery.
Performs operator- level services and minor repairs commensurate with employee’ s knowledge and skills.
Assists mechanic with in-house shop services and repairs.
Safety, Training & Development, and the Division’ s Administration
Uses personal protective and other safety equipment, regularly discusses safe work practices with
supervisors and co-workers, and attends in-house and outside safety training including
seminars/ workshops/ courses required to maintain required certifications.
Assists supervisors with planning and scheduling the division’ s maintenance and construction activities.
Commensurate with position’ s responsibility level— provides input, including recommendations, on
purchases, replacement decisions, and other budgetary items. Assists supervisors in tracking/ ordering
ordinary supplies & materials.
Assists in the preparation and maintenance of internal and external reports and division records.
Works with contractors’ personnel and oversees their work when directed by Supervisor. May
communicate with outside entities, including state agencies, as directed.
Receives and logs complaints & concerns from business owners & residents and informs Supervisor.
Serves as lead worker/ crew leader as delegated by a supervisor and assumes higher- level duties when
assigned by a supervisor or City Administrator.
Serves as a member of various employee committees, project teams and task forces as assigned.
Performs general maintenance tasks at city-owned building & facilities as directed.

VI. OTHER DUTIES and RESPONSIBILITIES
Assists maintenance workers with snow removal and other street maintenance tasks as needed.
Performs other related work as apparent or assigned by Supervisor.
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MAINTENANCE WORKER
VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
City and department policies &
procedures as well as the
Superintendent’ s directives
City’s and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
applicable federal & state laws
and city & county ordinances
principles and practices in street
maintenance including
construction & repair
principles and practices in park
maintenance including
construction & repair
diagnostic methods and practices
as they pertain to water pressure
issues, broken/ leaking pipes or
lines, lift station pumps, & other
equipment/ machinery

Ability to;

using tools & equipment to
inspect and diagnose

follow department’ s and City’s
code of conduct

using tools, equipment, &
machinery to perform work tasks
with effectiveness and efficiency

attend mandatory and other
training and maintain required
licenses/ certifications

analyzing problems/ situations,
taking decisive and effective
action, and using proper
procedures

keep current on public
works/ utilities maintenance field
and related issues

communicating, both verbally and
in writing to include analyzing
data, preparing reports and
providing/ presenting reliable
information
using an appropriate degree of
tact, persuasion, conflict
resolution/ mediation, and
intervention depending on the
situation
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
using information technologies to
increase work productivity

automation and other
technologies used in
maintenance & repair activities

work independently and perform
duties with consistency and
uniformity
handle non public data and other
sensitive information IAW state
statute and City/department policy
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
work beyond normal works hours
as well as evenings and weekends
cope with the mental stress and
physical demands of the position
including emergency situations
speak and write effectively in
English
maintain clothing and footwear
IAW City/department standards

OSHA- required safety standards
and department safety practices

work with safety as a priority for
self and others

basic first aid procedures
Motorized ( gasoline-, diesel-, and other powered) vehicles and
Machines, tools, and equipment regularly used:
equipment ( pickup, dump truck, and other utility trucks, snow plow, bucket truck, tractors, skid steer, lawnmowers, front-end
loaders, snowplows, street roller, street sweeping equipment, truck- mounted crane, jetter and vac), various power and manual
tools, shop tools and equipment, pumps, utility locator, generators, pumps, weed whips, chainsaws, chop saws, partner saw,
band saw, scaffolding, scissor lift, mobile radio and phone.
Personal protective equipment can include: safety glasses, chaps, hearing equipment, steel toe boots, respirator,
harnesses, gloves, hard hat, reflective apparel, rain suit, rain boots.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate everyday clothing, including outerwear ( i.e.
weather gear)
2. Employer- provided rain gear ( when necessary)
3. OSHA- approved steel- toe or other safety footwear
boots preferred)

4. Hard hats, face shields, and safety eyewear
5. Respiratory protection
6. Durable and disposable chemical- protective clothing
when needed)
7. Other personal protective equipment ( as needed)

EMPLOYEES ARE INDIVIDUALLY RESPONSIBLE TO ENSURE PERSONALLY- OWNED ITEMS ARE PROPERLY MAINTAINED AND WORN ITEMS ARE TIMELY REPLACED>>>
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MAINTENANCE WORKER
VIII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
Maintenance Worker II

Labor Grade: II

1. High school degree or equivalent.
2. Class A or B commercial driver’ s license or ability to obtain.
3. One year of experience in trades/ occupations related to maintenance and repair.
Maintenance Worker III
1. High school degree or equivalent.

Labor Grade: III

2. Valid Minnesota Class A or B commercial driver’ s license or ability to obtain.
3. Two years of experience in trades/ occupations related to construction,
maintenance and repair.
4. One year of experience operating comparable equipment and vehicles.
Maintenance Worker IV
1. High school degree or equivalent.

Labor Grade: IV

2. Valid Minnesota Class A or B commercial driver’ s license.
3. Three years of experience in the construction, maintenance, and
repair of comparable infrastructure.
4. Three years of experience operating the same or similar equipment and vehicles.
5. Class D water operator’ s certificate or OJT related to the City’s water supply system.

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
Post- secondary training in heavy equipment operation, equipment maintenance, or related trade.
Progressively responsible full-time experience in the construction, maintenance, and/or repair of same or similar
infrastructure systems and components with direct responsibility for one or more key areas such as inspections,
troubleshooting/ problem- solving, equipment maintenance & repair, and recordkeeping.
Specific expertise in the construction, maintenance, and repair of water distribution/ supply lines.
For Operators III & IV: experience as a senior or lead worker OR demonstrated leadership skills.
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MAINTENANCE WORKER
X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Operates many types of equipment and vehicles ( with & without cabs). Work is regularly performed outdoors
in all kinds of weather, in the maintenance shop, and in/around other buildings & facilities. Uses fine and large
motor skills and movements. Coordinates hand/ eye/feet to operate many tools, machines, and pieces of
equipment. Uses balance while negotiating stairs/ steps/ ladders and working at heights including climbing
water tower and using a bucket truck. Enters and works in confined spaces. Ability to exert moderate to
considerable physical effort when lifting, pushing/ pulling, and moving objects. Can lift/carry/ move objects
weighing 25-50 pounds ( regularly) and up to 100 pounds ( occasionally). Uses all types of vision
far/near/ peripheral/ depth/ color/ night), and senses of smell, touch, and hearing during regular work tasks and
when making lockout/ tagout decisions. Depending on seasonal work activities, construction projects, and
weather & other events works outside normal hours including evenings/ nights/ weekends. Must be able to
respond, in-person, to urgent and emergency situations. As scheduled/ directed by supervisor, serves on-call
subject to a response time per City and department policy.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and
follow SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to
follow established protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill
your work responsibility. While data are being accessed, you should take reasonable measures to
ensure the not public data are not accessed by individuals without a work reason. Once the work
reason to access the data is reasonably finished, you must properly store the not public data according
to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
05/14/2019 CL
12/15/2020 CL

Notes on Changes:
12/15/2020 Changed reports to: Street Superintendent to Streets and Parks Operations Lead and added or ability
to obtain to Class A or B Driver’ s license under minimum qualifications.
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OUTSIDE SERVICES
Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Outside Services
SUPERVISOR: Golf Course Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Operations

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly A11

II. PURPOSE
Members of the Outside Services Team are responsible for assuring exceptional, first class services for the
guests of Pebble Creek Golf Club. Team members must give a positive first impression of the golf course as well
as contribute to maintaining a functional course through guest assistance, cleaning of golf carts, and other
appointed tasks.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Golf Services Manager
Works closely with: grounds maintenance staff, pro-shop staff
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None
May receive some work direction from: Golf Course Superintendent ( when assigned as Person- In-Charge)

IV. ESSENTIAL FUNCTIONS
Effectively communicates all pertinent information among his / her team members and supervisory staff
regarding daily operations
Serves as attendant for assigned course area
Performs in accordance with standard operating procedures, both opening and closing
Work with Pro Shop staff to ensure that members and guests follow club rules including dress code and golf
cart policies
Before closing make sure all jobs are done and all carts and clubs are put away and golfers are off the
course
Assists with Tournaments
Anticipate tasks prior to requests
Cleans cart loading area before tee times
Provides members and guests with thoroughly cleaned and good operating carts that are stocked with
scorecards, pencils, tees and divot sand
Immediately reports any damage or deficiently of the golf course or carts
Responsible for charging golf cart batteries
Changes water in ball machines
Services the practice range and sets it up for play. Responsible for the collecting, organizing and cleanliness
of all range baskets and balls
Keeps cart barn, pull cart room and bag room neat and tidy
Greets members and guests and offers assistance with golf clubs and loading and unloading of carts upon
arrival at and departure from the facility
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OUTSIDE SERVICES
Identifies and repairs equipment when needed as able
Cleans, sweeps, empties garbage cans, cleans restrooms and generally tidy areas when guest interaction is
not present

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category

Following instructions
Speaking English clearly

Relevant department and PCGC
policies and procedures

Listening carefully

Department and PCGC facilities,
programs and activities

Communication well with people
as individuals and in groups

Basic golf rules and etiquette

Problem solving

OSHA and other safety related
laws, rules and regulations

Working cooperatively with other
PCGC staff members

Principles and practices related
to customer service

Managing assigned areas during
periods of high volume

First aid treatments

Using appropriate degree of tact,
persuasion and influence
depending on the situation
Establishing a rapport with club /
facility users
Decisively enforcing rules with
consistency and uniformity
Working with patience

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives
work independently and with a high
degree of initiative
focus on the task at hand, switch
from task to task, and work with time
demands
interact with adults and children
speak effectively in English
effectively use written English when
filling out reports/ forms and other
paperwork
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: golf carts, range picker, other outside services equipment
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OUTSIDE SERVICES
VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Experience using a personal computer and some level of keyboarding / data entry skills
2. Valid MN Class D driver’ s license
3. Must be at least 16 years old
4. Customer Service Experience

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Basic knowledge / understanding of the game of golf
Demonstrated Team Building Experience
Customer Service Experience in a Golf Setting

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors. Uses fine and large motor skills and movements. Coordinates
hand/ eye/feet to operate may tools, machines and pieces of equipment. Ability to exert moderate to considerable
physical effort including lifting / carrying / moving objects. ( e.g. baskets of range balls) up to 25 pounds regularly. Uses
all types of vision ( far/near/ peripheral/ depth/ color/ night) and senses of smell, touch, and hearing during regular work
tasks and when checking on safe operating conditions. Depending on seasonal work activities, weather and special
events can work outside normal hours including evenings / nights / weekends. Potential exposure to inclement
weather, equipment movement hazards and misdirected golf balls.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS
and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
protocols and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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PATROL/POLICE OFFICER
Approved: 5/3/2016
Last Revised:

I.

IDENTIFYING INFORMATION

JOB TITLE: Patrol/Police Officer
IMMEDIATE SUPERVISOR: Police Sergeant

DEPARTMENT: Police

WORK STATUS: Full- & Part- time

WORK LOCATION: City Hall

WORK HOURS: Per Supervisor

DEPARTMENT HEAD: Police Chief

FLSA STATUS: Nonexempt

PAY GRADE: cba

Commented [ BB1]: Change to Lieutenant

JOB SERIES: Patrol and Investigation

II. PURPOSE
Serves as a sworn member of City’s police department to dutifully protect life and property through the responsible
performance of a diverse array of patrol and police functions. Responds to calls for service and provides emergency
public assistance. Enforces state laws and city ordinances as well as county ordinances and federal laws.
Conducts investigations according to incumbent’ s training and experience as well as position’ s level of authority.
Note: Positions under this job class typically work as generalists with a particular focus as patrol officers
who may encounter and respond to: arguments/ disputes/ fights, prowler/ trespassers, disorderly
conduct & public nuisances, intoxicated persons, and violations involving use of controlled
substances. Performs additional or special duties as assigned by the Chief or Sergeant.

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: Police Chief, Police Sergeant Lieutenant
Works closely with: Fellow patrol officers, Police Secretary, city attorney
Communicates with:
Internally all city departments and employees including the Fire and Rescue & Ambulance Service
Externally - Sherburne County 911 Dispatch, county attorney, Sheriff’s department, and social services;
area hospitals, clinics, and detox centers; surrounding city police departments, Minnesota
State Patrol and various federal/state/area public agencies; city schools and businesses,
various civic/community organizations and groups, and city residents & tourists
Receives supervision from: Police Sergeant Lieutenant
Receives training instruction/direction from: Field Training Officer (FTO), assigned in-house training officers,
supervisors
Supervises: Volunteers, Police Reserve Officers

IV. ESSENTIAL FUNCTIONS
1.

Keeps supervisors informed of all appropriate department matters.

2.

Performs duties and responsibilities related to Patrolling, Call Response & Emergency Response
Operates police vehicles during routine patrol, call response, and emergency situations.
Identifies potential physical and safety hazards if observed during patrols; inspects hazard ( if on
city-owned property) and reports to public works or administrative staff or appropriate
business/ property owner; and investigates any observed or reported public nuisances.
Monitors any observed severe storm or weather activity during shift and notifies 911 Dispatch of
significant conditions.
Responds to routine and urgent calls for service including: all types of alarms, disturbances and
other potentially illegal behaviors/activities; reports of missing/found/endangered persons; and
welfare & safety checks. Takes appropriate action( s) including arrests/ detentions, referrals to social
services, and mental health transports.
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PATROL/ POLICE OFFICER
IV. ESSENTIAL FUNCTIONS (cont.)
2.

Performs… Patrolling, Call Response & Emergency Response ( cont.)
Responds to emergencies: provides—commensurate with training & experience— emergency
medical service at accident and crime scenes or assists fire/rescue/ambulance personnel as
requested; establishes a safety/security perimeter if possible; and controls crowd/onlookers and
directs traffic.
Responds to requests from public: provides information to residents and tourists; provides
assistance to disabled motorists; and provides other assistance according to department policy.

3.

4.

Performs duties and responsibilities related to Proactive Policing & Active Police Coverage
Investigates suspicious circumstances and activities; stops & interviews suspicious persons; and
intervenes in observed dangerous, suspicious or criminal activities.
Enforces traffic laws of the State of Minnesota and ordinances of the City of Becker; issues citations
or warnings for moving, mechanical & safety violations; maintains stationary and moving radar
surveillance; and conducts traffic/seatbelt surveys as assigned.
Provides a police presence during city events and, as directed, observes demonstrations, protests,
picket lines. Acts if necessary to preserve the peace, protect property, and enforce the law.
Apprehends and arrests suspected law violators: places individuals under arrest using approved
protocol and procedures ( e.g. advises of rights, questions, searches, etc.) and transports to
detention center or other appropriate facility.
Administers Blood Alcohol test for DPS/DVS notification, if certified to do so, or finds certified officer
to administer the test.
Participates in raids and search warrant executions; performs stakeouts, surveillance of persons or
places; and initiates a variety of investigations.
Issues citations for parking violations, follows up on habitual violators, and enforces animal complaints.
Performs duties and responsibilities related to Investigations & Court Proceedings
Investigates all alleged criminal behavior based on personal observations and complaints.
Conducts preliminary crime and accident investigations: secures crime or accident scene; surveys
scene for witnesses, interviewing witnesses and victims and obtaining information on suspects; and
searches area for physical evidence, gathering and preserving evidence through established
department procedures.
Using approved techniques interrogates suspects, obtaining statements and confessions.
Prepares incident/ accident reports, citations, affidavits and other legal documents, memoranda and
other correspondence; prepares for court testimony; and testifies as witness in criminal and civil
proceedings.
Performs follow-up crime and accident investigations, assisting other officers as assigned.
Maintains and organizes evidence/property room and assists with the proper disposition of
evidence ( destruction/ transfer/ etc.) and sale/auction of seized property.
Investigates and arranges for removal of abandoned/ stolen vehicles and property.

5.

Performs duties and responsibilities related to Equipment Care & Maintenance
Performs operator-level checks and services on patrol vehicle, keeping it clean and orderly.
Inspects vehicles and other equipment, reporting deficiencies and needed repairs to Supervisor.
Inspects and cleans handgun, firearms and other weapons, keeping them in proper working order.
Inspects duty belt, ensuring it is properly equipped per Supervisor’s guidance.

6.

Performs duties and responsibilities related to Training, Paperwork and Recordkeeping
Participates in departmental and outside training to maintain knowledge, skills and abilities
necessary to perform duties. Maintains Minnesota POST license and a good driving record.
Attends and conducts specialized training as approved by the Chief.
Completes routine and other paperwork critical to essential duties and properly maintains official
records and other files/documents.
Performs clerical tasks within the office, including filing, data entry/retrieval, and answering phone.
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V.

OTHER DUTIES and RESPONSIBILITIES
Performs additional or special duties as assigned by Police Chief or Sergeant. Lieutenant.
Performs other related work as apparent or assigned by Supervisor.

Commented [ BB6]: Change to Lieutenant

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Knowledge of;

Skill in;

each duty category and task

Ability to;

using personal and departmental
equipment including firearms &
other weapons

City and department policies &
procedures as well as the Chief’s
directives

analyzing problems/situations,
taking decisive and effective
action, and using proper
procedures

City’s and Department’ s
organizational structure,
operations, programs and
activities

communicating, both verbally and
in writing to include analyzing
data, preparing reports and
providing/presenting reliable
information

City’s geography, business &
residential areas, and infra- &
super-structure
applicable federal & state laws
and city & county ordinances

using an appropriate degree of
tact, persuasion, conflict
resolution/ mediation, and
intervention depending on the
situation

office automation and other
technologies useful for
patrol/ police duties

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

investigative techniques and
procedures
relevant medical & legal
terminology and court rules &
procedures

using information technologies to
increase work productivity

first aid, CPR, and other first
responder procedures

follow department’ s and City’s
code of conduct
attend mandatory and other
training and satisfy learning
objectives
keep current on law enforcement,
criminal justice, & policing fields
and related issues
work independently and perform
duties with consistency and
uniformity
handle not public data and other
sensitive information IAW state
statute and City/department policy
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
work beyond normal works hours
as well as evenings, weekends
and holidays

interviewing and conducting
various types of investigations

cope with the mental stress and
physical demands of the position
including emergency situations

speak and write effectively in
English

maintain fitness for duty in all
essential aspects of position.

interacting with diverse
individuals including
adolescents/ juveniles, the
mentally ill, and elderly

maintain appearance IAW
City/department standards interact
with a diverse individuals

Machines, tools, and equipment regularly used: Squad car/vehicle, MDC/ MDT, mobile and portable radios, radar,
firearms and other weapons, side handle baton, handcuffs, cameras/recording/A-V equipment, intoxilizer & portable breath
tester, medical equipment, investigative equipment, computer and office equipment, phone, and other personal and
departmental equipment.

Standard Duty Uniform and Personal Protective Equipment include:
1.

Department- approved Uniform & Equipment

6.

Body Armor Vest

2.

Collar Brass and approved Tie

7.

Jacket

3.

Name Plate

8.

Duty Belt, equipped

4.

Approved Pants

9.

Other safety equipment (in vehicle)

5.

Footwear

10. Other personal protective equipment (as needed)

EACH OFFICER

IS

RESPONSIBLE

FOR

HIS/ HER UNIFORM’

S

UPKEEP

AND

MAINTENANCE
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PATROL/ POLICE OFFICER
VII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
1. Associate’s degree in law enforcement, criminal justice, or related program.
2. Licensed as a peace officer with Minnesota POST Board or eligible to be licensed (at time of appointment).
3. Valid Minnesota Class D driver’ s license ( or ability to obtain within employer’ s time- frame).

VIII. MINIMUM SELECTION STANDARDS ( not all-inclusive)
Other minimum selection standards and pre-employment requirements can be found in application and other hiring materials.
1. Must be a United States citizen.
2. Must not have a felony conviction ( as defined in Minnesota).
3. Must successfully pass a comprehensive background investigation, physical strength and agility test,
psychological evaluation, and medical examination as approved by Minnesota POST.
4. Must meet all other state requirements and City minimum hiring standards.

IX. PREFERRED QUALIFICATIONS ( not all- inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
Bachelor’s degree in law enforcement or criminal justice or closely-related program.
Two years of experience in law enforcement or criminal justice field.
Volunteer work in law enforcement or criminal justice field.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only; refer to the addendum for a fuller listing of the position’s physical and mental requirements.
Work involves an element of personal danger and high levels of physical, emotional, and mental stress to deal
with people in wide variety of situations. Must be able to act without direct supervision and exercise independent
judgment, discretion, and decision making. Majority of the duties are carried out in a squad car, outside the
office, and in the community while wearing full duty gear. Works in all types of weather conditions and
temperature extremes. Possible exposure to irritants/ fumes, hazardous substances including dangerous drugs,
blood- and air-borne pathogens and other infectious diseases, vibrations and noise, fire and smoke, and possible
risk of electric shock. Uses all types of vision ( including night and color) and all other senses. Requires regular
standing/walking or sitting, and might involve numerous other movements such as bending/stooping,
crouching/kneeling, pushing/pulling, and twisting/turning. Regularly uses fine dexterity and large motor skills.
Considerable physical effort may be spent while running, lifting/moving, and physically grappling with, and
detaining/arresting people. Must be able to lift/carry/move up to and in excess of 100 pounds. Potential
exposure to life threatening situations. Work includes evenings, weekends, nights, and holidays.
Must be able to respond to urgent and emergency situations.
Data Practices Notice/ Access to Not Public Data
You may encounter

not public data in the course of regular duties or other duties as assigned.

Any

access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility.

While data are being accessed, you should take reasonable

measures

to ensure

the not public data are not accessed by individuals without a work reason. Once the work reason to
access the data is reasonably finished, you must properly store the not public data according
provisions of Minnesota State Statutes, Chapter 13.

to the

Revision ( Date) History:
Notes on Changes:
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CITY PLANNER
Approved: 5/3/2016
Last Revised: 8/20/2019

I. IDENTIFYING INFORMATION
JOB TITLE: Planner
SUPERVISOR: CD Director
DEPARTMENT HEAD: CD Director
JOB SERIES: Community Development

DEPARTMENT: Community Development
FLSA STATUS: Exempt
PAY GRADEBAND: 11C41

WORK LOCATION: City Hall
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy

II. PURPOSE
Performs professional, technical and administrative work to coordinate certain portions of the current and long range
planning programs of the city and town related to the development and implementation of the land use and related
plans and policies. Exercises specific responsibility for assigned activities, programs and services. Assists CD
Director, regularly and when delegated, in the performance of other areas and assignments. Serves multiple boards
and commissions, including the Planning Commission, City Council and City’ s EDA as directed or when needed in
Director’ s absence. Promotes the City’s best interests at all times.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Community Development Director
Works closely with: Becker TWP Planning Commission, Joint Planning Board, City’ s Planning Commission, City’s
contracted building official
Communicates with:
Internally - all city departments and employees, City’ s Planning Commission, City Council
Externally - other CD professionals, developers & real estate agents, suppliers/ vendors, business and
community groups, business/ land owners and residents
Supervises: None

IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

1.

Department Administration
a. Assists the Director in the preparation, execution, and evaluation of the department’ s operating plans,
policies and procedures; assists in the preparation and maintenance of complete and accurate
records; and works with Supervisor to ensure required reports are completed and submitted to
appropriate agency.
b. Provides input on the department’ s draft operating budget and keeps Supervisor informed of any
concerns and issues. Provides input on department’ s office and information technologies and helps
to maintain necessary office supplies.
c. Coordinates assigned programs and services in compliance with state and federal laws, rules and
regulations and according to City policies and plans. Keeps Director informed of noteworthy items.
d. Laserfiche/ filing responsibilities

2.

Professional Leadership and Decision making Support
a. Regularly informs the Director about assigned areas of responsibility; provides professional advice
and recommendations on areas of responsibility; receives input/ feedback and follows Director’ s
supervisory guidance and direction.
b. Serves, as directed or requested, as staff person/ liaison to Joint Planning Board and township’ s
planning commission: provides, as requested, summary and detailed information as well as
professional advice and recommendations commensurate with the position’ s level of responsibility,
training and experience.
c. Provides secondary staff support to Planning Commission and City EDA, providing administrative
and clerical support as directed and during Supervisor’ s absence.
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CITY PLANNER
IV. ESSENTIAL FUNCTIONS ( cont.)
3.

Planning, Zoning and Other Community Development
a.

4.

5.

b.

Assists in the organization and administration of the City’s short and long- range planning activities
e.g. Comprehensive Plan, capital improvement plan, etc.).

c.

Participates in the development and implementation of City programs & initiatives related to
population growth, land use, transportation and housing, public infrastructure, broadband, and
community amenities. Assists with informal and formal studies & surveys. Researches and assists
with related grant applications as directed.

d.

Gathers, interprets and prepares data for studies and reports.

e.

Reviews planning, zoning, subdivision related applications ( e.g. site plans, building permits
variances, special use permits, plats, etc.); researches and prepares staff reports with
advice/ recommendations; and assist in drafting related resolutions, amendments and ordinances.
Attends City and Town Planning Commission meetings and provides staff support as needed and
assigned.

f.

Manages the City’ s and Township’ s code enforcement efforts for assigned areas of responsibility
including land use, property maintenance, nuisances, and signage; assists other City staff in the
interpretation of ordinances and master plans; and responds to questions and requests for
information about planning & zoning regulations and ordinances.

g.

Manages the development and maintenance of the department’ s geographic information systems
and database. Assists Director in the development and maintenance of the department’ s other
information systems as well as electronic and physical files. Assists Director in the maintenance of
complete and accurate internal records.

h.

Evaluates building permit applications and land use proposals to insure compliance with applicable
City, Joint Planning Board, Town, County, State and/or Federal Laws.

i.

Evaluates environmental information and recommends mitigation measures to reduce adverse
impacts of development.

j.

Works closely with contracted building inspector, providing input to Director on any performance
issues/ concerns.

Commercial- Industrial & Other Economic Development
a.

Assists in the development and implementation of City plans, programs and initiatives; and assists
Director in the evaluation of any adverse environmental impacts and generation of potential mitigation
measures.

e.

Assists the Director in staff reviews of various applications, agreements, contracts, and memoranda
and helps monitor development agreements, approved business subsidy agreements, and other
documents for compliance with terms and conditions.

f.

Assists the Director in economic development initiatives and researching and applying for grant
monies.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a wide
variety of individuals and groups; interacts with developers, business owners, landowners,
consultants and contractors; and informs Director of noteworthy concerns and issues.
b. Represents the City as a spokesperson and advocate. Under the Director’ s supervision serves as a
member of the City’s negotiating team and depending on the topic may facilitate understandings or
mediate options/ solutions with other parties.
c. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve personal performance and organizational success.
d.

CITY

OF

Under supervisory oversight coordinates assigned activities, programs and services with direct
responsibility for influencing/ guiding people in appropriate directions and organizing/ facilitating the
flow of data/information to professionally support the decision making process.

BECKER

Receives requests for information, complaints, and other input/ feedback about department and either
personally responds or refers to Supervisor.
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V.

OTHER DUTIES AND RESPONSIBILITIES
Serves as member of various staff committees as assigned by Supervisor.
Attends City Council and Park & Rec Committee as requested. ( amplify various times; evenings)
Attends professional development workshops and conferences to keep abreast of trends and developments in the
planning field.
Assists with economic development programs, as assigned.
Assists the Public Works Department in city project planning and development, as assigned.
Performs other duties as assigned by the Director, directed by the City Administrator, or apparent to the incumbent.

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

each major area of
accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures; and the City’s
Comprehensive Plan
City and Department’ s
organizational structure,
operations, programs and
activities
laws, rules and regulations
applicable to community &
economic development
financing and funding sources
related to community &
economic development
principles, practices and
methods related to community
and economic development—
with particular expertise in the
areas of zoning/ land use
management and business
development
office automation and other
technologies useful for
municipal operations
program management, process
control and improvement, work
flow management
City’ s public infrastructure and its
importance to CED efforts
local government finance and
related issues through
participation in/contact with
appropriate organizations,
agencies, and other entities ( and
individuals)

Ability to;

planning and evaluating
department’ s programs and
services

handle not public data and other
sensitive information IAW state statute
and City policy

researching and applying for
grants and other sources of CED
funds/ monies

continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends

conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
leading/ supporting groups ( of
peers and superiors) in work on
complex and significant matters
using City’s GIS and typical
office software, ensuring
information technologies help to
increase work productivity
Level of detail needed, but also
long range/ high level thinking

implement Council policies and carry
out Council and City Administrator
directives and initiatives
motivate self and others to diligently
work and successfully perform in a
results- driven environment
interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
utilize work time properly and
productively
produce and maintain quality,
accurate work; Must be able to detect
and correct errors
interact with various local &
community organizations
operate a personal computer, large
format printers, and other typical CED
tools, machines, and equipment
speak and write effectively in English
receive input/ feedback ( and
constructive criticism) on performance
work beyond normal work hours as
well as evenings and some weekends
travel and attend meetings within and
outside the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications ( GIS,
word processing, spreadsheets, etc.), calculator, telephone, copy and fax machines, tape measure, scale measures, and a
motor vehicle.
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VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in land use planning, urban planning, public administration or closely- related specialized
program.
2. Three years of experience in municipal or county planning; or
3. Any equivalent combination of education and experience, additional education substituting on a year for year
basis for the required experience.
4. Valid Minnesota driver’ s license and satisfactory driving record. Or ability to get within xx months?
5. Knowledge of computers and software.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a
promotional context.
Master’ s Degree
Greater practical experience in community- based planning, planning case law and annexation issues.
Knowledgeable and proficient in GIS-related software applications, information databases, and technologies.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works in typical office setting including sitting at desk for extended periods of time. Some outdoor
work for building and other construction site inspections and visits. Uses a number of repetitive
movements, fine motor skills and hand- eye coordination. Uses near and distance vision, peripheral
vision and depth perception, color vision, ability to focus, sense of touch, and hearing. Physical
demands also include walking, reaching, pulling/ pushing, grasping, twisting/ turning, and some
kneeling/ crouching. Performs some lifting/ carrying/ moving of objects such as files and file boxes.
The employee is occasionally exposed to outside weather conditions, wet and/ or humid conditions,
and airborne particles. The noise level in the work environment is usually quiet in the office and
moderate in the field. Uses personal and city vehicle to travel within and outside of city for
inspections, meetings, and training. Works outside normal hours including evenings.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned.
Any access to not public data should be strictly limited to accessing the data that are
necessary to fulfill your work responsibility. While data are being accessed, you should take
reasonable measures to ensure the not public data are not accessed by individuals without a work
reason. Once the work reason to access the data is reasonably finished, you must properly store the
not public data according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
11/23/16
Notes on Changes:
11/23/16 – Updated to the new format
08/20/19 – Changed FLSA Status from NonExempt to Exempt

CITY

OF

BECKER

12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Page 4 of 4

POLICE CHIEF
Approved: 5/3/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Police Chief
SUPERVISOR: City Administrator
DEPARTMENT HEAD: Police Chief
JOB SERIES: Patrol and Investigation

DEPARTMENT: Police
FLSA STATUS: Exempt
PAY GRADEBAND: 14E81

WORK LOCATION: Police Station
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs professional, administrative, and executive work to manage the City’s police department. Exercises
overall and direct responsibility for a number of police functions including patrol, crime prevention, law
enforcement, investigation, and emergency response. Manages budget and promotes the effective and efficient
use of resources. Serves as Responsible Authority’s designee for the department’s data practices decisions.
Current incumbent is appointed as the City’s Emergency Management Director. (See Addendum for details).
III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: City Administrator
Works closely with: City Council, Police Management Committee, other department heads, city attorney
Communicates with:
Internally all city departments and employees
Externally other police chiefs, county sheriffs, and state patrol directors; 911 dispatch and social
services; DPS, DVS & BCA staff, FEMA staff, and staff of other state and federal agencies;
vendors/suppliers; including repair shops; contractor’s personnel; tourists and city residents
Supervises: all department personnel including sergeant Lieutenant, officers, secretary and Police Reserves
and other volunteers
IV. DELEGATION OF AUTHORITY
As administrative head of this department and the City’s chief law enforcement officer (CLEO) the incumbent has
authority to command licensed peace officers and control various systems, processes, and activities subject to City
Council’s policy guidance. Working with the Finance Director and others the incumbent prepares department’s budget,
capital improvement plans, and equipment replacement plans; also makes necessary purchases, subject to a
maximum daily limit. The incumbent has the authority to decisively respond to urgent and emergency situations in
accordance with City policies/guidelines and generally- accepted standards and practices. Implements and administers
various plans and procedures related to emergency management, coordinating the preparedness of emergency
management and response personnel as well as others and the readiness of systems and facilities. Acts as City’s
principal liaison to Sheriff’s office and other local, state, and federal law enforcement- related agencies.
V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. DEPT. ADMINISTRATION & MANAGEMENT
2. PROFESSIONAL LEADERSHIP & CLEO FUNCTIONS
3. CAPITAL PLANNING & EQUIPMENT MAINTENANCE
4. COORDINATION
5. SUPERVISION

OF

WITH

OTHER DEPARTMENTS

DEPARTMENTAL EMPLOYEES

6. EXTERNAL COMMUNICATIONS/ RELATIONS

Priorities/Key Responsibilities
Legal Compliance/ Budgeting & Purchasing/ City Council
Recordkeeping/ Reporting/ Policies & Procedures
Knowledge & Expertise/Goals & Objectives/ Programs &
Initiatives/CLEO Functions/Criminal Justice
Long-term Resource Planning/Grants & Alternate Funding/
Equipment Maintenance & Repair
Joint or Shared Responsibilities with other department heads/
City-wide issues projects events activities emergencies
Employee Relations/Hiring/Work Scheduling/ Supervision/
Performance Management/ Discipline/Safety & Other Training
City Representation & Liaison/Intergovernmental Relations/
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POLICE CHIEF
Business, School, & Community Relations
V.

ESSENTIAL FUNCTIONS ( cont.)
1.

Departmental Administration & Management
a. Daily coordinates and controls the systems, processes, and activities of assigned department in
compliance with state and federal laws/rules/regulations and according to City policies; personally handles
or oversees the preparation and maintenance of complete and accurate records; and ensures required
reports are completed and submitted to appropriate agency.
b. Regularly informs the City Administrator and Council about department’s operations, programs, and
activities; prepares department’s new and revised policies and plans, implementing and administering
them after any required approvals or notifications; and carries out Council directives. Attends meetings of
City Council and relevant boards/commissions/committees as directed or needed.
c. Prepares department’ s draft operating budget by coordinating efforts with the Finance Director;
administers Council-approved budget, including seeking approval of non-emergency purchases/expenses
above established purchase limit; and keeps Finance Director, City Administrator and the Council
informed of significant and noteworthy financial concerns and issues. Coordinates department’s loss
control/risk management efforts with city staff and outside professionals.
d. Manages the department’ s document and records management system, overseeing and implementing
appropriate security measures and managing the proper legal disposition of all records and documents;
responds to public data requests and legal requests (subpoenas, summons, etc.) for production; and
otherwise manages the department’s other data practices as Responsible Authority’ s designee.

2.

Professional Leadership & CLEO Functions
a. Initiates and coordinates the department’s short- and long-term goal planning, seeking Council
input/feedback and approval as appropriate; makes recommendations to the Council about direction of
City’s law enforcement efforts and any new programs or initiatives; and manages Council-approved
programs, initiatives, and directives.
b. Provides technical expertise and professional knowledge in conducting more difficult and serious
investigations to promote a satisfactory resolution and ensure efficient use of resources; works closely
with attorneys and other relevant professionals on all legal matters; and represents the department in
Court and other legal proceedings.
c. Determines each licensed individual’s eligibility to be hired according to POST requirements and City
standards; depending on circumstance, submits appropriate personnel forms (e.g. Request for Peace
Officer License, Personnel Notification, & Employment Termination) to POST; provides initial and
continuing instruction on the use of force, deadly force, and the use of firearms within required timeframes; and receives, investigates, and resolves complaints of officer misconduct ensuring any
appropriate sanctions are enforced and proper notifications are made.
d. Establishes and implements or enforces statutorily- required, written policies; receives, reviews, and
manages lawful disposition of seized firearms; and takes command of incidents/scenes when required.
e. Keeps informed of relevant industry changes and trends, conducting appropriate research and analysis;
and provides relevant information to departmental staff.

3.

Capital Planning and Equipment Maintenance
a. Participates in the City’s planning process for capital improvements and equipment replacement decisions
by working closely with city appointed/elected officials and consultants.
b. Researches funding sources such as grants, aid programs, and donations; administers and assists in the
preparation of RFPs and bid requests for police department resources.
c. Coordinates the maintenance and repair of departmental vehicles and equipment. Uses outside repair
services as budgeted, approved, or needed in emergency.

4.

Coordination with Other City Departments ( Areas of coordination include: city/ community events, relevant
police programs/ initiatives, budgeting/ purchasing

issues, workplace safety, and emergencies)

a. Works closely with other department or division heads and administrative staff to coordinate work, provide
updates, and receive other input/feedback. Attends staff meetings.
b. Coordinates work with other department heads by sharing information, actively seeks input/feedback and
provides the same, and informs elected/appointed officials about important issues and concerns.
c. Works closely with city hall staff on relevant permits and licenses.
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V.

ESSENTIAL FUNCTIONS ( cont.)
5.

Supervision of Department Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory functions
for supervised positions such as staffing/ hiring, training and staff development, assigning and prioritizing
work, reviewing work, coaching and evaluating performance, compensation/ rewards, and
discipline/discharge per City policy and under the Council’s final approval for hiring and firing.
b. Oversees the discipline and conduct of uniformed and non-uniformed personnel. Receives and
appropriately responds to complaints about officers, conducting personnel investigations into individual’s
actions when supported by allegations, based on Supervisor’s observations or otherwise required by law.
c. Oversees and participates in department’s regular work and workload: regularly inspects officers’
appearance; supervises performance and reviews work output including officers’ reports; and
performs duties and responsibilities of subordinate positions as needed.
d. Promotes workplace safety through ongoing efforts related to employee training and awareness.

6.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a wide
variety of individuals and groups; interacts with consultants and contractors; and informs City
Administrator of significant public relations concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information, discern
issues and concerns, and improve operations of assigned department.
c. Receives requests for information, complaints, and other input/feedback about department and either
personally responds or directs employees to respond. Informs City Administrator of noteworthy
problems/complaints and refers any critical matters for the council’s consideration.
d. Prepares and delivers presentations regarding various topics, cases and crime prevention issues.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by the City Administrator or apparent to the incumbent.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES (including those under Patrol Officer job class)
Also considered essential functions of each position covered by this job description.
Knowledge of;
each major area of accountability
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures

Skill to;
planning and evaluating
department’ s operations
coordinating and controlling citywide financial systems and
programs

City Council’s overall budget
goals and each department’s
work plans

preparing/administering operating
and capital budgets and budget
plans

City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super-structure
principles and practices
applicable to modern law
enforcement/policing
principles and practices
applicable to emergency
management

conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros & cons
of various options
providing/presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
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Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
keep current on law
enforcement/policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities (and individuals)
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement Council policies and
carry out Council and City
Administrator directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
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VIII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.

Knowledge of;
management principles and
practices as they apply to public
sector

Skill in;
communicating, both verbally and
in writing; and using an appropriate
degree of tact, persuasion and
influence depending on the
situation

Ability to;
cope with the mental stress of the
position

office automation and other
technologies useful for municipal
operations

providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace

operate a personal computer and
other typical office machines
speak and write effectively in
English

program management, process
control and improvement, work
flow management

using office software and ensuring
information technologies help to
increase work productivity

use active listening skills and
receive input/feedback (and
constructive criticism) on
performance

OSHA and other safety-related
laws, rules, and regulations

operating a patrol vehicle and
using personal and departmental
weapons

interact with various local &
community organizations

promote work products that are
complete, accurate, and error-free
work beyond normal work hours as
well as evenings, some weekends,
and holidays
attend meetings within and outside
the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone, copy and fax machines, and other typical office equipment.
Specialized police equipment including: Taser, Radar, and Police Radio.
All machines, tools, and equipment used by subordinate personnel.

Core Competencies for Successful Job Performance
Establishing Focus

Fostering Teamwork

Technical Expertise

Providing Motivational Support

Influencing Others

Diagnostic Information Gathering

Empowering Others

Building Collaborative
Relationships

Forward/Analytical/Strategic
Thinking

Attention to Communication

Results Orientation

Oral Communication

Decisiveness

Persuasive Communication

Thoroughness

Developing Others
Managing Performance
Managing Change
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IX.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.

1. Bachelor’s degree in police science, law enforcement, or criminal justice or related program. ( Up to two years
of college may be substituted with experience at sergeant of higher level.)
2. Five years of full-time work experience in law enforcement or criminal justice fields, including at least two years
of supervisory experience.
3. Supervisory experience at a sergeant or higher level with specific responsibility for work scheduling,
assigning/prioritizing/reviewing work, evaluating performance and coaching, and budget preparation.
4. Licensed as a peace officer with MN POST Board or eligible to be licensed (at time of appointment).
5. Valid Minnesota Class D driver’s license (or ability to obtain within employer’s time-frame).
6. Certification as First Responder.
7. Must meet the same MN POST Board minimum selection standards for hiring a patrol/police officer.

X.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications

and job- related characteristics—

referenced elsewhere in this description and other job

documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Master’s degree in police science or criminal justice OR closely-related program.
Experience as a police chief or other high-level command position in a city of similar size or larger.
Advanced course work from a POST command college or similar executive management program such as
the FBI National Academy, Northwestern School of Staff and Command or Southern Police Institute
Command School.
Two years of experience as a chief law enforcement officer in a municipal police department or similar
agency OR experience in a high-level command position with direct responsibility for managing several
police functions including the performance of administrative duties.
CLEO certification from Minnesota Police Chief’s Association ( MPCA).

XI.

Commented [ BB3]: No longer offered, eliminate

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in office setting including sitting at desk for extended periods of time and working on a computer. Uses a
number of repetitive movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus, and
hearing. Physical demands also include moving around the office, the police area, and city hall building and can
involve reaching, pulling/ pushing, grasping, and holding. Can be exposed to outside weather conditions. Attends
meetings within and outside the City. Operates departmental vehicles. Works beyond normal work hours as well as
evenings, some weekends, and holidays. May serve on-call and must be able to personally respond to urgent and
emergency situations for police chief position and emergency management duties.
The incumbent can be subject to all of the working conditions of the Patrol/Police Officer job class.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
Current Addenda: 1). Emergency Management Director
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POLICE INVESTIGATOR
Approved: 6/1/21
Last Revised: 6/1/21

I.

IDENTIFYING INFORMATION

JOB TITLE: Police Investigator
IMMEDIATE SUPERVISOR: Police Lieutenant

DEPARTMENT: Police

WORK STATUS: Full time

WORK LOCATION: City Hall

WORK HOURS: Per Supervisor

DEPARTMENT HEAD: Police Chief

FLSA STATUS: Nonexempt

PAY GRADE: cba

JOB SERIES: Patrol and Investigation

II. PURPOSE
Serves as a sworn member of City’s police department to dutifully protect life and property through the responsible
performance of a diverse array of patrol and police functions. Responds to calls for service and provides emergency
public assistance. Enforces state laws and city ordinances as well as county ordinances and federal laws.
Conducts investigations according to incumbent’ s training and experience as well as position’ s level of authority.
Note:

Positions under this job class typically work as generalists with a particular focus as patrol officers
who may encounter and respond to: arguments/ disputes/ fights, prowler/ trespassers, disorderly
conduct & public nuisances, intoxicated persons, and violations involving use of controlled
substances. Performs additional or special duties as assigned by the Chief or Sergeant.

III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: Police Chief, Police Lieutenant
Works closely with: Fellow patrol officers, Police Secretary, city attorney
Communicates with:
Internally - all city departments and employees including the Fire and Rescue & Ambulance Service
Externally - Sherburne County 911 Dispatch, county attorney, Sheriff’ s department, and social services;
area hospitals, clinics, and detox centers; surrounding city police departments, Minnesota
State Patrol and various federal/state/area public agencies; city schools and businesses,
various civic/community organizations and groups, and city residents & tourists
Receives supervision from: Police Sergeant Lieutenant
Receives training instruction/direction from: Field Training Officer (FTO), assigned in-house training officers
Supervises: Volunteers, Police Reserve Officers

IV. ESSENTIAL FUNCTIONS
1.

Keeps supervisors informed of all appropriate department matters.

2.

Performs duties and responsibilities related to Patrolling, Call Response & Emergency Response
Operates police vehicles during routine patrol, call response, and emergency situations.
Identifies potential physical and safety hazards if observed during patrols; inspects hazard (if on
city-owned property) and reports to public works or administrative staff or appropriate
business/property owner; and investigates any observed or reported public nuisances.
Monitors any observed severe storm or weather activity during shift and notifies 911 Dispatch of
significant conditions.
Responds to routine and urgent calls for service including: all types of alarms, disturbances and
other potentially illegal behaviors/ activities; reports of missing/ found/ endangered persons; and
welfare & safety checks. Takes appropriate action(s) including arrests/detentions, referrals to social
services, and mental health transports.
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Police Investigator
IV. ESSENTIAL FUNCTIONS (cont.)
2.

Performs… Patrolling, Call Response & Emergency Response ( cont.)
Responds to emergencies: provides—commensurate with training & experience— emergency
medical service at accident and crime scenes or assists fire/rescue/ambulance personnel as
requested; establishes a safety/security perimeter if possible; and controls crowd/onlookers and
directs traffic.
Responds to requests from public: provides information to residents and tourists; provides
assistance to disabled motorists; and provides other assistance according to department policy.

3.

4.

Performs duties and responsibilities related to Proactive Policing & Active Police Coverage
Investigates suspicious circumstances and activities; stops & interviews suspicious persons; and
intervenes in observed dangerous, suspicious or criminal activities.
Enforces traffic laws of the State of Minnesota and ordinances of the City of Becker; issues citations
or warnings for moving, mechanical & safety violations; maintains stationary and moving radar
surveillance; and conducts traffic/seatbelt surveys as assigned.
Provides a police presence during city events and, as directed, observes demonstrations, protests,
picket lines. Acts if necessary to preserve the peace, protect property, and enforce the law.
Apprehends and arrests suspected law violators: places individuals under arrest using approved
protocol and procedures ( e.g. advises of rights, questions, searches, etc.) and transports to
detention center or other appropriate facility.
Administers Blood Alcohol test for DPS/DVS notification, if certified to do so, or finds certified officer
to administer the test.
Participates in raids and search warrant executions; performs stakeouts, surveillance of persons or
places; and initiates a variety of investigations.
Issues citations for parking violations, follows up on habitual violators, and enforces animal complaints.
Performs duties and responsibilities related to Investigations & Court Proceedings
Investigates all alleged criminal behavior based on personal observations and complaints.
Conducts preliminary crime and accident investigations: secures crime or accident scene; surveys
scene for witnesses, interviewing witnesses and victims and obtaining information on suspects; and
searches area for physical evidence, gathering and preserving evidence through established
department procedures.
Using approved techniques interrogates suspects, obtaining statements and confessions.
Prepares incident/ accident reports, citations, affidavits and other legal documents, memoranda and
other correspondence; prepares for court testimony; and testifies as witness in criminal and civil
proceedings.
Performs follow-up crime and accident investigations, assisting other officers as assigned.
Maintains and organizes evidence/property room and assists with the proper disposition of
evidence ( destruction/ transfer/ etc.) and sale/auction of seized property.
Investigates and arranges for removal of abandoned/ stolen vehicles and property.

5.

Performs duties and responsibilities related to Equipment Care & Maintenance
Performs operator-level checks and services on patrol vehicle, keeping it clean and orderly.
Inspects vehicles and other equipment, reporting deficiencies and needed repairs to Supervisor.
Inspects and cleans handgun, firearms and other weapons, keeping them in proper working order.
Inspects duty belt, ensuring it is properly equipped per Supervisor’s guidance.

6.

Performs duties and responsibilities related to Training, Paperwork and Recordkeeping
Participates in departmental and outside training to maintain knowledge, skills and abilities
necessary to perform duties. Maintains Minnesota POST license and a good driving record.
Attends and conducts specialized training as approved by the Chief.
Completes routine and other paperwork critical to essential duties and properly maintains official
records and other files/documents.
Performs clerical tasks within the office, including filing, data entry/retrieval, and answering phone.
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IV.
7.

V.

ESSENTIAL FUNCTIONS ( cont.)

Performs crime scene activities
Serve in an investigative role at a crime scene
Direct other law enforcement personal at the scener scene
Secure the scene and direct others, promptly collect and secure evidence
Assist victims and other innocent parties
Initiate investigation and apprehension of individuals as appropriate

Commented [ BB3]: Changed “ scener” to “ scene”

8.

Performs investigative duties
Conduct investigation of complaints as assigned, including identification, collection, processing, and
preservation of evidence.
Locate and gather information from informants, suspects, experts, victims, and witnesses.
Take statements for use in developing the investigation.
Make arrests or forward for complaint as justified by facts developed.
Develop complete and concise oral and written reports as assigned by a Supervisor.
Maintain complete and accurate notes and files on investigations.
Provide complete and credible testimony in court.
Assist prosecuting attorney in development of case.
Become familiar with criminals and criminal suspects and their likely location.

9.

Perform administrative duties
Work in advisory and technical role with other agencies as assigned to develop maximum cooperation and
efficient use of investigative resources.
Share information with appropriate department personnel and other agencies.
Maintains community relations through public speaking, exhibits, tours and various programs.

OTHER DUTIES and RESPONSIBILITIES
Performs additional or special duties as assigned by Police Chief or Lieutenant.
Performs other related work as apparent or assigned by Supervisor.
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VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Knowledge of;
each duty category and task

Skill in;
using personal and departmental
equipment including firearms &
other weapons

City and department policies &
procedures as well as the Chief’s
directives

Ability to;
follow department’s and City’s
code of conduct

analyzing problems/situations,
taking decisive and effective
action, and using proper
procedures

City’s and Department’ s
organizational structure,
operations, programs and
activities

communicating, both verbally and
in writing to include analyzing
data, preparing reports and
providing/presenting reliable
information

City’s geography, business &
residential areas, and infra- &
super-structure
applicable federal & state laws
and city & county ordinances

using an appropriate degree of
tact, persuasion, conflict
resolution/mediation, and
intervention depending on the
situation

office automation and other
technologies useful for
patrol/police duties

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

investigative techniques and
procedures
relevant medical & legal
terminology and court rules &
procedures

using information technologies to
increase work productivity

first aid, CPR, and other first
responder procedures
employing available resources

attend mandatory and other
training and satisfy learning
objectives
keep current on law enforcement,
criminal justice, & policing fields
and related issues
work independently and perform
duties with consistency and
uniformity
handle not public data and other
sensitive information IAW state
statute and City/department policy
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
work beyond normal works hours
as well as evenings, weekends
and holidays

interviewing and conducting
various types of investigations

cope with the mental stress and
physical demands of the position
including emergency situations

speak and write effectively in
English

maintain fitness for duty in all
essential aspects of position.

interacting with diverse
individuals including
adolescents/ juveniles, the
mentally ill, and elderly

maintain appearance IAW
City/department standards interact
with a diverse individuals
employing available resources

Squad car/vehicle, MDC/MDT, mobile and portable radios, radar,
firearms and other weapons, side handle baton, handcuffs, cameras/ recording/ A-V equipment, intoxilizer & portable breath
tester, medical equipment, investigative equipment, computer and office equipment, phone, and other personal and
departmental equipment.
Machines, tools, and equipment

regularly used:

Standard Duty Uniform and Personal Protective Equipment include:
1.

Department-approved Uniform & Equipment

6.

Body Armor Vest

2.

Collar Brass and approved Tie

7.

Jacket

3.

Name Plate

8.

Duty Belt, equipped

4.

Approved Pants

9.

Other safety equipment (in vehicle)

5.

Footwear

10. Other personal protective equipment (as needed)

EACH OFFICER

IS

RESPONSIBLE

FOR

HIS/ HER UNIFORM’

S

UPKEEP

AND

MAINTENANCE
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VII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
1. Associate’s degree in law enforcement, criminal justice, or related program.
2. Licensed as a peace officer with Minnesota POST Board or eligible to be licensed (at time of appointment).
3. At least 2 years of full-time patrol experience with the Becker Police Department or at least 2 years of fulltime experience with another qualified law enforcement agency
4. Valid Minnesota Class D driver’s license (or ability to obtain within employer’s time-frame).
5. Demonstrated knowledge and experience in complex criminal investigations.

Commented [ BB4]: New language?

VIII. MINIMUM SELECTION STANDARDS ( not all-inclusive)
Other minimum selection standards and pre-employment requirements can be found in application and other hiring materials.
1. Must be a United States citizen.
2. Must not have a felony conviction (as defined in Minnesota).
3. Must successfully pass a comprehensive background investigation, physical strength and agility test,
psychological evaluation, and medical examination as approved by Minnesota POST.
4. Must meet all other state requirements and City minimum hiring standards.
5. The position is an assigned position by the department and the Chief of Police may reassign an officer
assigned to the position as his/her discretion.

IX. PREFERRED QUALIFICATIONS ( not all- inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.

Bachelor’s degree in law enforcement or criminal justice or closely-related program.
Two years of experience in law enforcement or criminal justice field.
Volunteer work in law enforcement or criminal justice field.

X. WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only; refer to the addendum for a fuller listing of the position’ s physical and mental requirements.
Work involves an element of personal danger and high levels of physical, emotional, and mental stress to deal
with people in wide variety of situations. Must be able to act without direct supervision and exercise independent
judgment, discretion, and decision making. Majority of the duties are carried out in a squad car, outside the
office, and in the community while wearing full duty gear. Works in all types of weather conditions and
temperature extremes. Possible exposure to irritants/fumes, hazardous substances including dangerous drugs,
blood- and air-borne pathogens and other infectious diseases, vibrations and noise, fire and smoke, and possible
risk of electric shock. Uses all types of vision (including night and color) and all other senses. Requires regular
standing/walking or sitting, and might involve numerous other movements such as bending/stooping,
crouching/ kneeling, pushing/ pulling, and twisting/ turning. Regularly uses fine dexterity and large motor skills.
Considerable physical effort may be spent while running, lifting/moving, and physically grappling with, and
detaining/arresting people. Must be able to lift/carry/move up to and in excess of 100 pounds. Potential
exposure to life threatening situations. Work includes evenings, weekends, nights, and holidays.
Must be able to respond to urgent and emergency situations.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your

work responsibility. While data are being accessed, you should take reasonable measures to ensure
the not public data are not accessed by individuals without a work reason. Once the work reason to
access the data is reasonably finished, you must properly store the not public data according to the
provisions of Minnesota State Statutes, Chapter 13.
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POLICE LIEUTENANT
Approved: 5/3/2016
Last Revised: 3/19/2019

I. IDENTIFYING INFORMATION
JOB TITLE: Police Lieutenant
SUPERVISOR: Police Chief
DEPARTMENT HEAD: Police Chief
JOB SERIES: Patrol and Investigation

DEPARTMENT: Police
FLSA STATUS: Non-exempt
PAY GRADEBAND: 11C41

WORK LOCATION: Police Station
WORK STATUS: Full-time, Hourly
WORK HOURS: Per Supervisor

II. PURPOSE
Performs first- level supervisory and administrative work to assist the Police Chief in the management of the
department’s uniformed and non-uniformed personnel and daily operations. Regularly performs all of the duties
and responsibilities of a patrol/police officer including patrol, crime prevention, law enforcement, investigation,
and emergency response. Promotes the effective and efficient use of department resources. Participates in the
department’s programs and activities as directed by the Police Chief. Serves as department’s designated
Training Officer and City’s Assistant Emergency Management Director.
III. ORGANIZATIONAL

RELATIONSHIPS

Reports to: Police Chief
Works closely with: All patrol/police officers, city and county attorneys
Communicates with:
Internally all city departments and employees
Externally other lieutenants and officers in surrounding cities; Sherburne County deputies, 911
dispatch, and social services; DPS, DVS & BCA staff, and staff of other state and federal
agencies; vendors/suppliers; including repair shops; contractor’s personnel; tourists and city
residents
Supervises: all patrol/police officers, non-uniformed employees, and civilian employees
Provides work direction to: all department staff and volunteers/ Police Reserves (as delegated by Police Chief)
IV. DELEGATION OF AUTHORITY
As the department’s first-level supervisor the incumbent has specific responsibility to assign, direct, and review the
work of subordinate staff. The incumbent has the authority to decisively respond to urgent and emergency situations
in accordance with City and department policies/guidelines and assume the role of incident scene commander. As
Training Officer the lieutenant develops and coordinates the department’s continuing education program for all
mandatory in-service requirements and special training opportunities. The employee also participates in the
preparation/ administration of the department’s budget including equipment maintenance & repair decisions; and as
directed by the Chief coordinates various plans, programs, or activities.
V. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Supervises and Directs all Patrol/ Police Officers
Prepares work (shift) schedules, authorizes overtime, and approves requests for time off. Reviews time sheets.
Conducts inspections of personnel and equipment, ensuring corrective measures are taken or pursued.
Assigns specific work duties or tasks depending on department and individual workloads.
Reviews officers’ paperwork for correctness with department and state standards.
Coaches/mentors, evaluates performance, and provides input to the Chief. May provide basic corrective
measures related to officers’ work activity.
As directed by the Chief, may assist in other supervisory functions such as hiring.
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POLICE LIEUTENANT
V.

ESSENTIAL FUNCTIONS ( cont.)
Provides Technical Leadership to Patrol/Police Officers
Provides guidance on techniques and methods to assist officers in various aspects of investigations
including legal authority, evidence gathering/processing, interviewing, assessment and case management.
Provides information about, and enforces, department’s policies, disciplinary standards and work rules.
Promotes workplace safety through observation and setting a good example.
Performs various administrative duties and responsibilities
Assists in carrying out Police Chief’s directives and initiatives.
Prepares, processes and maintains a variety of forms and reports including ICRs, UCRs, daily reports, etc.
Assists the Chief and Secretary in the maintenance of the department’s investigative records and files.
Participates in budgeting process through recommendations made to Police Chief.
Performs all of the duties and responsibilities of a Patrol/Police Officer, regularly and as needed.
Assists other law enforcement agencies when requested or assigned.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by the Police Chief or apparent to the incumbent.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES (including those under Patrol Officer job class)
Knowledge of;
each area of responsibility and
duty category
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City Council’s overall budget
goals and each department’s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super-structure
principles and practices
applicable to modern law
enforcement/ policing
principles and practices
applicable to emergency
response

Skill to;
providing/presenting reliable
information and sound advice to
department head and subordinate
staff
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally and
in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace
using office software and ensuring
information technologies help to
increase work productivity
operating a patrol vehicle and
using personal and departmental
weapons & equipment
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Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities (and individuals)
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

Ability to;

OSHA and other safety-related
laws, rules, and regulations

interviewing and conducting
various types of investigations

interact with various local &
community organizations

office automation and other
technologies useful for municipal
operations

assuming effective command in
the field

operate a personal computer and
other typical office machines
speak and write effectively in English
use active listening skills and
receive input/feedback (and
constructive criticism) on
performance
promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings as well as some
weekends and holidays
attend meetings within and outside
the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone, copy and fax machines, and other typical office equipment.
All machines, tools, and equipment used by patrol/police officer.

VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Associate’s degree in law enforcement, criminal justice, or related program.
2. Considerable experience as a law enforcement officer.
3. Licensed as a peace officer with Minnesota POST Board or eligible to be licensed (at time of appointment).
4. Valid Minnesota Class D driver’s license (or ability to obtain within employer’s time-frame).
5. Certification as First Responder; CPR certification; and First Aid certification.
6. Must meet the same MN POST Board minimum selection standards for hiring a patrol/police officer.

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation—

might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring

process and in a promotional context.
Demonstrated supervisory skills or ability to lead others.
Relevant supervisory experience and training including direct responsibility for scheduling, assigning, and
evaluating the work of others as well as duties in coaching/mentoring/training.
Bachelor’s or Master’s degree in law enforcement, criminal justice, or related program
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POLICE LIEUTENANT
X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work involves an element of personal danger and high levels of physical, emotional, and mental stress to deal
with people in wide variety of situations. Must be able to act without direct supervision and exercise
independent judgment, discretion, and decision making. Majority of the duties are carried out in a squad car,
outside the office, and in the community while wearing full duty gear. Works in all types of weather conditions
and temperature extremes. Possible exposure to irritants/fumes, hazardous substances including dangerous
drugs, blood- and air-borne pathogens and other infectious diseases, vibrations and noise, fire and smoke, and
possible risk of electric shock. Uses all types of vision (including night and color) and all other senses.
Requires regular standing/walking or sitting and might involve numerous other movements such as
bending/stooping, crouching/kneeling, pushing/pulling, and twisting/turning. Regularly uses fine dexterity and
large motor skills. Considerable physical effort may be spent while running, lifting/moving, and physically
grappling with, and detaining/arresting people. Must be able to lift/carry/move up to and in excess of 100
pounds. Potential exposure to life threatening situations. Work includes evenings, weekends, nights, and
holidays. Must be able to respond to urgent and emergency situations.
The incumbent is subject to all of the working conditions of the Patrol/Police Officer job class.

Data Practices Notice/Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility.
While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision (Date) History:
3/19/19
Notes on Changes:
3/19/19: Title of position was changed from Police Sergeant to Police Lieutenant.
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PROGRAM COORDINATOR
Approved: 05/03/16
Last Revised: 12/17/19

I. IDENTIFYING INFORMATION
JOB TITLE: Program Coordinator
SUPERVISOR: Recreation Services Manager
DEPARTMENT HEAD: Recreation Services
Manager
JOB SERIES: Recreation & Leisure Services

DEPARTMENT: Parks & Recreation
WORK LOCATION: Becker Community Center
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary Appointments

WORK STATUS: Full-time & Part-time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASISBAND: Hourly, Nonscheduled B22

II. PURPOSE
Performs first-level supervisory, skilled, para- professional, and administrative work to assist in the management
and supervision of the community center’ s programs/ activities, teach a variety of recreation/ fitness classes &
leisure workshops, and participate in the daily operations. Exercises a high degree of expertise in the coordination
and instruction of city-wide programs and activities. Serves on employee or other committees as assigned.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Recreation Services Manager
Works closely with:
Administrative Support Specialist, front desk staff, other program coordinators, and class
instructors
Communicates with:
Internally - all BCC staff including attendants, associates, and custodial workers
Externally - other recreation supervisors in surrounding cities; relevant school district and county
staff, staff of relevant state agencies; building maintenance contractors;
vendors/ suppliers; professional associations/ organizations; community center members
users; and city residents.
Supervises: assigned part- time and seasonal community center staff
Receives some work direction from: Administrative Support Specialist ( when serving as Manager- on-Duty
MOD)

IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks

that can be logically inferred are not specified.)

Supervises and Directs assigned part- time/ seasonal staff
Prepares work ( shift) schedules and approves requests for time off.
Assigns specific work duties or tasks and re-prioritizes as appropriate.
Observes employees’ work performance and reviews work results to evaluate compliance with program
standards, city policy, and applicable legal requirements.
Coaches/ mentors, evaluates and provides input to Recreation Services Manager on employee performance.
Participates in hiring process including recruitment, applicant evaluation, and selection.
Make recommendations to supervisory staff regarding employee discipline and exemplary work.
Provides input, to Recreation Services Manager, on personnel- related items.
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PROGRAM COORDINATOR
V. ESSENTIAL FUNCTIONS ( cont.)
Serves as Coordinator for assigned program or various programs and activities
Assists Recreation Services Manager in the development of programs and activities for
youth/ adults/ seniors at the community center, parks, or other recreation facility.
Schedules staff and space for programs including classes, workshops, and activities.
Assists in recruiting/ hiring attendant staff for various programs/ activities.
Supervises and conducts/ instructs/ guides classes, workshops, and activities for City- sponsored and cosponsored programs. Opens/ closes community center building when assigned.
Assists Recreation Services Manager in the recruitment/ selection of program leaders for BCC programs.
Promotes safety through monitoring and follows up on any observed and/ or reported hazards.
Plans, promotes and implements special events.
Participates in program evaluation.
Serves as Coordinator for classes & workshops ( fitness, aquatics, youth sports, summer camp, art, music, etc.)
Prepares lesson plans, readies materials, and sets up facility space.
Conducts assigned classes or conducts various classes and workshops.
Supervises recreation activities and special events as assigned.
Assists in the preparation of a variety of brochures/ flyers, letters, posters, news releases, and related
marketing materials. Provides input on content for BCC’ s website and social media.
Participates in BCC’ s promotional efforts by meeting with school officials, community groups/ organizations,
and residents to explain programs and activities.
Follows emergency procedures: administers first aid and other life-sustaining treatments commensurate
with training; calls 911 based on established protocol; and completes required paperwork and notifications.
Assists full-time staff with some administrative duties and tasks
Assists Recreation Services Manager and
marketing, and registration.

Administrative Support Specialist with program management,

Assists in the implementation and enforcement of rules, policies and procedures.
Participates in the development and preparation of calendars, schedules, and other organizational tools.
Participates in the rental/ use of community center facilities. Provides tours.
Provides back- up to reception staff.
Works with Recreation Services Manager and Administrative Support Specialist to maintain the
department’ s records and files.
Assists the Recreation Services Manager with program budgets and provides input.
Serves as a member of various employee committees as assigned.
Assists Recreation Services Manager in various aspects of the community center’ s building operations
Monitors program operations and safety conditions, reporting problems to building attendants or MOD.
Assists in the maintenance of recreation equipment.
Works with custodial staff to promote the cleanliness and safety of center facilities.
Opens, closes, and secures building when assigned or as needed.
Performs duties and responsibilities of subordinate positions as needed.

VI. OTHER DUTIES AND RESPONSIBILITIES
Provides back- up to receptionists when needed.
Performs other duties as directed by Recreation Services Manager or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and duty
category
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
City Council’ s overall budget goals
and each department’ s work plans
City and Department’ s
organizational structure,
operations, programs and activities
City’s geography, business &
residential areas, and infra- &
super- structure
particular subject matter for
program or class
principles and practices applicable
to leisure/ recreation management
P&R-related facilities & equipment
and their proper use
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for municipal
operations

organizing & coordinating a wide
variety of programs and activities
for diverse age groups
providing/ presenting reliable
information and sound advice to
department head and subordinate
staff
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally and
in writing; and using an appropriate
degree of tact, persuasion and
influence depending on the
situation
providing leadership/ supervision to
employees and promoting a
positive and motivational workplace
using City’s automated
management software & office
software and ensuring information
technologies help to increase work
productivity
evaluating programs for any
changes & improvements

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
keep current on leisure/ recreation
management and related topics
through participation in/contact with
appropriate organizations,
agencies, and other entities ( and
individuals)
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City
obtain certifications as needed and
directed by supervisor
maintain a professional
appearance while on duty
positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: Safety and cleaning equipment, personal computer and peripherals,
various software applications ( word processing, spreadsheets, etc.), telephone/ paging system, copy and fax machines,
and other typical office equipment.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. For Children’ s Program Coordinator: two years of experience and/or post-secondary coursework in early
childhood education.
2. For Fitness and Events Coordinator: two years of experience with the development, implementation and
supervision of fitness- related programs, events, and activities for youth, families, and adults.
3. For Aquatics Coordinator: Two years of experience with the development, implementation and supervision of
aquatic programs and operations. Current Lifeguard certification or ability to obtain within employer’ s specified
time- frame.
4. Certification in First Aid and CPR/ AED or ability to obtain.
5. Valid Minnesota Class D driver’ s license or ability to obtain within employer’ s specified time-frame.
6. Must pass all government- mandated and employer- required background checks.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Bachelor’ s degree in parks and recreation management, sports and recreation management, or closely
related program.
Previous supervisory experience including direct responsibility for hiring and training.
Knowledge of computers and software.
For Aquatics Coordinator:
Certification as Water Safety Instructor ( WSI).
Instructor Training in Lifeguarding, Aquatics, First Aid/AED/ CPR
CPR/ AED for Professional Rescuers and Health Care Providers Instructor Training.
Licensed Training Provider ( LTP) or comparable certification.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in community center with an indoor ( chemically- treated) pool with time spent in office as well as working
in/around recreation and child care facilities. Uses a number of repetitive movements, fine motor skills and
hand- eye coordination. Uses near and distance vision, peripheral vision and depth perception, color vision,
ability to focus, sense of touch, and hearing. Physical demands can also involve reaching, pulling/ pushing,
grasping, and holding. Operates fitness equipment and works with cleaning chemicals. Regular and occasional
lifting/ carrying/ moving of objects weighing up to 60 pounds. Uses authorized vehicle( s) to travel within and
outside of city including transportation of school- aged children. Works outside normal hours including evenings
and some weekends.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.
The employee is subject to the same working conditions as subordinate positions.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.
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Revision ( Date) History:
12/ 17/19
Notes on Changes:
12/17/19
Changed Adventure Zone Program Coordinator to Child Care Coordinator under Minimum Requirements
Changed Fitness Coordinator to Fitness and Events Coordinator under Minimum Requirements
Added Aquatics Coordinator under Minimum and Preferred Requirements
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Pro-Shop Attendant
Approved: 10/20/2020
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Pro Shop Attendant
SUPERVISOR: Golf Services Manager
DEPARTMENT HEAD: Recreation and Leisure
Services Assistant Director
JOB SERIES: Golf Operations

DEPARTMENT: Golf
FLSA STATUS: Non-exempt
PAY GRADEBAND: 3A12

WORK LOCATION: Pebble Creek Golf
WORK/PAY STATUS: Seasonal, Hourly
WORK HOURS: Per Supervisor

II. PURPOSE
Responsible for greeting customers, answering phone calls and booking tee times while providing a quality & knowledgeable
experience for any guest. Maintains a clean and friendly work environment, promotes weekly shop games and merchandise.
Follows established opening, closing and cash handling procedures.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Golf Services Managers
Works closely with: Golf Services Manager / Outside Services Staff
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event goers.
Supervises: None, however may give direction to Outside Services Staff when needed as part of providing a premium golf
experience at PCGC.

IV. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties
and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Assist the daily operations of the Golf Shop, including: Tee Times, Point of Sale, Merchandise Management, and the like.
Provides a professional level service to all members and guests.
Able to answer telephone calls in a professional manner and manage tasks associated.
Works with the golf and other club staff to successfully implement the overall vision of providing the finest golf and social
experiences for the membership of Pebble Creek Golf Club.
Assists the Golf Services Manager with all activities and operations associated with daily play to deliver operational
excellence.
Displays an affable personality and presence in the golf shop, practice amenities, and while on the golf course.
Capable of picking the driving range, cleaning the golf balls, and restocking balls in the Golf Shop.
Ensures pro-shop is attractive, neat, clean and merchandise is appropriately displayed.

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor

VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;
CITY
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Pro-Shop Attendant
Each area of responsibility and
duty category

Following instructions
Speaking English clearly

Relevant department and PCGC
policies and procedures

Listening carefully

Department and PCGC facilities,
programs and activities

Communication well with people
as individuals and in groups

Basic golf rules and etiquette

Problem solving

OSHA and other safety related
laws, rules and regulations

Working cooperatively with other
PCGC staff members

Principles and practices related
to customer service

Managing assigned areas during
periods of high volume

First aid treatments

Using appropriate degree of tact,
persuasion and influence
depending on the situation
Establishing a rapport with club /
facility users
Decisively enforcing rules with
consistency and uniformity
Working with patience

handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ PCGC policies
and carry out supervisor’ s directives
work independently and with a high
degree of initiative
focus on the task at hand, switch
from task to task, and work with time
demands
interact with adults and children
speak effectively in English
effectively use written English when
filling out reports/ forms and other
paperwork
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays
attend and successfully complete
mandatory training and required staff
meetings
maintain a professional appearance
while on duty
positively and enthusiastically
represent the department & PCGC
produce high quality work results

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone/ paging system, copy and fax machines, and other typical
office equipment, golf related equipment including golf carts, range picker, and ball dispenser, and ball washing machine.

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1.

Passion for the game of golf.

2.

High degree of professionalism and commitment to excellence and first-class standards.

3.

Detail oriented individual and able to prioritize work, managing multiple tasks with limited supervision.

4.

Excellent communication skills, both verbal and written.

5.

Experience with automated management software programs used in retail environment. Proficiency in word
processing and spreadsheet software.

6.

Ability to integrate quickly with the culture of the staff and Club.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
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Pro-Shop Attendant
Previous experience working in a golf pro-shop.

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works mostly indoors at golf course pro-shop with additional duties performed in/around the building including
golf course grounds, the grill & bar, offices, and event facilities. Incumbents can sit and work at desk or use
computer for extended periods of time. Incumbent may stand for extended periods of time while assisting
customers at the counter. Uses large and fine motor skills, hand- eye coordination, and finger dexterity.
Depending on the task, the employee can reach, bend, push/ pull, grasp, and hold. Lifting/ carrying/ moving can
include objects weighing up to 25 pounds. Works beyond normal work hours as well as evenings, some
weekends, and holidays.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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PUBLIC SERVICES DIRECTOR
Approved: 5/15/ 2018
Last Revised: 3/5/2019

I. IDENTIFYING INFORMATION
POSITION TITLE: Public Services Director
SUPERVISOR: City Administrator
DEPARTMENT: Public Services
DEPARTMENT HEAD: Public Services Director
JOB SERIES: Public Services Management

MAJOR DIVISIONS:
1. Public Works & Parks; and
2. Recreation & Leisure Services
FLSA STATUS: Exempt
PAY GRADEBAND: 14E81

WORK LOCATIONS: Offices at BCC & PCGC;
public works shop, water/wastewater shop, public
utility facilities, and various work sites throughout city
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs executive, administrative, and professional work to manage the City’ s public services department.
Exercises overall and direct responsibility for a number of public service functions including water treatment/
distribution and wastewater collection/ treatment, street and park maintenance, and recreation & leisure services.
Major facilities include a golf course & clubhouse, a community center, water & wastewater facilities and related
infrastructure, streets and related infrastructure ( above and below ground), and parks/ green areas. Also
manages the maintenance program for other municipal buildings and grounds as well as city-owned vehicles and
equipment. Engages in, but is not limited to, strategic planning in conformance with the City’ s comprehensive
plan; leading a sizable and diverse staff with progressive personnel management practices; and managing
operating and capital budgets to promote the effective and efficient use of City resources. Actively participates in
community development/ planning activities to ensure the City’s infrastructure and recreational opportunities
support the City’s growth and development as directed by the City Administrator. The incumbent is expected to
provide exemplary customer service to the community and direct work using environmentally- friendly or
conscientious processes.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: City Administrator
Works closely with: City Administrator, city administrative staff, consulting engineer, Public Works
Committee, Parks and Recreation Commission, Golf Management Committee, and City Council
Communicates with:
Internally - all city departments and employees
Externally - other public administrators, public works professionals, golf course administrators, community
center managers; MPCA, MDOH, and DNR staffs; other state/ county/ federal agencies,
consulting engineers, other consultants, contractors, suppliers & vendors, business owners
and landowners, utility customers and city residents.
Supervises: All department staff (full-time, part-time, seasonal, etc.)

IV. DELEGATION OF AUTHORITY AND APPOINTMENTS
As administrative head of this major department the incumbent has authority to manage the department’ s functions,
programs & services, and activities subject to City Administrator’ s oversight and City Council’ s policy guidance. The
incumbent is expected to provide in-house expertise, advice, and recommendations to the City Administrator, the City
Council, and several advisory bodies. The employee exercises full supervisory authority to lead a large portion of the
City’s workforce in conformance with the City’ s personnel policies and labor agreements and according to centralized
HR processes. The employee also exercises full delegated authority to directly manage major city-owned capital
assets and other resources under Council- approved plans, policies, and directives. Working with the Finance Director
and others, the incumbent prepares the department’ s budget, capital improvement plans, and equipment replacement
plans— making necessary purchases subject to a maximum daily limit and any other specified controls. The
incumbent has the authority to decisively respond to urgent and emergency situations in accordance with City
policies/ guidelines and generally- accepted standards and practices.
Current appointments: Park and Recreation, Golf Management, Public Works Committee, Emergency Management
Committee.
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PUBLIC SERVICES DIRECTOR
V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability

Core Responsibilities/ Key Priorities

1. DEPARTMENT ADMINISTRATION & COUNCIL SUPPORT
2. GOAL PLANNING, PLAN ADMINISTRATION,
PROFESSIONAL LEADERSHIP
3. DEPARTMENT MANAGEMENT
4. COORDINATION
5. SUPERVISION

OF

WITH

AND

AND

OVERSIGHT

OTHER DEPARTMENTS

DEPARTMENTAL EMPLOYEES

6. EXTERNAL COMMUNICATIONS/ RELATIONS

Legal Compliance/ Budgeting & Purchasing/ Recordkeeping
Reporting/ Policies & Procedures/ Council Support
Long- term Planning/ Plan Administration/ Knowledge &
Expertise/ Board- Commission- Committee Support
Oversight of Regular Operations & Projects/ Marketing &
Advertising/ Events & Activities/ Equipment Maintenance
Joint or Shared Responsibilities with other department heads/
City- wide issues projects events activities emergencies
Employee Relations/ Hiring/ Work Scheduling/ Supervision/
Performance Management/ Discipline/ Safety & Other Training
City Representation & Liaison/ Intergovernmental Relations/
Business, School, & Community Relations

V. ESSENTIAL FUNCTIONS ( cont.)
1.

Department Administration and Council Support
a. Daily coordinates and controls the systems, processes, and activities of assigned department in
compliance with state and federal laws/ rules/ regulations and according to City policies; handles or
oversees the preparation and maintenance of complete and accurate records; and ensures required
reports are completed and submitted to appropriate agency.
b. Regularly informs the City Administrator and Council about department’ s operations, programs, and
activities; prepares department’ s new and revised policies and plans, implementing and administering
them after any required approvals or notifications; and carries out Council directives. Attends meetings of
City Council and relevant boards/ commissions/ committees as directed or needed.
c. Prepares department’ s draft operating budget by coordinating efforts with the Finance Director and deputy
directors; administers Council- approved budget, including seeking approval of non-emergency
purchases/ expenses above established purchase limit; and keeps Finance Director, City Administrator
and the Council informed of significant and noteworthy financial concerns and issues. Coordinates
department’ s loss control/ risk management efforts with city staff and outside professionals.
d. Works with City’s community development staff to review private developer’ s plans for compliance with
applicable city codes and standards as well as other governmental regulations.
e. Works with consulting engineers and other consultants to develop plans, specifications, and other
documentation for any capital projects including enhancements, additions, new constructions, etc.
Coordinates the City’ s bidding/ RFP process.
f. Oversees, and participates in, the development, maintenance and use of the department’ s information
databases & systems related to government data, official records, and assigned tangible assets.

2.

Goal Planning, Plan Administration, and Professional Leadership/ Support
a. Initiates and coordinates the department’ s goal planning process to align with the Council’ s strategic
vision and direction: seeks input/ feedback and approval, as appropriate, from the relevant advisory
bodies; provides advice and makes recommendations to the Council about direction and development of
the golf course and community center AND about the growth and development of the city-owned surface
infrastructure, public utilities, and parks.
b. Manages approved plans ( Golf Course Master Plan, Parks and Trails Master Plan, CIPs, etc.) ensuring
they properly influence the department’ s operating ( work) plans and yearly/ seasonal work activities.
c. Works closely with relevant advisory boards/ commissions/ committees: provides professional knowledge
and technical expertise to appointed officials; conducts research, analyzes trends, and evaluates
organizational performance to discern gains in efficiency and productivity; and recommends new
programs and initiatives.
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V. ESSENTIAL FUNCTIONS ( cont.)
3.

Department Management and Oversight
a. Oversees the department’ s two primary divisions and five operating units through direct supervision of
assistant directors and indirect supervision of subordinate managers and supervisors.
b. Reviews reports and other data & information to determine progress on performance measures, ensure
goals and objectives are being met, and to provide timely feedback to staff.
c. Oversees the maintenance program of department’ s facilities, machinery, and equipment. Authorizes
significant repairs according to approved budgetary or emergency plans and authorizes scheduled
replacements according to approved plans.
d. Oversees the department’ s marketing and advertising efforts for the golf course and community center.
e. Oversees subordinates’ coordination of department- sponsored cultural and leisure events and activities
e.g. Freedom Days, golf tournaments, etc.)
f. Oversees, and participates in, subordinates’ management of contractors and consultants, ensuring their
performance satisfies the contract or agreement’ s terms and conditions.
g. Oversees subordinates’ management of seasonal and other in-house projects.

4.

Coordination with Other City Departments ( Areas of coordination include: city/community events, PCGC &
BCC events, Public Works & Parks events, relevant programs/ initiatives, budgeting/ purchasing issues,
workplace safety, and emergencies)
a. Works closely with other administrative staff and department/ division heads to coordinate work and
perform shared responsibilities. Attends staff meetings.
b. Coordinates work with other department/ division heads by sharing information, actively seeks
input/ feedback and provides the same, and informs the City Administrator and elected/ appointed
officials about important issues and concerns.
c. Works closely with City Administrator and Finance Director on capital improvements to actively
manage project finances and potential disruptions to the community.

5.

Supervision of Department Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory
functions for supervised positions such as staffing/ hiring/ interviewing, training and staff
development, managing work schedules including leave approvals, assigning/ prioritizing/ reviewing
work, coaching and evaluating performance, influencing compensation/ rewards, and initiating
discipline/ discharge per City policy and under the Council’ s final approval for hiring and firing.
b. Oversees and participates in department’ s cyclical work: supervises employees’ performance and
reviews work output, assigns special duties and projects, and performs work tasks of subordinate
positions as needed. Ensures proper checks and balances ( internal controls) are followed.
c. Promotes workplace safety through ongoing efforts related to employee training and awareness.

6.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a
variety of individuals and groups; interacts with consultants and contractors; and informs City
Administrator of significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve performance/ productivity of assigned department.
c. Receives requests for information, complaints, and other input/ feedback about department and
either personally responds or directs subordinate staff to respond. Informs City Administrator of
noteworthy problems/ complaints and refers any policy matters for the council’ s consideration.

VI.

OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by the City Administrator or apparent to the incumbent.
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PUBLIC SERVICES DIRECTOR
VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each major area of
accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
principles and practices of public
works administration
principles and practices related
to community recreation/ leisure
services
municipal finance and various
funding sources for public works
and other capital projects
principles and practices for
management of public works
assets & other resources
management principles and
practices for public sector
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for
municipal operations
program management, process
control and improvement, work
flow management
the infrastructure planning
aspects of community &
economic development

planning and evaluating
department’ s operations
coordinating and controlling
systems and projects that have
city-wide and long-lasting impact
preparing/ administering
operating and capital budgets
and budget plans
conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
positioning and promoting PCGC
BCC as community assets
using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity

Ability to;
handle not public data and other
sensitive information IAW state statute
and City policy
keep current on local government
public works, public utilities,
community recreation and related
issues through participation in/contact
with appropriate organizations,
agencies, and other entities ( and
individuals)
continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement Council policies and carry
out Council and City Administrator
directives
interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with mental stress of the position
interact with various local &
community organizations
operate a personal computer, 10-key
calculator, and other typical office
machines
speak and write effectively in English
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
promote work products that are
complete, accurate, and error-free
work beyond normal work hours as
well as evenings and some weekends
attend meetings within/ outside the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), 10-key calculator, telephone, copy and fax machines, and other typical
office equipment.

Core Competencies for Successful Job Performance
Establishing Focus

Fostering Teamwork

Technical Expertise

Providing Motivational Support

Influencing Others

Diagnostic Information Gathering

Empowering Others

Building Collaborative
Relationships

Forward/ Analytical/ Strategic Thinking

Developing Others
Managing Performance
Managing Change

Attention to Communication
Oral Communication

Results Orientation
Decisiveness
Thoroughness

Persuasive Communication
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PUBLIC SERVICES DIRECTOR
VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in a program of study related to public administration or public works administration including
business administration, finance, municipal engineering, environmental engineering, water/ wastewater
technology, or transportation. ( Five years of equivalent work experience may be substituted for bachelor’ s
degree.)
2. Five years of exempt-level experience in a decision- making role with direct responsibility for leading people and
managing substantial resources including work with operating and capital budgets, long- term planning, and
project management.
3. Skill in use of typical office suite applications such as Microsoft Word, Excel, PowerPoint, Access, Outlook, etc.
4. Able to be bonded under City’s selected insurer and insurance coverages.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Master’ s degree in Public Administration or other, applicable master’ s degree program.
Experience with management of municipal enterprises or business management.
APWA Best Practices Training

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works in office setting including sitting at desk for extended periods of time and working on a computer. Uses a
number of repetitive movements, fine motor skills and hand- eye coordination. Uses near vision, ability to focus, and
hearing. Physical demands also include moving around the office, the police area, and city hall building and can
involve reaching, pulling/ pushing, grasping, and holding. Can be exposed to outside weather conditions. Attends
meetings within and outside the City. Operates departmental vehicles. Works beyond normal work hours as well as
evenings, some weekends, and holidays. May serve on-call and must be able to personally respond to urgent and
emergency situations.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
3/5/19
Notes on Changes:
3/519 Added: Five years of equivalent work experience may be substituted for bachelor’ s degree.) to Minimum
Requirements under Section VIII.
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ASSISTANT DIRECTOR,
PUBLIC WORKS & PARKS
Approved:
Last Revised:

I. IDENTIFYING INFORMATION
POSITION TITLE: Assistant Director, Public Works &
Parks
SUPERVISOR: Public Services Director
FLSA STATUS: Exempt
JOB SERIES: Public Services Management

DEPARTMENT: Public Services
DIVISION: Public Works & Parks
PAY GRADEBAND: 12D61

6/5/2018
6/5/2018

WORK LOCATION: Public Works Shop, WTP,
WWTF, various city work sites
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs executive and administrative duties, with technical/ specialized knowledge, to manage a major division of
the public services department that encompasses critical water quality systems & processes and a variety of cityowned facilities and physical assets. Major facilities include a Class A wastewater treatment plant and collection
system, a water treatment plant and distribution system, city-owned surface infrastructure ( streets) and a storm
sewer system, city trails and park amenities, and assigned municipal buildings. Responsible for the administration,
general supervision, operations and short and long-term planning for the City’ s Streets and Parks. Responsible for
assigning and directing work, monitoring and evaluating performance, recommending the hiring, transfer,
suspension and discharge of employees, and recommending the adjustment of employee grievances. Manages
division to promote the effective and efficient use of resources. Serves as the department’ s primary staff person to
the Public Works Committee. The incumbent is expected to provide exemplary customer service to the community
and direct work using environmentally- friendly or conscientious processes.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Services Director, City Administrator
Works closely with: Recreation & Leisure Assistant Director, operating managers, golf superintendents, city
administrative staff, consulting engineer, Public Works Committee and any other City boards/
commissions/ committees
Communicates with:
All city departments and employees
Internally Other public works and utility administrators and operators; MDH, MPCA, DNR, MnDOT, and
Externally many other county/ state/ federal agencies; professional organizations/ associations; consultants
and contractors; suppliers/ vendors; developers, landowners & business owners; utility customers
and residents.
Supervises: All division personnel including supervisors, water & wastewater operators, maintenance workers,
and any part- time/seasonal employees

IV. DELEGATION OF AUTHORITY
As the head of a major division the incumbent exercises direct responsibility to manage functions, programs, and
activities subject to the Director’ s supervision, the City Administrator’ s oversight, and applicable City and
department policies & procedures. This authority includes direct operating responsibility as the division’ s primary
certified wastewater operator and water operator. Working with the Public Services Director and others the
incumbent prepares division’ s budget and provides input on capital improvement and equipment replacement
plans, administering approved financial plans in compliance with the City’s purchasing and other policies. The
incumbent has the authority to decisively respond to urgent and emergency situations in accordance with City
policies/ guidelines and generally- accepted standards and practices. Acts as City’s principal liaison to MDH,
MPCA, DNR, and MnDOT.
Current Appointments:
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ASSISTANT DIRECTOR, PUBLIC WORKS & PARKS
V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. DIVISIONAL ADMINISTRATION & MANAGEMENT

Core Responsibilities/ Key Priorities
Planning/ Budgeting/ Laws, Rules & Regulations/ Records & Information

2. INTERNAL COMMUNICATIONS & INFORMATION MANAGEMENT

Management/Reporting/Policies & Procedures
Research & Analysis/Interpretation/Advice & Recommendations/
Staff Support/Tracking Follow-up Actions

3. DIVISION OPERATIONS & EQUIPMENT MAINTENANCE

Seasonal- Daily Maintenance Activities & Tasks/ Inspections/ Equipment

Repairs & Services/Cost Control/Quality Control/Recordkeeping
Planning/New Construction/In-house Repair & Replacement/Contractor
Oversight/Seasonal Maintenance Projects/Reporting & Recordkeeping
Employee-Labor Relations/Hiring/Work Scheduling/Supervision/
Performance Management & Discipline/Safety/T&D
City Representation & Liaison/Intergovernmental Relations/Business
Relations/Public Relations/Media Relations

4. CAPITAL IMPROVEMENTS & OTHER PROJECTS
5. SUPERVISION OF DIVISION EMPLOYEES
6. EXTERNAL COMMUNICATIONS/RELATIONS

V.

ESSENTIAL FUNCTIONS ( cont.)
1.

Division Administration & Management
a. Prepares, executes, and evaluates operating plans, policies and procedures related to assigned
division’ s regular operations and work activities. Daily coordinates and controls the systems,
processes, and activities in compliance with state and federal laws/ rules/ regulations and according
to City and department policies.
b. Personally handles or oversees the preparation and maintenance of complete and accurate
records. Ensures required reports are completed and submitted to appropriate agency. Works
with the City’s Responsible Authority on data practices.
c. Works with Public Services Director and others to prepare division’ s draft operating budget, capital
improvement plan, and equipment replacement plans; administers approved budget and financial
plans according to City and department policy & procedures; and keeps management informed of
any significant and noteworthy financial concerns and issues.

2.

Internal Communications & Information Management
a. Regularly informs the Public Services Director about the division’ s operations, programs, and
activities; provides advice and recommendations for areas of accountability; and carries out
Supervisor’ s directives and initiatives.
b. Serves as a primary support person to the Public Works Committees and attends meetings of other
advisory bodies as assigned or directed: provides, as requested, summary and detailed
information and reports for areas of accountability; seeks pre-approvals for relevant policies,
implementing/ administering them after appropriate Council approval; and discusses any major
programs and initiatives.
c. Oversees and participates in the development, maintenance, and use of the division’ s information
databases & systems related to the assigned physical & capital assets including maps & diagrams,
sketches/ drawings/ blueprints, registries/ inventories, manuals and specifications.
d. Knows and follows city-wide and department expectations/ instructions/ requirements for policies,
procedures, and other documentation.

3.

Division Operations & Equipment Maintenance
a.
b.
c.

d.

CITY

OF

BECKER

Plans and schedules seasonal maintenance activities to meet performance goals and budgetary
targets through proper staffing and resource planning/ allocation.
Manages the division’ s daily work through direct supervision and regularly working alongside
crews/ teams; leads on more difficult or complex problems; and re-prioritizes work as needed.
Manages and participates in laboratory operations as well as related process control changes.
Directly supervises quality assurance activities ( cleaning/ sanitization, equipment re-calibration,
etc.) and personally trains new operators in lab standards and procedures.
Manages equipment maintenance through personal observations and by seeking input/ feedback.
Conducts spot checks, as well as fuller inspections, on tools/ equipment/ machinery to make
various determinations ( employee compliance, operating condition, useful life, etc.).
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ASSISTANT DIRECTOR, PUBLIC WORKS & PARKS
V. ESSENTIAL FUNCTIONS ( cont.)
3.

Division Operations & Equipment Maintenance
e.
f.
g.
h.

4.

Manages workplace safety through use of “tailgate” meetings as well as personal observations of
the supervisor’ s work behaviors and employees’ work practices.
Monitors quality control and conducts personal inspections to check compliance with standards.
Evaluates techniques and methods used by employees to determine ways to improve the division’ s
operational performance. Provides direct leadership on best practices.
Monitors the usage of materials and supplies and provides guidance and direction as appropriate.

Capital Improvements & Other Projects
a.

Assists Director in the review of development plans; preparation of plans, specifications, and other
documentation for any capital projects; and coordination of City’s bidding/ RFP processes.

b.

Supervises contractors during work and closely monitors project costs and timelines. Prepares
reports for: 1) internal use; 2) review by supervisors and City decision makers; and 3) submission
to governmental agencies. Oversees detailed and accurate recordkeeping.

c.

Manages a variety of seasonal and other in-house projects ( repairs/ replacements/ installations) that
can be accomplished by division staff. Coordinates work with other city departments/ divisions as
directed by Supervisor. Tracks project costs and maintains necessary paperwork.

d.

Researches and, with supervisory approval, applies for federal and state grants as well as any
appropriate alternate funding programs & sources. Working with the Finance Director, administers
grants and other monies including required reporting and record keeping.

5.

Supervision of Division Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory
functions for supervised positions such as staffing/ hiring/ interviewing, training and staff
development, managing work schedules including leave approvals, assigning/ prioritizing/ reviewing
work, coaching and evaluating performance, influencing compensation/ rewards, and initiating
discipline/ discharge per City policy and under the Council’ s final approval for hiring and firing.
b. Oversees and participates in division’ s work: supervises employees’ performance and reviews
work output, assigns special duties and projects, and performs work tasks of subordinate positions
as needed.
c. Directs other city employees when they are assigned to help with the division’ s work.
d. Promotes workplace safety through ongoing efforts related to employee training and awareness.

6.

External Communications/ Relations
a. Establishes and maintains relationships with a variety of individuals and groups; interacts with
consultants and contractors; and informs Supervisor of significant or noteworthy concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information,
discern issues and concerns, and improve performance/ productivity of assigned areas of
accountability.
c. Receives requests for information, complaints, and other input/ feedback about the division and
either personally responds or directs subordinate staff to respond. Informs Director of noteworthy
problems/ complaints and refers any policy matters for the council’ s consideration.

VI. OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by the Public Services Director, City Administrator or apparent to the
incumbent.
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ASSISTANT DIRECTOR, PUBLIC WORKS & PARKS
VII.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES

Also considered essential functions of each position covered by this job description.
Knowledge of;
Skill in;
Ability to;
each major area of accountability
City ordinances, resolutions, &
Council directives; City and
department policies and
procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
laws, rules and regulations
applicable to City government
laws related to data practices and
records management
principles and practices related to
operation, maintenance, and
repair of public works and public
utilities ( facilities & systems)
management principles and
practices as they apply to public
sector
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for municipal
operations
program management, process
control and improvement, work
flow management

planning and evaluating
department’ s operations
preparing/ administering
operating and capital budgets
and budget plans
conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros &
cons of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity
training/ developing employees
into safe & productive workers

handle not public data and other
sensitive information IAW state statute
and City policy
keep current on law
enforcement/ policing and related
issues through participation in/contact
with appropriate organizations,
agencies, and other entities ( and
individuals)
continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement Council policies and carry
out Council and City Administrator
directives
interpret and administer polices with
consistency and uniformity travel and
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in English
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
promote work products that are
complete, accurate, and error- free
work beyond normal work hours as
well as evenings and some weekends
attend meetings within and outside the
City
perform work of subordinate positions

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone, radio, copy and fax machines, other typical office
equipment, and pickup or other motor vehicle.
Can use/ operate all of the machines, tools, and equipment used by a maintenance worker.
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ASSISTANT DIRECTOR, PUBLIC WORKS & PARKS
VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. High School Diploma.
2. Eight years of experience in the operation, including at least two years as part of management,
of a Class A or B system or facility or industrial facility.
3. Supervisory experience that included responsibility for scheduling, leading/ directing, and training others.
4. Valid Minnesota Class A or B commercial driver’ s license or ability to obtain within employer’ s time-frame.
5. Class A wastewater operator’ s certificate.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Associate degree or Bachelor’ s Degree in water/ wastewater technology or closely related program OR two
years of college or technical training in biology, environmental science, chemistry or closely related field.
Additional post-secondary education in chemical, civil, environmental, mechanical, or sanitary engineering.
Two or more years of managerial experience in maintenance, repair, and construction of comparable facilities,
systems, and infrastructure.
Greater experience with full supervisory responsibilities over a group of full-time employees.
Strong technical/ mechanical background with demonstrated skills in troubleshooting/ problem- solving a variety of
operating concerns/ issues with equipment, machinery, mechanical systems, and processes.
Class C water operator’ s certificate.
Tree inspector’ s certificate.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed indoors ( e.g. shop office and buildings/ facilities) and outdoors ( at various work sites). Uses a
number of repetitive movements, fine motor skills and hand-eye coordination. Uses near vision, ability to focus,
sense of touch, and hearing. Physical demands also include moving around office/ building/ facility spaces and
can involve reaching, pulling/ pushing, grasping, and holding. Can be exposed to unpleasant and adverse work
environment. Evening, weekend and additional hours may be required as assigned and/or needed. Operates
departmental vehicles. Regularly travels within and outside the city. May serve on-call and must be able to
personally respond to urgent and emergency situations.
The incumbent can be subject to the same working conditions as subordinate staff.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure the
not public data are not accessed by individuals without a work reason. Once the work reason to access
the data is reasonably finished, you must properly store the not public data according to the provisions
of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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PUBLIC WORKS MECHANIC
Approved: 05/03/2016
Last Revised:

I.

IDENTIFYING INFORMATION

JOB TITLE: Public Works Mechanic
IMMEDIATE SUPERVISOR: Working Foreman
DIVISION HEAD: Street Superintendent or
W/WW Superintendent
JOB SERIES: Equipment Maintenance

DEPARTMENT: Public Works
DIVISIONS: Streets and Water/Wastewater

WORK/FLSA STATUS: Full-time/Non-exempt
WORK HOURS: Per Supervisor

WORK LOCATION: Shop & work sites

PAY GRADE: cba

II. PURPOSE
Performs technical/ specialized and some administrative work to coordinate the department’ s equipment and
vehicle maintenance program. Performs scheduled maintenance services and repairs according to in-house
capabilities; guides/ directs co-workers in shop tasks; and determines need for outside repair services. Prepares
the shop’ s operating budget, makes budgeted/ approved purchases, and assists supervisors in equipment
replacement decisions. Prepares shop procedures and maintains maintenance records on assigned equipment
and vehicles. Operates a wide variety of diagnostic instruments and other tools.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Street Superintendent or W/WW Superintendent
Works closely with: Maintenance workers, water/ wastewater operators
Communicates with:
Internally - PCGC maintenance staff other city departments and employees
Externally - other mechanics, vendors/ suppliers, truck/ equipment/ car dealers and outside repair shops.
Provides work direction to: maintenance workers and W/WW operators ( during shop work)

IV. ESSENTIAL FUNCTIONS
Keeps Public Works Foreman and/ or Superintendents informed of all important matters.
Inspections, Services, and Repairs
Coordinates the department’ s preventive maintenance program for assigned vehicles and equipment.
Using various diagnostic tools/ equipment and technical expertise, inspects equipment and vehicles for safe
and proper operating condition and trains maintenance workers in proper operator- level checks ( before,
during, and after operation) and services.
Performs a variety of scheduled and planned services including fluid and filter changes, cleanings &
lubrications, tire rotations/ repairs/ changes, adjustments, and other shop- level cleaning.
Repairs, according to in-house capabilities, a variety of engines and numerous other components and
related systems. Performs some body work including some fabrication & welding.
Determines need for outside repairs/ services and makes recommendations to supervisors regarding costbenefit analysis. Maintains service warranties and pursues any problem conditions related to labor or parts.
Provides emergency field assistance for disabled vehicles as needed.
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PUBLIC WORKS MECHANIC
IV. ESSENTIAL FUNCTIONS ( cont.)
Maintenance Shop Administration
Prepares shop procedures to meet the division’ s safety standards and budgetary goals as well as
generally accepted maintenance standards.
Prepares a detailed operating budget for the shop; makes budgeted and approved purchases; and
maintains an adequate inventory of disposable items and shop supplies.
Tracks and compiles usage/ cost data for each vehicle & piece of equipment, providing supervisors with
summaries when requested. Conducts other internal and external research as directed.
Participates in equipment replacement decisions and assists supervisors in the preparation of bid
specifications. Maintains service manuals and warranty information.
Coordinates the preparation of complete and accurate maintenance records for all assigned equipment
and vehicles. Works with Finance Director on information needed for GASB requirements.
Safety, Co-worker Training, and Other Duties
Uses personal protective and other safety equipment, regularly discusses safe work practices with
supervisors and co-workers, and attends in-house and outside safety training including
seminars/ workshops/ courses required to maintain required certifications.
Trains maintenance workers on operator- level checks/ services and directs them when helping with
maintenance & repair tasks performed in the shop.
Serves as lead worker when delegated by a supervisor.
Serves as a member of various employee committees, project teams and task forces as assigned.
Performs general cleaning tasks to maintain the shop’ s work areas.

V.

OTHER DUTIES and RESPONSIBILITIES
Assists maintenance workers with snow removal and other street maintenance tasks as needed.
Performs other related work as apparent or assigned by Supervisor.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
City and department policies &
procedures as well as the
Superintendent’ s directives
City’s and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
applicable federal & state laws
and city & county ordinances
principles and practices in
equipment/ vehicle maintenance
repair
city-owned fleet of vehicles and
equipment including detailed
knowledge of their various
systems and components
policies and procedures for an
equipment maintenance shop
automation and other
technologies used in
maintenance & repair activities
OSHA- required safety standards
and department safety practices
basic first aid procedures

Ability to;

using tools & equipment to
inspect and diagnose

follow department’ s and City’s
code of conduct

using tools, equipment, &
machinery to perform work tasks
with effectiveness and efficiency

attend mandatory and other
training and maintain required
licenses/ certifications

analyzing problems/ situations,
taking decisive and effective
action, and using proper
procedures

keep current on public
works/ utilities maintenance field
and related issues

communicating, both verbally and
in writing to include analyzing
data, preparing reports and
providing/ presenting reliable
information
using an appropriate degree of
tact, persuasion, conflict
resolution/ mediation, and
intervention depending on the
situation
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
using information technologies to
increase work productivity
evaluating the cost-benefit of
repair versus replacement
decisions for equipment &
vehicles

work independently and perform
duties with consistency and
uniformity
handle not public data and other
sensitive information IAW state
statute and City/department policy
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
work beyond normal works hours
as well as evenings and weekends
cope with the mental stress and
physical demands of the position
including emergency situations
speak and write effectively in
English
maintain clothing and footwear
IAW City/department standards
work with safety as a priority for
self and others

Machines, tools, and equipment regularly used:
Motorized ( gasoline-, diesel-, and other powered) vehicles and
equipment ( trucks, bucket truck, tractors, skid steer, lawnmowers, front- end loaders, snowplows, street sweeping equipment,
truck- mounted crane, jetter and vac), various diagnostic tools and equipment ( ampere, voltage and other meters), various
shop & mechanic’ s tools and equipment ( both power and manual) such as hydraulic jacks, air compressors, drill press, chain
fall, pumps, utility locator, and vaious hand tools, generators, pumps, weed whips, chainsaws, chop saws, partner saw, band
saw, scaffolding, and scissor lift.
Personal protective equipment can include: safety glasses, chaps, hearing equipment, steel toe boots, respirator, harnesses,
gloves, hard hat, reflective apparel, rain suit, rain boots.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate everyday clothing, including outerwear
i.e. weather gear)
2. Employer- provided rain gear ( when necessary)
3. OSHA- approved steel- toe or other safety footwear
boots preferred)

4. Hard hats, face shields, and safety eyewear
5. Respiratory protection
6. Durable and disposable chemical- protective clothing
when needed)
7. Other personal protective equipment ( as needed)

EMPLOYEES ARE INDIVIDUALLY RESPONSIBLE TO ENSURE PERSONALLY- OWNED ITEMS ARE PROPERLY MAINTAINED AND WORN ITEMS ARE TIMELY REPLACED>>>
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PUBLIC WORKS MECHANIC
VIII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
1. High school diploma or equivalent.
2. Formal training in [automotive or diesel or heavy equipment] mechanics, maintenance management, or closely
related trade program.
3. Valid Minnesota Class B or A commercial driver’ s license or ability to obtain within employer’ s time-frame.
4. Three years of related experience.

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
Post- secondary certification, diploma, or 2-year degree in a mechanics program.
Five years of full-time experience in mechanics field with direct responsibility for maintenance and repair of
motorized vehicles, heavy equipment, and medium- sized equipment.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is regularly performed in the in/around the maintenance shop and other facilities including outdoors in all
weather conditions. Operates many types of equipment and vehicles for mechanic duties and as a member of
the street crew. Uses fine and large motor skills and movements. Coordinates hand/ eye/ feet to operate many
tools, machines, and pieces of equipment. Enters and works in confined spaces when performing mechanic and
other duties. Ability to exert moderate to considerable physical effort when lifting, pushing/ pulling, and moving
objects. Can lift/carry/ move objects weighing 25-50 pounds ( regularly) and up to 100 pounds ( occasionally).
Uses all types of vision ( far/near/ peripheral/ depth/ color/ night), and senses of smell, touch, and hearing during
regular work tasks and when making lockout/ tagout decisions. Must be able to respond, in-person, to urgent and
emergency situations.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow
SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow
established protocols and supervisory direction in emergencies.
The employee can be subject to the same working conditions as a maintenance worker.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill
your work responsibility. While data are being accessed, you should take reasonable measures to
ensure the not public data are not accessed by individuals without a work reason. Once the work
reason to access the data is reasonably finished, you must properly store the not public data
according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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ASSISTANT DIRECTOR,
RECREATION & LEISURE SERVICES
Approved:
Last Revised:

I. IDENTIFYING INFORMATION
POSITION TITLE: Assistant Director, Recreation &
Leisure Services
SUPERVISOR: Public Services Director
FLSA STATUS: Exempt
JOB SERIES: Public Services Management

DEPARTMENT: Public Services
DIVISION: Recreation & Leisure
Services
PAY GRADEBAND: 12D61

6/5/2018
6/5/2018

WORK LOCATION: PCGC Clubhouse and
Community Center (BCC)
WORK STATUS: Full-time, Salaried
CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs executive, administrative, and professional work to manage a major division of the public services
department that encompasses a full-service community center and 27-hole championship golf course. Exercises
direct responsibility for several functions including operational planning, facility/ course/ infrastructure
development, program management, financial management, legal compliance, marketing & advertising, staff
supervision, and player/ member/ community relations. Responsible for the administration, general supervision,
operations and short and long-term planning for the Recreation & Leisure Services. Responsible for assigning
and directing work, monitoring and evaluating performance, recommending the hiring, transfer, suspension and
discharge of employees. Manages division to promote the effective and efficient use of resources. Serves as
the department’ s primary staff person to the Parks & Recreation Commission and Golf Management Committee.
The incumbent is expected to provide exemplary customer service to the community and direct work using
environmentally- friendly or conscientious processes.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Services Director, City Administrator
Works closely with: Public Works & Parks Assistant Director, operating managers, golf superintendents, Parks &
Recreation Commission, Golf Management Committee, city administrative staff, consulting
engineer, and any other City boards/ commissions/ committees.
Communicates with:
Internally - All city departments and employees
Externally - Other park & recreation and golf directors, superintendents, and managers; local
organizations & groups, county and state agencies; vendors/ suppliers; consultant’ s and
contractor’ s personnel; tourists and city residents
Supervises: All division personnel including operating supervisors, superintendents, administrative support
staff, program supervisors and coordinators, maintenance coordinators, and numerous seasonal
jobs and positions.

IV. DELEGATION OF AUTHORITY
As the head of a major division the incumbent exercises direct responsibility to manage functions, programs, and
activities subject to the Director’ s supervision, the City Administrator’ s oversight, and applicable City and department
policies & procedures. Working with the Public Services Director and others the incumbent prepares division’ s budget
and provides input on capital improvement and equipment replacement plans, administering approved financial plans
in compliance with the City’ s purchasing and other policies. The incumbent has the authority to decisively respond to
urgent and emergency situations in accordance with City policies/ guidelines and generally- accepted standards and
practices. Acts as City’ s principal liaison to Becker Youth Sports Association ( BYSA), Becker Community Education
Advisory Committee, Becker Senior Club Board of Directors, and local golfing clubs as well as regional and national
golf organizations and associations.
Current Appointments: Parks & Recreation Commission, Golf Management Committee, Safety Committee member
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ASSISTANT DIRECTOR, RECREATION & LEISURE SERVICES
V. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Major Areas of Accountability
1. DIVISIONAL ADMINISTRATION

Core Responsibilities/ Key Priorities
Planning/ Policies & Procedures/ Budgeting/ Capital Improvement &

2. INTERNAL COMMUNICATIONS & INFORMATION MANAGEMENT
3. DIVISION OPERATIONS & FACILITY/EQUIPMENT MAINTENANCE
4. CAPITAL IMPROVEMENTS & OTHER PROJECTS
5. SUPERVISION OF DIVISION EMPLOYEES
6. EXTERNAL COMMUNICATIONS/RELATIONS

Equipment Replacement Plans/Laws, Rules & Regulations/Reporting
Staff Support/Research & Analysis/Advice & Recommendations/
Tracking Follow-up Actions/Information Management
Seasonal-Daily Maintenance Activities & Tasks/Inspections/Equipment
Repairs & Services/Cost Control/Quality Control/Recordkeeping
Planning/ New Construction/ In-house Repair & Replacement/ Contractor

Oversight/Seasonal Maintenance Projects/Reporting & Recordkeeping
Employee-Labor Relations/Hiring/Work Scheduling/Supervision/
Performance Management & Discipline/Safety/T&D
City Representation & Liaison/Intergovernmental Relations/Business
Relations/Public Relations/Media Relations

V. ESSENTIAL FUNCTIONS ( cont.)
1.

Division Administration
a. Prepares, executes, and evaluates operating plans, policies and procedures related to assigned
division’ s regular operations and work activities. Daily coordinates and controls the systems,
processes, and activities in compliance with state and federal laws/ rules/ regulations and according
to City and department policies.
b. Personally handles or oversees the preparation and maintenance of complete and accurate
records. Ensures required reports are completed and submitted to appropriate agency. Works
with the City’s Responsible Authority on data practices.
c. Works with Public Services Director and others to prepare division’ s draft operating budget, capital
improvement plan, and equipment replacement plans; administers approved budget and financial
plans according to City and department policy & procedures; and keeps management informed of
any significant and noteworthy financial concerns and issues. Aggressively researches outside
funding sources for course, facility, and other enhancement/ improvements.

2.

Internal Communications & Information Management
a. Regularly informs the Public Services Director about the division’ s operations, programs, and
activities; provides advice and recommendations for areas of accountability; and carries out
Supervisor’ s directives and initiatives.
b. Serves as a primary support person to the Parks & Recreation Commission and Golf Management
Committee and attends meetings of other advisory bodies as assigned or directed: provides, as
requested, summary and detailed information and reports for areas of accountability; seeks preapprovals for relevant policies, implementing/ administering them after appropriate management or
Council approval; and discusses any major programs and initiatives.
c. Oversees and participates in the development, maintenance, and use of the division’ s information
databases & systems related to the assigned physical & capital assets including maps & diagrams,
sketches/ drawings/ blueprints, registries/ inventories, manuals and specifications.
d. Knows and follows city-wide and department expectations/ instructions/ requirements for the
preparation, use, and retention of policies, procedures, and other documentation.

3.

Division Operations and Facility/ Equipment Maintenance
a. Manages the division’ s daily operations through direct supervision of operating managers and
regular interactions with other division employees; leads on more difficult or complex problems;
and re-prioritizes work activities as needed.

CITY
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Oversees seasonal work activities and evaluates results to ensure performance goals and
budgetary targets are met through proper staffing and resource planning/ allocation.

c.

Oversees all self- generated and sponsored programs and activities including classes, workshops and
on-site child care; establishes and implements operating rules and procedures and oversees
enforcement of all policies and procedures including those related to emergencies/ urgent situations.
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ASSISTANT DIRECTOR, RECREATION & LEISURE SERVICES
V. ESSENTIAL FUNCTIONS ( cont.)
d. Oversees, and participates in, a focused marketing and advertising program to promote all aspects of the
City’s recreation & leisure offerings. Develops and manages, with input from operating managers,
targeted campaigns & blitzes to maximize opportunities based on the life of the community.
e. Oversees, and participates in, the division’ s yearly leisure and cultural events & activities ( e.g. Freedom
Days, sports tournaments, etc.) including concessions.
f. Oversees, and helps promote, PCGC’ s clubs, tournaments, lessons, and special events including pro
shop merchandise; food & beverage operations; and supporting logistics.
g. Creates targeted programs to develop golfers and increase utilization rates; oversees and personally
conducts instructional clinics; and devotes a reasonable amount of time to playing golf.
h. Oversees and participates in seasonal registrations; supervises proper billing practices [ for green fees,
golf car rentals, driving range fees, and passes/ punch cards]; and supervises pro shop and restaurant
staff as needed.
i. Regularly solicits information about changing recreation & leisure needs and interests; evaluates for
relevance to the division’ s current operations; and discusses, with Supervisor, opportunities for enhanced
or new programs and/or initiatives.
j. Oversees the routine maintenance of department’ s machinery & equipment. Uses outside repair services
as budgeted, approved by the City Administrator, or needed in emergency. Oversees the maintenance
and repairs of the course, clubhouse, community center and other buildings & facilities as budgeted,
specially approved by the Council, or needed in emergency.
k. Thoroughly evaluates the division’ s in-house capabilities to execute various improvement/ enhancement
projects, in whole or part, and informs Director about cost/benefit.
4.

Capital Improvements and Other Projects
a. Assists Director in the review of development plans; preparation of plans, specifications, and other
documentation for any capital projects; and coordination of City’s bidding/ RFP processes.
b. Supervises contractors during work and closely monitors project costs and timelines. Prepares reports
for: 1) internal use; 2) review by supervisors and City decision makers; and 3) submission to
governmental agencies. Oversees detailed and accurate recordkeeping.
c. Manages a variety of seasonal and other in-house projects ( repairs/ replacements/ installations) that can be
accomplished by division staff. Coordinates work with other city departments/ divisions as directed by
Supervisor. Tracks project costs and maintains necessary paperwork.
d. Researches and, with supervisory approval, applies for federal and state grants as well as any appropriate
alternate funding programs & sources. Working with the Finance Director, administers grants and other
monies including required reporting and record keeping.

5.

Supervision of Department Employees
a. Undertakes, or effectively recommends to the City Council, the full complement of supervisory functions
for supervised positions such as staffing/ hiring, training and staff development, assigning and prioritizing
work, reviewing work, coaching and evaluating performance, compensation/ rewards, and
discipline/ discharge per City policy and under the Council’ s final approval for hiring and firing.
b. Oversees and participates in department’ s regular work and workload: supervises employees’
performance and reviews work output, assigns special duties and projects, and performs work tasks of
subordinate positions as needed. Strives for improvements in workflow and employee productivity.
c. Promotes workplace safety through ongoing efforts related to employee training and awareness.

6.

External Communications/ Relations
a. Represents City before various outside entities: establishes and maintains relationships with a wide
variety of individuals and groups; interacts with consultants and contractors; and informs City
Administrator of significant public relations concerns and issues.
b. Engages and interacts with peers and colleagues in all levels of government to share information, discern
issues and concerns, and improve operations of assigned department.
c. Receives requests for information, complaints, and other input/ feedback about department and either
personally responds or directs employees to respond. Informs City Administrator of noteworthy
problems/ complaints and refers any critical matters for the council’ s consideration.
d. Provides information about the department’ s programs to relevant school district( s) and other concerned
entities to promote coordination in leisure & recreation, community education, and cultural efforts.
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ASSISTANT DIRECTOR, RECREATION & LEISURE SERVICES
VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by the Public Services Director, City Administrator or apparent to the
incumbent.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES ( cont.)
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each major area of accountability
City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures
Department’ s operating and
capital budgets
City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
principles and practices
applicable to sports, recreation,
and leisure management
principles and practices
applicable to golf course and
community center facilities and
infrastructure development
relevant principles and practices
applicable to community
development
management principles and
practices as they apply to public
sector
OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for municipal
operations
program management, process
control and improvement, work
flow management

planning and evaluating
department’ s operations
preparing/ administering operating
and capital budgets and budget
plans
conducting research,
analyzing/ interpreting data, and
preparing reports
developing alternatives; including
cost/benefit and other pros & cons
of various options
providing/ presenting reliable
information and sound advice to
elected & appointed officials
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
understanding and operating
mechanical systems within
department buildings & facilities
communicating, both verbally and
in writing; and using an appropriate
degree of tact, persuasion and
influence depending on the
situation
providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace
using City’s automated accounting
office software and ensuring
information technologies help to
increase work productivity

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement Council policies and
carry out Council and City
Administrator directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
promote work products that are
complete, accurate, and error- free
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), telephone, copy and fax machines, and other typical office equipment.
All machines, tools, and equipment used by subordinate personnel.
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ASSISTANT DIRECTOR, RECREATION & LEISURE SERVICES
VIII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in parks and recreation, sports and recreation, golf course management, or closely
related program. ( Up to two years of college may be substituted with comparable supervisory experience.)
2. At least three years of experience managing a comparable recreation and leisure services program.
3. At least two years of full supervisory experience including demonstrated leadership, motivational, and team
building skills.
4. Valid Minnesota Class D driver’ s license ( or ability to obtain within employer’ s time- frame) and a satisfactory
driving record.
5. Ability to obtain CPR/ AED, First Aid, and CPO certifications within first year of employment.
6. Experience in customer service and guest relations for individuals as well as groups & organizations.
7. Proficiency with retail management software, POS software, and typical office software.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Five years of facility management experience at a golf course, community center, or other comparablysized recreation or leisure venue.
Demonstrated knowledge of the Game of Golf including its Rules and Etiquette.
Expertise in marketing/ advertising and taking full advantage of appropriate branding & promotion
opportunities.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works at golf course clubhouse and in a community center that includes a swimming pool— with time spent in
office as well as moving around the building’ s public spaces and physical plant areas. Also, regularly moves
around outdoor areas including the golf course grounds, city parks, and green spaces. Uses a number of
repetitive movements, fine motor skills and hand- eye coordination. Uses near and distance vision, peripheral
vision and depth perception, color vision, ability to focus, sense of touch, and hearing. Physical demands also
include moving around office/ building spaces and can involve reaching, pulling/ pushing, grasping, and holding.
Performs some lifting/ carrying/ moving of objects such as files and file boxes. The employee can be exposed to
outside weather conditions, wet and/or humid conditions, and airborne particles. The noise level in the work
environment is usually quiet in the office and moderate in the field. Uses personal and city vehicle to travel
within and outside of city for meetings, training, and other work activities. Works outside normal hours including
evenings.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.
Must meet the City’s response time requirement ( for in-person response).

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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RECREATION ATTENDANT
Covered Job Classes: Attendant & Lead Attendant)
Approved: 05/03/2016
Last Revised:

I. IDENTIFYING INFORMATION
JOB FAMILY TITLE: Recreation Attendant
SUPERVISORS: Program Coordinator, &
Program Supervisor
DEPARTMENT HEAD: P&R Director
JOB SERIES: Recreation & Leisure Services

DEPARTMENT: Parks & Recreation
WORK LOCATION: Community Center (BCC)
EMPLOYMENT STATUS: Year-round,
Seasonal, & Temporary AppointmentsPAY
BANDS:
RECREATION ATTENDANT: A11
LEAD RECREATION ATTENDANT: A12

WORK STATUS: Part- time
WORK SCHEDULE: Flexible/Variable
FLSA STATUS: Non-exempt
PAY BASIS: Hourly, Non-scheduled

II. PURPOSE
Performs unskilled, basic skilled, and semi- skilled work tasks to carry out a variety of attending duties for BCC and
related facilities, as well as the department’ s recreation program & activities. This job regularly supports member
and guest use of supervised areas which currently include the waterslide, the climbing room, and outdoor skating
hockey rinks, and concession areas. Attendants also provide unstructured child care for the Center’ s drop- in
childcare program ( TBJ); assist coordinators with other programs and activities; and may assist instructors with
various classes.
This job family is subdivided into two job classes and three levels based on each level’ s required knowledge, skill,
and responsibility. Positions filled and actual work schedules are based on BCC’ s staffing needs ( i.e. staff size &
staffing level).

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: program coordinators, Program Supervisor, and Director
Works closely with: other recreation attendants, building attendants, and lifeguards
Communicates with:
Internally - other BCC employees
Externally - community center members & users; and city residents
Directs [ as lead worker]: other recreation attendants classified as aides and assistants
Receives work direction from: Lead Recreation Attendant or other lead attendants ( when designated as PIC)
May receive some work direction from: Lead Building Attendant, Administrative Assistant ( when MOD)

IV. CLASSIFICATION LEVELS SUMMARIZED
Three class levels of knowledge, skill, & responsibility are specified:
Aide –

the entry- level classification that requires basic knowledge and skills; work is performed under
established procedures and employee typically works with an assistant, lead, or program
coordinator; enforces written rules and may fill out routine reports but limited judgment and
decision making is required.

Assistant –

positions in this intermediate- level classification: use more detailed knowledge of policies &
procedures, programs & activities, and facilities including basic knowledge of sports, games, &
recreation/ leisure activities; use greater customer service skills; are more responsible for opening
of areas they are working in, including daily operations; may serve as Person- in-Charge ( PIC) for
assigned area; and may assist in promotional activities.

Lead –

the level that is based on broad/ in-depth knowledge and skills associated with BCC’ s programs
and activities including detailed knowledge of sports, games, & activities for various age groups;
employees are expected to work with more independence and judgment; serves as lead worker
responsible for certain supervisory functions and always serves as PIC when scheduled; assists
instructors with classes and coordinators with program administration.
NOTE:
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RECREATION ATTENDANT
V. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks that can be logically inferred are not specified.)
Keeps Manager- on-Duty, Administrative Assistant, Program Coordinator, Program Supervisor, or BCC
Manager informed of any important matters.
Performs routine procedures for various time- frames ( opening, closing, beginning- of-shift, and end-of-shift)
Follows relevant checklist for assigned area, program/ activity, or class.
Inspects facilities/ equipment for any observable problems or hazards; either personally handles or reports
to appropriate staff member( s); and, as appropriate, fills out a repair notice & posts an “out of order” sign.
Depending on work location, readies ( and maintains) assigned area with specific tasks: maintains locker
room floors and pool area’ s walking surfaces by removing standing water; cleans skating surface by
clearing light snow covering and ice chips; and sets up/takes down hockey nets.
Performs any other opening & closing tasks applicable to assigned area ( e.g. lights, trash, sweeping, etc.)

Serves as attendant for assigned area, program/ activity, or class
Supervises assigned area; guides and assists patrons and monitors their use of BCC & related facilities,
actively engaging their participation; and maintains cleanliness and organization of assigned area.
Directs use of waterslide; engages and guides TBJ children in games and activities; assists climbers with
equipment and serves as belay person; and helps skating rink patrons, particularly children with skates.
Promotes safety by actively monitoring assigned area and following up on concerns/ issues.
Enforces all BCC rules ( overall and program- specific) with uniformity and consistency: takes decisive and
appropriate action on behavioral issues/ concerns, notifying the PIC or MOD when appropriate.
Checks out equipment. Fills out routine and other reports/ forms for incidents, accidents, etc.
Makes entries in logbook and/or informs incoming staff of noteworthy items during shift changes.
Commensurate with position’ s class level, responds to requests for information, suggestions, and
complaints. Refers to supervisory staff as appropriate.
Follows emergency procedures: administers first aid and other life-sustaining treatments commensurate
with training; calls 911 based on established protocol; and completes required paperwork and notifications.
Assists instructors with various classes and may assist coordinators with program administration.

Serves as lead worker for aides and assistants ( lead attendants only)
Directs others in their work tasks, including appropriate changes in task assignment, priority etc.
Determines best work practices & methods; troubleshoots more difficult problems & issues; and reviews
work results to determine compliance with standards.
Observes supervised employees’ work behaviors, coaches on areas for improvement, and provides input
to a supervisor on each individual’ s performance.
As directed by a supervisor or the MOD, participates in training others to achieve the full performance level
of their current position or learn about a higher class level.
May provide input— to higher- level supervisors— on rules, policies and procedures.
May assist in some maintenance of recreation equipment.
Works with custodial staff to promote the cleanliness and safety of building and facilities.
for individual to be fully qualified for his/ her position.
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RECREATION ATTENDANT
VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as assigned by a supervisor.

VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position, unless noted otherwise, covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category

working cooperatively with other
BCC staff members

relevant department & BCC
policies and procedures

managing assigned areas during
periods of high volume

department & BCC facilities,
programs, and activities
certain games, crafts and other
recreation/ leisure activities
suitable to age groups served

communicating, both verbally and
in writing

OSHA and other safety- related
laws, rules, and regulations

communicating with groups and
individuals

principles and practices related
to customer service

establishing a rapport with patrons

first aid and other life-sustaining
treatments

using an appropriate degree of
tact, persuasion and influence
depending on the situation

decisively enforcing rules with
consistency and uniformity
working with patience

Ability to;
handle not public data and other
sensitive information IAW state
statute and City policy
continually improve personal
knowledge base and keep current
with best practices
follow department/ BCC policies
and carry out supervisor’ s
directives
work independently and with a
high degree of initiative
focus on the task at hand, switch
from task to task, and work with
time demands
interact with adults and children of
various ages
speak effectively in English

for Lead Attendant
principles and practices related
to first- level supervisory skills
some principles and practices
related to toddler & child
development
a broader array of sports, games,
and other recreation/ leisure
activities
principles and practices related
to conflict resolution
program goals & objectives

for Lead Attendant
directing and providing instruction
to others ( co-workers)
motivating others ( co-workers) to a
high level of performance
troubleshooting, problem- solving,
and decision making based on
position’ s level of authority &
training

effectively use English when filling
out reports/ forms and other
paperwork
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
work a flexible/ variable work
schedule that includes evenings,
weekends, and holidays

remaining calm in stressful
situations and inspiring the same
in others ( co-workers & patrons)

attend and successfully complete
mandatory training and required
staff meetings

responding to various customer
service situations

maintain a professional
appearance while on duty

working with parents and children
of various age groups

positively and enthusiastically
represent the department & BCC
produce high quality work results

Machines, tools, and equipment regularly used: Recreation and child care equipment used in assigned areas, basic
cleaning equipment/ supplies, and typical office equipment.
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RECREATION ATTENDANT
VI.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Experience specifically relevant to the particular position/ occupation advertised/ hired.
2. Certification in First Aid and CPR/ AED or ability to obtain within employer’ s specified time- frame.
3. Pre- employment screening that could include knowledge/ skill testing and a demonstration of particular job tasks.
4. Must pass all government- mandated and employer- required background checks.

VII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Experience specifically relevant to particular position advertised/ hired.
Experience related to other occupational areas within this job family.
Previous experience as a lead worker ( lead attendant positions only).
Other job-related qualifications as documented on the job description.

VIII. WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is performed both indoors and outdoors depending on assigned work area. Works in community center
with an indoor ( chemically- treated) pool with time regularly spent in classrooms or the various recreation
facilities. Time can also be spent outdoors at hockey and skating rinks and on regular field trips/outings. Uses
a number of repetitive movements, fine motor skills and hand- eye coordination. Uses near and distance
vision, peripheral vision and depth perception, color vision, ability to focus, sense of touch, and hearing.
Physical demands can also involve reaching, pulling/ pushing, grasping, and holding. Works with climbing
ropes for belaying at Rockwall. Uses child care equipment and a variety of toys. Can sit & play on the floor
for extended periods of time as well as frequent getting up & down. Uses cleaning chemicals. May be
exposed to common nuisance illnesses and bodily fluids. Regular and occasional lifting/ carrying/ moving can
include objects up to 60 pounds ( e.g. climbing ropes, benches, etc.) and may need to lift or carry child care
program children. Work schedules can vary and include evenings, weekends, and holidays.
Work environment can be busy, noisy, and stressful. Ability to read, understand and follow SDS and take
appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow established
safety protocols and emergency response measures.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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RECREATION SERVICES MANAGER
Approved: 6/5/2018
Last Revised: 6/5/2018

I. IDENTIFYING INFORMATION
POSITION TITLE: Recreation Services Manager
SUPERVISOR: Assistant Director,
Recreation & Leisure Services
DEPARTMENT HEAD: Public Services Director
JOB SERIES: Recreation & Leisure Services

DEPARTMENT: Public Services
DIVISION: Recreation & Leisure Services
FLSA STATUS: Exempt
PAY GRADEBAND: 11C42

WORK LOCATIONS: Community Center
WORKPAY STATUS: Full-time, Salaried
WORK SCHEDULE: Per Supervisor
WORK HOURS: Per Supervisor

II. PURPOSE
Performs supervisory, specialized/ technical, and some administrative work to manage frontline guest services at
Becker Community Center ( BCC). Major areas of responsibility include all of the community’ s recreational
opportunities including programs, services, and classes for youth & adults at BCC and parks. Manages Becker
Athletic Complex ( BAC) and maintains all assigned facilities under supervisory direction and budgetary controls.
Organizes, prioritizes, and manages all assigned resources to promote a satisfying experience for members, players,
and guests. Establishes and monitors various operating controls to meet sales/ revenue targets, expense goals,
quality standards, and other performance metrics. Supervises assigned staff including work scheduling, directing,
prioritizing, coaching/ motivating, and training.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Assistant Director, Recreation & Leisure Services and Public Services Director
Works closely with: Event Services Manager, Golf Service Manager, Maintenance Coordinator, Program
Supervisors, BCC administrative staff
Communicates with:
Internally - BCC program and maintenance staff, other city departments and employees
Externally - other recreation & leisure services professionals; other community center managers; county
and state public health ( food safety) staff; other county and state agencies; local organizations
groups, vendors/ suppliers; consultant’ s and contractor’ s personnel; vendors/ suppliers; BCC
members and guests, and city residents
Supervises: all BCC staff

IV. DELEGATION OF AUTHORITY
As head of an operating division the incumbent has direct responsibility for planning, organizing, coordinating, and
controlling various systems, processes, and activities to provide an array of recreation & leisure services. Actively
leads and motivates employees to consistently provide superb customer service, exceed expectations, and impart a
lasting impression on patrons. The manager is accountable for the level of customer service, management- approved
sales/ revenue goals, established cost controls, and quality standards. The incumbent has authority and is expected to
enforce all established policies with uniformity & consistency and ensure proper procedures are followed by staff to
promote the safety and health of customers and employees as well. Responds to urgent situations and emergencies
according to established policies and procedures, involving appropriate response personnel when needed and
notifying higher- level management when practical.
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RECREATION SERVICES MANAGER
V. ESSENTIAL FUNCTIONS
Manages Division’ s Operating Budget and Daily Financial Activities
Prepares and submits to the Assistant Director a detailed, line- item operating budget that includes revenue
goals and expenditures for particular accounts with appropriate narratives/ rationale.
Actively tracks/ monitors operating unit’s finances to understand sales & revenue activity, manage payroll &
labor costs, and control other expenses; prepares, and submits to Supervisor, daily/ weekly/ monthly activity
reports in required format, ensuring accuracy of data; and performs daily bookkeeping duties including cash
management & deposits, credit card sales, and collection of receivables.
Assists Supervisor with the research, application, and administration of grants and other funding sources.
Closely manage inventory, conducting checks at prescribed intervals; makes purchases according to the
Council- approved budget as well as City and department policy, handling proper invoice/ account coding and
budget allocations; and keeps Supervisor informed about variances and other noteworthy items.
Provides input and makes recommendations to Supervisor on budgetary needs.
Manages the maintenance of the division’ s financial data and information. Assists Supervisor and finance staff
with the collection of centralized financial records.
Performs Administrative Activities for Assigned Operating Division
Keeps the Assistant Director promptly informed of any relevant issues and concerns.
Works closely with subordinate staff and Supervisor to understand planned/ expected activity levels.
Administers Council- approved policies and carries out management’ s directives and initiatives. Provides
input, to supervisors, on revisions/ updates to the division’ s Policy and Procedure Manual. Prepares and
revises various operating procedures and implements once approved. Ensures staff know and follow
established procedures & protocols.
Manages the preparation of a variety of flyers/ brochures, posters, news releases, and related marketing
materials to promote various programs, services, and activities. Website management.
Manages, through subordinate staff and periodic observations, member/ guest use of BCC facilities.
Works with staff on scheduling and preparing for various events ( weddings/ receptions, banquets, meetings,
etc.). Works with reserving/ rental party’ s coordinator to determine needs and understand requests.
Communicates with golf superintendents on daily course, driving range, and clubhouse activities.
Participates in marketing/ advertising efforts, directed research & analysis, and special projects.
Handles more difficult or sensitive complaints once escalated or when aware of situation.
Regularly evaluates current business processes & work activities to determine any opportunities for
improvement. Reviews possible changes with the Assistant Director and executes changes after approval by
the Director or City Administrator.
Participates in city-wide Safety Program, including required OSHA trainings, meetings and follow- up; manages
safety and health efforts for assigned areas according to City and department policy; and works with HR
Manager on hearing conservation program.
Works with HR Manager and Finance Director on workers’ compensation, unemployment claims, and
employee benefits, employee life cycle, recruitment, etc.
Leads, Directs, and Motivates Supervised Employees
Manages the hiring process for assigned staff positions through coordination with division and department
directors, supervisory employees, and the HR Manager.
Prepares work schedules, handles requests for time off, and actively supervises/ directs staff. Ensures
adequate staff coverage during periods of high volume.
Coordinates, and participates in, staff training and development. Holds regular staff meetings to address
concerns/ issues, receive employee input, and conduct proficiency and other training.
Oversees and participates in the division’ s safety program including shared responsibility for training
employees in expected work behaviors and practices.
Evaluates employee performance, administers authorized level of disciplinary actions; and provides input, to
the Director, on severe discipline.
Recommends, to the Director, various personnel actions for part- time/seasonal staff such as promotions, reclassifications, pay increases, etc.
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RECREATION SERVICES MANAGER
V. ESSENTIAL FUNCTIONS ( cont.)
Manages BCC’ s Programs, Services, and Facility Operations
Assists with reception duties at community center by greeting visitors and answering the phone.
Manages all the community center’ s programs, services, and activities through regular interaction with
supervisors, coordinators, instructors, and attendants. Oversees and participates in the enforcement of
policies and procedures.
Manages and participates in the preparation of calendars, schedules, and other organizational tools.
Manages all types of recreation, leisure, and sports activities during multiple yearly, seasonal, and other citysponsored events. Ensures all programming, concessions, and supporting logistics are in place through
coordination with other city employees as well as relevant community groups and organizations.
Manages and participates in the rental/ use of community center facilities. Opens/ closes community center
building when needed.
Works with maintenance coordinator on the regular and routine maintenance of BCC’s building & physical
plant, the swimming pool and other aquatics facilities, and other facilities & equipment. Manages repairs
according to City and department policy.
Works with Supervisor and administrative assistant to manage the creation, use and storage of the BCC’ s
records and information.
Meets with school officials, community groups/ organizations, and residents to explain and promote BCC’ s
programs, services, and activities.
Participates in the department’ s and City’ s planning processes for facility development, other capital
improvements, and equipment replacement decisions.
Ensures operational data is properly captured in relevant information management systems.

VI. OTHER DUTIES AND RESPONSIBILITIES
Performs other duties as directed by supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each area of responsibility and
duty category
applicable laws, rules, and
regulations
City ordinances, Council
resolutions & directives; City and
department policies and
procedures
City Council’ s overall budget goals
and each department’ s work plans
work plans for particular area( s)
City and Department’ s
organizational structure,
operations, programs and
activities
principles and practices related to
recreation & leisure services
principles and practices related to
community center management
principles and practices related to
golf course and clubhouse
management
principles and practices related to
pro shop sales & operations
trends in golf-related merchandise
and customers’ interests in
specific items
principles and practices applicable
to restaurant/ food & beverage
operations management
principles and practices applicable
to food safety and handling
principles and practices applicable
to marketing/ advertising
principles and practices applicable
to retail sales
principles and practices applicable
to inventory control

Ability to;

organizing & coordinating a wide
variety of programs and activities
for diverse age groups

handle not public data and other
sensitive information IAW state
statute and City policy

providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using Department’ s and City’s
automated accounting & office
software and ensuring
information technologies help to
increase work productivity
evaluating functions/ processes
for any changes & improvements

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices
with consistency and uniformity
travel and
work independently and with a
high level of initiative &
resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in
English
use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City

OSHA and other safety- related
laws, rules, and regulations
office automation and other
technologies useful for course
operations

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
accounting, word processing, spreadsheets, etc.), computerized cash register, telephone/ paging system, copy and fax
machines, and other typical office equipment.
Can use/operate the same machines, tools, and equipment as subordinate positions.
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RECREATION SERVICES MANAGER
VII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Bachelor’ s degree in fitness center management, park & recreation administration, sports & recreation
management, or closely- related recreation & leisure services program.
2. Two years of experience in a managerial position.
3. Demonstrated experience with direct responsibility for the majority of supervisory functions.
4. Verbal and written communication skills.
5. Experience with automated management software programs used in retail environment. Proficiency in word
processing and spreadsheet software.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Greater experience in the development and administration of community- based recreation & leisure
programming that serves youth & adults and is highly valued by residents.
Three to five years of experience in a managerial position at a community center or comparable facility.
Full supervisory experience for comparably- sized staff.
Expertise in guest relations/ relationship management, marketing/ advertising, and quality control.
Experience in preparing/ administering operating budgets ( revenues & expenses).

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Works mostly indoors at community center with duties performed in/around the building including the swimming
pool/aquatics area, classrooms, offices, other public spaces, and physical plant areas. Incumbents can sit and
work at desk or use computer for extended periods of time. Uses large and fine motor skills, hand- eye
coordination, and finger dexterity. Depending on the task, the employee can reach, bend, push/ pull, grasp, and
hold. Performs some lifting/ carrying/ moving of objects such as files and file boxes. Works beyond normal work
hours as well as evenings, some weekends, and holidays.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established safety protocols and emergency response measures.
The employee can be subject to the same working conditions as subordinate positions.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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SERVER
Approved: 07/16/2019
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: Server
SUPERVISOR: Food & Beverage Manager
DEPARTMENT HEAD: Recreation & Leisure
Services Assistant Director / Public Services Director
JOB SERIES: Golf Common

DEPARTMENT: Pebble Creek Golf Club
WORK LOCATION: Pebble Creek Golf Club
EMPLOYMENT STATUS:

Year- round, Seasonal,

Temporary Appointments

WORK STATUS: Part-Time
WORK SCHEDULE: Flexible / Variable
FLSA STATUS: Non-Exempt
PAY BASISBAND: Hourly A11

II. PURPOSE
The server is responsible for selling and serving food and beverages in an efficient, professional manner according to
restaurant standard, and handles currency transactions for the restaurant.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Food & Beverage Manager
Works closely with: other servers, bartenders, cooks
Communicates with:
Internally - other PCGC employees
Externally - golfers, clubhouse customers, tournament participants, and event- goers
Supervises: None

IV. ESSENTIAL FUNCTIONS
The prologue below states the position’ s major areas of accountability, core responsibilities/ key priorities, and recurring duties. All are essential.
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified. Other particular duties
and tasks may be assigned, by an appropriate supervisory level, according to City needs.

Greets and serves customers in a professional and timely manner.
Completes all assigned opening/ closing side work to prepare dining room, bar, kitchen and service stations for efficient
operation during meal periods.
Cleans and organizes assigned stations in dining room and bar prior to meal time rush.
Applies knowledge of full menu and other restaurant information such as restaurant hours, table numbers, and payment
options.
Uses suggestive selling techniques to offer food specials, menu items, daily desserts, and other types of promotions.
Maintains service areas such as the kitchen, dining room, bar and service stations during entire shift.
Serves alcohol as needed to customers.
Cross- serves and/or assists team members on an as-needed basis.
Carries service trays in and out of kitchen, bar, and dining room.
Receives customer payments, completes guest check transactions, and tenders proper change to customers.
Turns in all cash and change transactions at the end of each shift.
Communicates health and/ or safety concerns/ violations immediately to management.
Understands and complies with health/ sanitation and alcohol standards.
Re-stocks items in dining room and bar as needed and alerts kitchen staff and manager of stock shortages.

V.

OTHER DUTIES AND RESPONSIBILITIES
Perform other duties and responsibilities as required or requested by supervisor.
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SERVER
VI.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.

Knowledge of;

Skill in;

Each area of responsibility and
duty category
Relevant department and PCGC
policies and procedures
Department and PCGC facilities,
programs and activities
Proper food handling
procedures
Familiar with industry’ s best
practices
OSHA and other safety related
laws, rules and regulations
Principles and practices related
to customer service

Following instructions
Listening carefully
Oral communication
Written communication
Interpersonal relations
Problem solving
Organization
Planning
Professionalism
Project management
Reading skills
Time management

Ability to;
Accurately and swiftly execute
assigned tasks
Read and follow standardized recipes
Work as part of a team in a busy bar
atmosphere
Ability to add, subtract, multiply, and
divide in all units of measure
Interact with children and adults
Lift up to 50 pounds
Follow department / PCGC policies
and carry out supervisor’ s directives
Work independently and with a high
degree of initiative
Continually improve personal
knowledge base and keep current with
best practices

Machines, tools, and equipment regularly used: Electric blenders, beer taps, carafe, glasses: wine, champagne, etc.,
bottle opener, can opener, cocktail shakers, citrus zester. Computer Point of Sale and various cleaning supplies.

VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1. Must be at least 18 years old
2. Customer service experience
3. Flexible schedule

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
High school diploma or equivalent
Prior server experience

IX.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

Works as part of a team in a fast-paced, sometimes stressful restaurant environment. The noise level in the work
environment is usually loud. Uses large and fine motor skills, hand- eye coordination, and finger dexterity. While
performing the duties of this job, the employee is regularly required to stand; walk; use hands; reach with hands and arms;
and talk or hear. The employee is occasionally required to sit; climb or balance; stoop, kneel, crouch, or crawl; and taste
or smell. Lifting/ carrying/ moving can include objects weighing up to 50 pounds ( e.g. cases of food, pop & beer, etc.).
Works with cleaning chemicals.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow SDS and
take appropriate steps to properly use, store and dispose of hazardous materials. Ability to follow established protocols
and supervisory direction in emergencies.

Data Practices Notice/ Access to Not Public Data
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You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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STREETS AND PARKS OPERATIONS LEAD
Approved: 05/03/2016
Last Revised: 12/ 15/2020

I. IDENTIFYING INFORMATION
JOB TITLE: Streets and Parks Operations Lead
DEPARTMENT HEAD: Public Works and Parks
Assistant Director
FLSA/PELRA STATUS: Exempt/Non-union
JOB SERIES: Streets & Parks Maintenance

DEPARTMENT: Public Works

WORK LOCATION: Shop & work sites

DIVISION: Streets

WORK STATUS: Full-time

PAY GRADEBAND: 11C42

WORK HOURS: Per Supervisor

II. PURPOSE
Performs first-level supervisory, skilled/ technical, and some administrative work to coordinate the day- to-day
activities of the division’ s maintenance efforts and assist the Public Works and Parks Assistant Director in the
division’ s administration and construction program. Uses personal/ organizational knowledge and technical
expertise to ensure staff are properly trained, effectively supervised, and that work results meet quality and other
standards.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Works and Parks Assistant Director
Works closely with: Water/ Wastewater Operations Lead, water/ wastewater operators, PCGC maintenance staff
Communicates with:
Internally - all city departments and employees
Externally - other public works supervisors and workers; relevant county staff, relevant state agencies;
various contractors and consultants; vendors/ suppliers; business owners; utility customers
and city residents.
Supervises: maintenance workers and part-time/seasonal staff

IV. DELEGATION OF AUTHORITY
As a first- level supervisor the incumbent has specific responsibility to assign, direct, and review the work of
subordinate staff and ensure work is performed in compliance with established plans and standards. The incumbent
is expected to regularly promote workplace safety and has the authority to decisively respond to urgent and
emergency situations in accordance with City and department policies/ guidelines. As a key trainer the employee
follows City and department policy as well as applicable laws and regulations. Assumes leadership responsibility and
serves as the main point of contact for the Streets division during the Public Works and Parks Assistant Director’ s
absence.

V. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.
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STREETS AND PARKS OPERATIONS LEAD
Keeps the Public Works and Parks Assistant Director informed of all pertinent matters, providing daily input
on compliance with established plans & standards ( quality, staff time spent, materials used & other costs,
etc.).
Supervises and Directs all full-time and part- time/ seasonal staff in the Streets division
Prepares work ( shift) schedules, assigns specific work duties or tasks, and re-prioritizes work as needed.
Actively observes employees’ work performance and reviews work results to evaluate compliance with
department standards and applicable legal requirements.
Provides training and direction on work methods; coaches/ mentors for improved performance & productivity
gains; and provides input, to the Public Works and Parks Assistant Director, on each individual employee’ s
performance.
Participates in the Street’ s division’ s hiring process including making recommendations to the Public Works and
Parks Assistant Director.
Works with the Public Works and Parks Assistant Director to ensure Street’ s division staffing levels are
appropriate and makes suggestions as needed.
Issues oral & written reprimands, providing input including recommendations for higher- level discipline.
Assists the Public Works and Parks Assistant Director with preparing and conducting annual staff performance
reviews.
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V. ESSENTIAL FUNCTIONS ( cont.)
Coordinates a wide variety of maintenance and construction activities & tasks
Directs a crew of employees and participates in the operation of machinery, tools, and equipment to
maintain city streets/ alleys/ parking lots, park grounds and amenities, the storm sewer system, assigned
components of the municipal water supply and wastewater collection systems, and other city-owned
landscape/ green areas.
Provides leadership to employees on best work methods/ techniques, troubleshooting various problems &
issues, and changing priorities. When applicable ensures utility locates are performed before work.
Actively maintains quality standards through observation ( of work tasks) and evaluation ( of work results).
Assists the Public Works and Parks Assistant Director with the division’ s construction program including
planning/ scheduling, contractor oversight, project management, and related reporting/ recordkeeping.
Assists in the maintenance of machines, tools, and equipment
Supervises the department’ s mechanic to ensure machinery and equipment are maintained in a safe
operating condition.
Directs employees and participates in regular inspections, cleaning, and operator- level maintenance.
Notifies mechanic of any inoperable or unsafe items.
Supervises the mechanic in routine purchase activities ( i.e. parts and supplies) and participates in nonroutine purchases of equipment/ machinery and tools.
Supervises the maintenance of physical and computer files and records related to this area of
maintenance.
Assists Public Works and Parks Assistant Director with various aspects of the division’ s administration
Assists with the development, implementation and enforcement of policies and procedures.
Participates in the preparation of seasonal maintenance plans, schedules, and protocols. Makes
recommendations on long- term financial and capital plans.
Assists with the division’ s safety program: maintains OSHA- required posters, Safety Data Sheets ( SDS),
and other safety- related information; initiates first reports of injury and other appropriate paperwork; and
promotes workplace & course safety through checks/ inspections, following up on any observed and/or
reported hazards.
Responds to inquiries and complaints regarding all aspects of the division’ s operations, referring to the
Public Works and Parks Assistant Director or Public Services Director as appropriate.
Plays a key role related to the maintenance of all paper or computer files and/or records related to the
Steets and Parks division.
Capital Improvements & Other Project Management
Reviews and provides feedback to the Public Works and Parks Assistant Director regarding plans,
specifications, and other documentation developed by consulting engineers or other consultants for any
capital projects including enhancements, additions, etc.
On-site monitoring of contractors, project costs and timelines. Assists with detailed and accurate
recordkeeping and reporting for streets and parks projects.
Manages a variety of in-house projects ( repairs/ replacements/ installations) that can be accomplished by
division staff. Tracks project costs and maintains necessary paperwork.
Coordination with Other City Departments/ Divisions Areas of coordination include: city/community events,
public infrastructure projects, work orders/service interruptions, budgeting/ utility billing, workplace safety, and
emergencies)
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Works closely with other administrative staff and department/ division heads to coordinate work and perform
shared responsibilities. Attends staff meetings as directed by supervisor.
Works closely with other Public Works and golf course maintenance staff.
Performs duties and responsibilities of subordinate positions as needed.

VI. OTHER DUTIES AND RESPONSIBILITIES
Assists public works staff with snow removal and winter trail maintenance as assigned.
Performs other duties as directed by Supervisor or apparent to the incumbent.
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

Ability to;

each area of responsibility and
duty category

coordinating activities & tasks of
various programs

City and relevant County
ordinances, Council resolutions &
directives; City and department
policies and procedures

providing/ presenting reliable
information and sound advice to
department head and subordinate
staff

City Council’ s overall budget
goals and each department’ s
work plans

troubleshooting more complex
problems/ issues

keep current on law
enforcement/ policing and related
issues through participation
in/contact with appropriate
organizations, agencies, and other
entities ( and individuals)

establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups

continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends

City and Department’ s
organizational structure,
operations, programs and
activities
City’s geography, business &
residential areas, and infra- &
super- structure
principles and practices in street
maintenance including
construction & repair
principles and practices in park
maintenance including
construction & repair

handle not public data and other
sensitive information IAW state
statute and City policy

communicating, both verbally and
in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation

implement department policies and
carry out supervisor’ s directives

providing leadership/ supervision to
employees and promoting a
positive and motivational
workplace

work independently and with a
high level of initiative &
resourcefulness

interpret and administer polices
with consistency and uniformity

cope with the mental stress of the
position

automation and other
technologies used in
maintenance & repair activities

using City’s automated accounting
office software and ensuring
information technologies help to
increase work productivity

OSHA- required safety standards
and department safety practices

evaluating work activities for any
changes & improvements

operate a personal computer and
other typical office machines

basic first aid procedures

applying fertilizers and other
chemicals

speak and write effectively in
English

interact with various local &
community organizations

use active listening skills and
receive input/ feedback ( and
constructive criticism) on
performance
promote work products that are
clear, complete and accurate
work beyond normal work hours as
well as evenings and some
weekends
attend meetings within and outside
the City
Machines, tools, and equipment regularly used:
Motorized ( gasoline-, diesel-, and other powered) vehicles and
equipment ( pickup, dump truck, and other utility trucks, snow plow, bucket truck, tractors, skid steer, lawnmowers, front- end
loaders, snowplows, street roller, street sweeping equipment, truck- mounted crane, various power and manual tools, shop
tools and equipment, pumps, utility locator, generators, weed whips, chainsaws, chop saws, partner saw, band saw,
scaffolding, scissor lift, mobile radio and phone.
Personal protective equipment can include: safety glasses, chaps, hearing equipment, steel toe boots, respirator,
harnesses, gloves, hard hat, reflective apparel, rain suit, rain boots.
Can use/ operate all machines, tools, and equipment of subordinate positions.
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VII. MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
1.

High school diploma or equivalent.

2.

Class A or B commercial driver’ s license.

3.

Four or more years of experience in the construction, maintenance, and repair of comparable infrastructure.

4.

Two or more years of leadership or supervisory experience with comparable duties for a group of full-time
employees.

VIII. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
1.

Strong mechanical background with demonstrated skills in troubleshooting/ problem- solving a variety of operating
concerns/ issues with equipment, machinery, and mechanical systems.

2.

Four or more years of experience with snow removal activities including route planning and coordination.

3.

Four or more years of experience as a supervisor or lead in a municipal, county or state public works department.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.

IX.

Work is regularly performed outdoors in all weather conditions ( e.g. cold, heat, rain, snow, wind, & dust) as well
as in/around traffic, construction projects, the maintenance shop and other buildings/ facilities. Operates many
types of equipment and vehicles. Uses fine and large motor skills and movements. Coordinates hand/ eye/feet
to operate many tools, equipment and machinery. Enters and works in confined spaces. Works at heights
including climbing water towers and working in a bucket truck. Ability to exert moderate to considerable
physical effort when lifting, pushing/ pulling, and moving objects. Can lift/carry/ move objects weighing 25-50
pounds ( regularly) and up to 100 pounds ( occasionally). Uses all types of vision ( far/near/ peripheral/
depth/ color/ night), and senses of smell, touch, and hearing during regular work tasks and when determining
operating conditions of various equipment/ machinery.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow
SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow
established protocols and supervisory direction in emergencies.
Must be able to respond, in-person, to urgent and emergency situations.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any access
to not public data should be strictly limited to accessing the data that are necessary to fulfill your work
responsibility. While data are being accessed, you should take reasonable measures to ensure the not
public data are not accessed by individuals without a work reason. Once the work reason to access the
data is reasonably finished, you must properly store the not public data according to the provisions of
Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
12/15/20
Notes on Changes:
12/ 15/20: Changed from Non-Exempt to Exempt Position and moved to Grade 11. Removed Water / Wastewater
duties. Added Additional Supervisory Duties and increase minimum qualification from only a high school diploma and
Class A or B Driver’ s License to current.
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WATER/WASTEWATER
OPERATIONS LEAD
Approved: 12/15/2020
Last Revised:

I. IDENTIFYING INFORMATION
JOB TITLE: W/WW Operations Lead
SUPERVISOR: Public Works and Parks Assistant
Director
FLSA STATUS: Exempt / Non-Union
JOB SERIES: WATER/WASTEWATER

DEPARTMENT: Public Works
DIVISION: Water and Wastewater

WORK LOCATION: Water/Wastewater
Treatment Facility
WORK STATUS: Full-time, Salaried

PAY GRADEBAND: 11C42

CORE OFFICE HOURS: Per Policy or Supervisor

II. PURPOSE
Performs first- level supervisory, skilled/ technical and some administrative work to coordinate the day-to-day
activities of a division of the public works department that encompasses a variety of city-owned physical assets
including the water treatment system, wastewater treatment system and related facilities and infrastructure. Works
with the Public Works and Parks Assistant Director and staff to insure the water and wastewater treatment systems
are functioning properly and remain in compliance with all regulatory permits and requirements and takes steps to
quickly correct any instances when the systems are out of compliance.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Works and Parks Assistant Director
Works closely with: Streets and Parks Operations Lead, golf superintendents, and the PCGC & BCC managers
Communicates with:
Internally All city departments and employees
Other water/ wastewater supervisors and operators; MDH, MPCA, DNR and many other
Externally county/ state/ federal agencies; professional organizations/ associations; consultants and
contractors; suppliers/ vendors; developers, landowners & business owners; utility customers and
residents.
Supervises: Water/ wastewater operators and any part- time/ seasonal employees within the water/ wastewater
division.
Provides work direction to: Maintenance Workers ( depending on the task and in coordination with the Streets
and Parks Operations Lead)

IV. DELEGATION OF AUTHORITY
As a first- level supervisor the incumbent has specific responsibility to assign, direct, and review the work of
subordinate staff and ensure work is performed in compliance with facility permits, established plans and regulatory
standards. The incumbent is expected to regularly promote workplace safety and has the authority to decisively
respond to urgent and emergency situations in accordance with City and department policies/ guidelines. As a
key trainer the employee follows City and department policy as well as applicable laws and regulations. Assumes
leadership responsibility for the division’ s regular work activities when the Public Works and Parks Assistant
Director is absent.

V. ESSENTIAL FUNCTIONS
The list of recurring duties that follows is not exhaustive. All duties, tasks and subtasks that can be logically inferred are not specified.
Other particular duties and tasks may be assigned, by an appropriate supervisory level, according to City needs.

CITY

OF

BECKER

12060 SHERBURNE AVENUE

PO BOX 250 BECKER, MN 55308

Page 1 of 5

WATER/WASTEWATER OPERATIONS LEAD
Keeps the Public Works and Parks Assistant Director informed of all pertinent matters, providing daily input
on compliance with regulatory requirements and established plans & standards ( violations, quality, staff
time spent, materials used & other costs, etc.).
Supervises and Directs all full-time and part- time/ seasonal staff within the division
Prepares work ( shift) schedules, assigns specific work duties or tasks, and re-prioritizes work as needed.
Actively observes employees’ work performance and reviews work results to evaluate compliance with
department standards and applicable legal requirements.
Provides training and direction on work methods; coaches/ mentors for improved performance & productivity
gains; and provides input, to the Public Works and Parks Assistant Director, on each individual employee’ s
performance.
Participates in division’ s full hiring process including making recommendations to the Public Works and Parks
Assistant Director. Recommends other personnel actions as appropriate.
Issues oral & written reprimands, providing input including recommendations for higher- level discipline.
Assists the Public Works and Parks Assistant Director with preparing and conducting staff annual performance
reviews.
Operations Management & Equipment Maintenance
Plans and schedules seasonal maintenance activities to meet performance goals and budgetary targets
through proper staffing and resource planning/ allocation.
Oversees the division’ s daily work through direct supervision and regularly working alongside
water/ wastewater operators; leads on more difficult or complex problems; and re-prioritizes work as
needed.
Oversees and participates in laboratory operations as well as related process control changes. Directly
supervises quality assurance activities ( cleaning/ sanitization, equipment re-calibration, etc.) and
personally trains new operators in lab standards and procedures
Participates in the development, maintenance and use of the division’ s information databases & systems
related to the assigned physical & capital assets including maps & diagrams,
sketches/ drawings/ blueprints, registries/ inventories, manuals and specifications.
Oversees equipment maintenance activities by seeking input/ feedback from employees and personal
observations of their work. Conducts spot checks as well as fuller inspections on
tools/ equipment/ machinery to make various determinations ( operating condition, useful life, etc.). Utilizes
asset/ maintenance management software to coordinate preventative and unscheduled maintenance of
City equipment.
Evaluates techniques and methods used by employees to determine ways to improve the division’ s
operational performance. Provides direct leadership on best practices.
Oversees the usage of materials and supplies and provides guidance and direction as appropriate.
Directs other city employees when they are assigned to help with the division’ s work.
Assists the Public Works and Parks Assistant Director with various aspects of the division’ s
administration
Assists supervisor in the development, implementation and enforcement of policies and procedures.
Participates in the preparation of seasonal maintenance plans, schedules, and protocols. Makes
recommendations on long- term financial and capital plans.
Assists with the division’ s safety program:

maintains OSHA- required posters, Safety Data Sheets ( SDS),

and other safety- related information; initiates first reports of injury and other appropriate paperwork; and
promotes workplace safety through checks/ inspections, following up on any observed and/or reported
hazards.
Responds to inquiries and complaints regarding all aspects of the division’ s operations, referring to the
Public Works and Parks Assistant Director as appropriate.
Works with the Public Works and Parks Assistant Director to maintain the division’ s records and files.
Performs duties and responsibilities of subordinate positions as needed.
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V.
Capital Improvements & Other Project Management
Reviews and provides feedback to the Public Works and Parks Assistant Director regarding plans,
specifications, and other documentation developed by consulting engineers or other consultants for any
capital projects including enhancements, additions, etc.
On-site monitoring of contractors, project costs and timelines. Assists with detailed and accurate
recordkeeping and reporting for water/ wastewater projects.
Manages a variety of in-house projects ( repairs/ replacements/ installations) that can be accomplished by
division staff. Coordinates work with Streets and Parks Operations Lead and other city departments.
Tracks project costs and maintains necessary paperwork.
Coordination with Other City Departments/ Divisions Areas of coordination include: city/community events,
public infrastructure projects, work orders/service interruptions, budgeting/utility billing, workplace safety, and
emergencies)
Works closely with other administrative staff and department/ division heads to coordinate work and perform
shared responsibilities. Attends staff meetings as directed by supervisor.
Works closely with other Public Works and golf course maintenance staff.

VI. OTHER DUTIES and RESPONSIBILITIES
Performs other duties as directed by the supervisor or apparent to the incumbent.
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VII.

REQUIRED KNOWLEDGE, SKILLS, and ABILITIES

Also considered essential functions of each position covered by this job description.
Knowledge of;
Skill in;
Ability to;
each area of responsibility and
duty category
City ordinances; City and
department policies and
procedures
City Council’ s overall budget
goals and each department’ s
work plans
City and Department’ s
organizational structure,
operations, programs and
activities
laws, rules and regulations
applicable to City government
laws related to data practices and
records management
laws, rules and regulations
applicable to licensed water and
wastewater systems
principles and practices related to
operation, maintenance, and
repair of water and wastewater
treatment systems including
water distribution and wastewater
collection.
management principles and
practices as they apply to public
sector
OSHA required safety standards
and department safety practices
office automation and other
technologies useful for municipal
operations
GIS systems and their use
related to municipal utilities

Coordinating activities & tasks
associated with
water/ wastewater treatment

handle not public data and other
sensitive information IAW state statute
and City policy

Providing/ presenting reliable
information and sound advice to
department head and
subordinate staff

keep current on law
enforcement/ policing and related
issues through participation in/contact
with appropriate organizations,
agencies, and other entities ( and
individuals)

troubleshooting more complex
problems/ issues
evaluating work activities for any
changes & improvements
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
communicating, both verbally
and in writing; and using an
appropriate degree of tact,
persuasion and influence
depending on the situation
providing leadership/ supervision
to employees and promoting a
positive and motivational
workplace
using City’s automated
accounting & office software and
ensuring information
technologies help to increase
work productivity
training/ developing employees
into safe & productive workers

continually improve personal
knowledge base and keep current with
best practices, new technologies, and
industry trends
implement department policies and
carry out Supervisor’ s directives
interpret and administer polices with
consistency and uniformity
work independently and with a high
level of initiative & resourcefulness
cope with the mental stress of the
position
interact with various local &
community organizations
operate a personal computer and
other typical office machines
speak and write effectively in English
use active listening skills and receive
input/ feedback ( and constructive
criticism) on performance
promote work products that are
complete, accurate, and error- free
Prepare and submit reports
work beyond normal work hours as
well as participate in on-call rotation
attend meetings within and outside the
City
perform work of subordinate positions

Machines, tools, and equipment regularly used: Personal computer and peripherals, various software applications
word processing, spreadsheets, etc.), various kinds of lab/testing equipment, locating equipment, telephone, radio, copy
and fax machines, other typical office equipment, and pickup or other motor vehicle.
Personal protective equipment can include: safety glasses, face shields, chemical gloves, chemical aprons, hearing
protection, steel toe boots, respirator, harnesses, gloves and/or disposable gloves, hard hat, reflective apparel, rain suit,
rain boots, waders.
Can use/operate all machines, tools, and equipment used by a Water/ Wastewater Operator.
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VIII.

MINIMUM REQUIREMENTS ( may include training, experience, KSAs, licenses/ certifications & other credentials)
An equivalent combination of education and experience may be considered during the hiring process.
High School Diploma.
Five years of experience in the operation of a wastewater treatment system or facility, or
industrial facility.
Two or more years of supervisory experience that includes responsibility for scheduling, directing, and
training others.
Valid Minnesota Class A or B commercial driver’ s license or ability to obtain within employer’ s timeframe.
Class C Wastewater Operator license.
Class D Water Operator license.

IX.

PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and job-related characteristics— referenced elsewhere in this description and other job
documentation— might be used in the evaluation of applicants, candidates, and/ or finalists during a open, competitive hiring
process and in a promotional context.
Associate degree in water/ wastewater technology or closely related program.
Two years of college or technical training in biology, environmental science, chemistry or
closely related field.
Additional post-secondary education in chemical, civil, environmental, mechanical, or sanitary
engineering OR a physical or biological science.
Five or more years of managerial and supervisory experience in the operation, maintenance, and
repair of a comparable wastewater treatment system or facility.
Greater experience with full supervisory responsibilities over a group of full-time employees.
Two or more years’ experience conducting certified lab testing.
Two or more years of experience in the operation of a similar water treatment system.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only.
Work is regularly performed indoors ( e.g. shop/ office/ lab and buildings/ facilities) and outdoors in all weather
conditions ( e.g. cold, heat, rain, snow, wind, & dust) as well as in/around traffic, and at various water and
wastewater sites. Uses a number of repetitive movements, fine motor skills and hand- eye coordination. Uses
near vision, ability to focus, sense of touch, and hearing. Physical demands also include moving around
office/ building/ facility spaces and can involve reaching, pulling/ pushing, grasping, and holding. Can be exposed
to unpleasant and adverse work environment. Works outside normal hours including evenings, weekends, and
holidays and participates in the on-call rotation. Regularly travels within and outside the city.
Work environment includes working around noises, fumes, and chemicals. Ability to read, understand and follow
SDS and take appropriate steps to properly use, store, and dispose of hazardous materials. Ability to follow
established protocols and supervisory direction in emergencies.
The incumbent can be subject to the same working conditions as subordinate staff.
Must meet the City’s response time requirement ( for in-person response) – 30 minutes.

Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill your
work responsibility. While data are being accessed, you should take reasonable measures to ensure the
not public data are not accessed by individuals without a work reason. Once the work reason to access
the data is reasonably finished, you must properly store the not public data according to the provisions
of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:
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WATER/WASTEWATER OPERATOR
Covered Job Classes: Operator I, II, & III)
Approved: 05/03/2016
Last Revised:

I.

IDENTIFYING INFORMATION

JOB FAMILY TITLE: Water/Wastewater Operator
DIVISION HEAD: Public Works and Parks Assistant
Director
FLSA STATUS: Non-exempt
JOB SERIES: Water / Wastewater
II.

DEPARTMENT: Public Works

WORK STATUS: Full-time

DIVISION: Water & Wastewater Treatment

WORK HOURS: Per Supervisor

WORK LOCATION: WTP, WWTF, outdoors

PAY GRADE: cba

PURPOSE
Performs skilled and semi- skilled work to support the operation, maintenance, and repair of the City’s public utilities
including work tasks that require certification and technical/ specialized training. The division’ s major facilities include:
wastewater treatment plant, water supply system ( wells and chemical addition), on-site laboratories, and related building
infrastructure systems. Operates various types of equipment and machinery. Uses a variety of hand & power tools.
Participates, as an active partner, in the City’ s and department’ s workplace safety and emergency response efforts.
Serves on-call. Assists maintenance workers as needed.
Note: Positions working under each job class are typically combined operators who are cross-trained and cross-utilized in
both water and wastewater functions; with each class defined by a particular level of certification (i.e. OJT, formal training,
and experience) as well as management expectations regarding performance. At the highest level ( Class III Operator),
incumbents are expected to complete their duties with a high degree of autonomy, proficiency, and initiative.

III. ORGANIZATIONAL RELATIONSHIPS
Reports to: Public Works and Parks Assistant Director
Works closely with: Fellow operators, street maintenance workers, golf course maintenance staff
Communicates with:
Internally - other City water & wastewater operators, other city departments and employees
Externally - other water & wastewater operators, contractor’ s personnel, vendors/ suppliers, utility
customers and city residents.
Receives training, instruction & direction from: senior ( higher class) operators
Supervises: None

IV. EXPECTED LEVELS OF RESPONSIBILITY AND USE OF KNOWLEDGE/ SKILL ( for each job class)
Class I:

This is the level where incumbents perform, under closer supervision, routine& basic tasks for one or
more areas and develop their know- how and skills regarding all of the duties of an operator. Both OJT
and approved outside training are critical for the employee’ s performance and development.
Class II: This is the intermediate level at which incumbents possess a broad and deepening base of knowledge
and set of skills regarding the position and the division’ s operations. Each employee exercises some
greater responsibility for routine and more difficult tasks including troubleshooting, lab work/ analysis,
and process control including those that affect the division’ s daily performance. Provides leadership to
co-workers, setting a good example. Works toward higher class certifications.
Class III: This is the senior level at which incumbents possess comprehensive knowledge about the position and
the division’ s facilities & systems; exercise greater responsibility for routine and complex duties and
tasks as well as guiding task completion to expected standards, including those that impact the
division’ s daily and short- term performance. At full-performance level the employee works with the
highest degree of independence, initiative, & proficiency and frequently provides training and
leadership to co-workers ( operator- in-charge). Maintains employer- required class certifications.
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IV. ESSENTIAL FUNCTIONS ( All duties, tasks and subtasks that can be logically inferred are not specified.)
Keeps Supervisor informed of all important division matters.
Water & Wastewater Treatment including Plant Operations and System Maintenance & Repair
Performs regular checks/ inspections at: 1) treatment plants including various controls, treatment
equipment/ machinery, and building systems: 2) pump stations including pump machinery/ equipment and
control panels; and 3) other assigned components of the City’ s supply and collection systems. Maintains
logs of any required readings ( gauges/ meters/ etc.), statistical data, and any other recordable activity per
department policy and government regulations.
Operates a variety of equipment & machinery through active monitoring and adjustments made to valves,
switches and other controls as well as pumps and filters for the proper control of treatment processes.
Performs routine and other maintenance & repairs commensurate with position’ s knowledge & skills.
Performs routine, scheduled, and as-needed cleaning of equipment/ machinery including pumps/ wet wells,
filters/ screens, and work areas.
Laboratory Operations ( Sampling, Testing, Analysis, & Process Control)
Collects samples of drinking water and wastewater, conducts field and lab testing and prepares samples for
processing by outside labs.
Oversees all laboratory functions including certified testing, QA/QC control procedures, annual proficiency
testing, updating the laboratory manual and maintaining laboratory supply levels.
Tasked with completing annual DMR- QA requirements as defined in the NPDES permit and EPA rules.
Charts lab results for trend analysis and maintains accurate records of analyses and test results.
Assists with writing routine reports including, but not limited to, monthly DMR’ s.
Performs quality control tests on lab equipment and lab analysis and manages replacement of all laboratory
equipment as needed.
Performs process control testing, evaluates results and recommends appropriate process changes to insure
top performance and continued compliance with NPDES permit.
Continuously evaluates processes and procedures and recommends changes that facilitate efficiency and
accuracy in WWTF routines.
Equipment Operation, Care & Maintenance
Operates a variety of vehicles and motorized equipment.
Performs operator- level checks on tools, equipment and machinery.
Performs regular and as-needed cleaning on tools, equipment and machinery.
Performs operator- level services and minor repairs appropriate for position’ s training and experience.
Notifies Supervisor of unsafe or inoperable equipment and may assist with scheduling outside repairs.
Safety, Training & Development, and the Division’ s Administration
Uses personal protective and other safety equipment, regularly discusses safe work practices with coworkers, and attends in-house and outside safety training including seminars/ workshops/ courses required
to maintain required certifications.
Commensurate with position’ s responsibility level— provides input, including recommendations, on
purchases, replacement decisions, and other budgetary items. Assists Supervisor in tracking/ ordering
ordinary supplies & materials.
Assists in the preparation and maintenance of internal and external reports and division records ( inspection,
pressure/ flow/usage, sampling/ testing, inventory, and repair); maintains drawings and schematics of
mechanical, electrical and other building systems.
Works with contractors’ personnel and oversees their work when directed by Supervisor. May
communicate with outside entities, including state agencies, as directed.
Works with city hall staff to read water meters. Receives and logs complaints & concerns from utility
customers and informs Supervisor.
Serves as operator- in-charge as delegated by Supervisor and assumes higher- level duties when assigned
by Supervisor or City Administrator.
Serves as a member of various employee committees, project teams and task forces as assigned.
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V. OTHER DUTIES and RESPONSIBILITIES
Assists maintenance workers with snow removal and other street maintenance tasks as needed.
Performs other related work as apparent or assigned by Supervisor.

VI. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES
Also considered essential functions of each position covered by this job description.
Knowledge of;

Skill in;

each duty category and task
City and department policies &
procedures as well as the Chief’ s
directives
City’ s and Department’ s
organizational structure,
operations, programs and
activities
City’ s geography, business &
residential areas, and infra- &
super- structure
applicable federal & state laws
and city & county ordinances
principles and practices in water
and wastewater treatment
applicable laboratory theory and
procedures including effective
data analyses & QA activities
troubleshooting methods and
practices useful in
water/ wastewater systems

Ability to;

using tools & equipment to inspect
and diagnose

follow department’ s and City’s
code of conduct

analyzing problems/ situations,
taking decisive and effective
action, and using proper
procedures

attend mandatory and other
training and maintain required
licenses/ certifications

communicating, both verbally and
in writing to include analyzing
data, preparing reports and
providing/ presenting reliable
information
using an appropriate degree of
tact, persuasion, conflict
resolution/ mediation, and
intervention depending on the
situation
establishing and maintaining
cooperative and productive
relationships with a variety of
individuals and groups
using information technologies to
increase work productivity

keep current on public
works/ utilities maintenance field
and related issues
work independently and perform
duties with consistency and
uniformity
handle not public data and other
sensitive information IAW state
statute and City/ department policy
continually improve personal
knowledge base and keep current
with best practices, new
technologies, and industry trends
work beyond normal works hours
as well as evenings and
weekends
cope with the mental stress and
physical demands of the position
including emergency situations

automation and other
technologies used in the
treatment plants’ operations

speak and write effectively in
English

OSHA- required safety standards
and department safety practices

maintain clothing and footwear
IAW City/department standards

basic first aid procedures

work with safety as a priority for
self and others
Machines, tools, and equipment regularly used: Various equipment and machinery including jetter, vactor, snowplows,
tractors, skid steer, truck mounted crane; various power and manual tools such as hydraulic jacks, air compressors, hand
tools, drill press, snakes, televising equipment, chain fall, pumps, utility locator, and meters; sampling and lab equipment,
tractors, ampere meter, voltage meter, radio and mobile phone.
Depending on task, can use/operate the same machines, tools, and equipment of maintenance workers.

Standard and As-needed Duty Uniform and Personal Protective Equipment include:
1. Adequate ordinary/ everyday clothing, including
outerwear ( i.e. weather gear)
2. Employer- provided rain gear ( when necessary)
3. OSHA- approved steel- toe or other safety footwear
boots preferred)

4. Hard hats, face shields, and safety eyewear
5. Respiratory protection
6. Durable and disposable chemical- protective clothing
when needed)
7. Other personal protective equipment ( as needed)

OPERATORS ARE INDIVIDUALLY RESPONSIBLE TO ENSURE PERSONALLY- OWNED ITEMS ARE PROPERLY MAINTAINED AND WORN ITEMS ARE TIMELY REPLACED>>>
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VII. MINIMUM TRAINING and EXPERIENCE
An equivalent combination of education and experience may be considered during the hiring process.
Class Level I Operator ( W, WW, or W/WW)
1. High school degree or equivalent.
2. Valid Minnesota Class A or B commercial driver’ s license.
3. Class D wastewater operator’ s certificate or Class D water operator’ s certificate.

Labor Grade: I

Class Level II Operator ( W, WW, or W/WW)
1. High school degree or equivalent.
2. Valid Minnesota Class A or B commercial driver’ s license.
3. Class C wastewater operator’ s certificate or Class C water operator’ s certificate.

Labor Grade: II

Class Level III Operator ( WW, or W/WW)
1. High school degree or equivalent.
2. Valid Minnesota Class A or B commercial driver’ s license.
3. Class B wastewater operator’ s certificate.

Labor Grade: III

IX. PREFERRED QUALIFICATIONS ( not all-inclusive)
Additional preferred qualifications and characteristics— referenced elsewhere in this description and other job documentation—
might be used in the evaluation of applicants, candidates, and/ or finalists during a hiring process and in a promotional context.
Post- secondary training— up to an associate’ s degree— in water/ wastewater technology, chemistry/ biology,
environmental science or closely related program of study.
Progressively responsible full-time experience in the operation of similar water and wastewater treatment
systems with direct responsibility for one or more key areas such as inspections/ monitoring, data gathering,
laboratory analysis, record keeping, troubleshooting, and equipment maintenance & repair.
Specific experience in the operation of treatment facilities/ systems with unique or large industrial users.
For Operators II & III: experience as a senior or lead worker OR demonstrated leadership skills.

X.

WORKING CONDITIONS ( includes characteristics related to both the job itself and its work environment)
This section provides a summary only; refer to the addendum for a fuller listing of the position’ s physical and mental requirements.
Work is performed in treatment plant buildings and outdoors in all kinds of weather, including in and around water &
wastewater facilities. Performs detailed work in laboratory environment. Uses fine and large motor skills and
movements. Coordinates hand/ eye/feet to operate many tools, machines, and pieces of equipment. Uses balance
while negotiating steps/ catwalks/ ladders. Enters and works in confined spaces. Ability to exert moderate to
considerable physical effort when lifting/ carrying, pushing/ pulling, and moving objects 25-50 pounds ( regularly) and
up to 100 pounds ( occasionally). Uses all types of vision ( far/near/ peripheral/ depth/ color/ night), and senses of
smell, touch, and hearing during regular work tasks and when making lockout/ tagout decisions. Depending on
seasonal work activities, construction/ development projects, and weather/ other events works outside normal hours
including evenings/ nights/ weekends. Must be able to respond, in-person, to urgent and emergency situations. As
scheduled/ directed by supervisor, serves on-call subject to a response time per City and department policy.
Ability to read, understand and follow SDS and take appropriate steps to properly use, store, and dispose of
hazardous materials. Ability to follow established protocols and supervisory direction in emergencies.
Data Practices Notice/ Access to Not Public Data
You may encounter not public data in the course of regular duties or other duties as assigned. Any
access to not public data should be strictly limited to accessing the data that are necessary to fulfill
your work responsibility. While data are being accessed, you should take reasonable measures to
ensure the not public data are not accessed by individuals without a work reason. Once the work
reason to access the data is reasonably finished, you must properly store the not public data
according to the provisions of Minnesota State Statutes, Chapter 13.

Revision ( Date) History:
Notes on Changes:

City of Becker 12060 Sherburne Avenue PO Box 250 Becker, Minnesota 55308
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RESOLUTION 22-17
A RESOLUTION ADOPTING A JOB CLASSIFICATION
AND COMPENSATION STUDY AND GIVING STAFF
AUTHORITY TO IMPLEMENT

WHEREAS, the City of Becker had a Job Classification and Compensation Study
completed by Gallagher Benefit Services, Inc. (GBS) reviewing current
classifications, grade methodology, pay plan documents and strategies; and
WHEREAS, GBS conducted a comprehensive survey of external labor markets;
and
WHEREAS, GBS analyzed and evaluated the data and made recommendations
designed to ensure internal equity and compliance with pay equity and external
competitiveness; and
WHEREAS, GBS recommended a newly designed compensation system based
on decision making responsibilities; and
WHEREAS, the newly designed system will assist in employee retention and
recruitment; and
WHEREAS, department leadership reviewed placement of job positions on the
newly designed system; and
WHEREAS, the budget & finance committee has provided budget
recommendations for implementation in 2022.
NOW THEREFORE BE IT RESOLVED that the Becker City Council adopts the
Decision Band Method ( DBM®) of evaluation for the City of Becker to ensure
internal equity and compliance with pay equity.
BE IT FURTHER RESOLVED the City Council adopts the Salary Structure
Exhibit A) effective April 2, 2022.
BE IT FURTHER RESOLVED it shall be the responsibility of the Human
Resource Manager, with assistance from the Finance Director, to implement and
maintain the Salary Structure in accordance with state and federal laws for all
applicable positions within the City, subject to review and approval by the City
Administrator and City Council.
The Compensation Study provides that employees will be assigned an
appropriate pay range which corresponds to their DBM® rating. Pay ranges
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carry minimum and maximum rates of pay. An employee shall not be paid less
than the minimum rate nor more than the maximum rate for their assigned DBM
Rating®, except in certain circumstances as may be referenced in the
compensation policy, such as interim appointments.
BE IT FURTHER RESOLVED that the Becker City Council gives staff direction
and authority to implement this study by using the following three evaluation
steps to determine placement on the new salary structure for each employee.
1. Place all employees at minimum or closest step to current wage.
2. Look at market penetration on current structure to place employees on the
new salary structure up to step five ( 5) and include one additional step for
employees who have five ( 5) or more years of service in their current
position in Bands B through E.
a. If step one places the employee in a higher step, that step will
prevail.
3. Include a minimum three ( 3) percent increase for all employees in Bands
B through E.

Tracy Bertram _______
Robin Dingmann _______

Rick Hendrickson _______
Mike Doering _______

Becky Olmscheid _______

Adopted this 15th day of March, 2022.

Mayor Tracy Bertram
Attest:

Julie Blesi, City Clerk

Drafted by:
Julie Blesi, City Clerk
P.O. Box 250
Becker, MN 55308
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STATE OF MINNESOTA }
COUNTY OF SHERBURNE } SS.

The foregoing instrument was acknowledged before me this ____ day of
2022 by _________________________________________.

Signature of person taking acknowledgement

Exhibit A
2022 Salary Structure - Implemented 4/2/2022
Step
DBM
Rating

A11 $

1

2

3

4

5

Minimum

10.33 $

6

7

8

9

Midpoint

10. 86 $

11.40 $

11. 93 $

12. 47 $

13.00 $

10
Maximum

13. 67 $

14.34 $

15. 01 $

15.68

Step
DBM
Rating

A11

A12 $
A13 $

13. 70 $
15.34 $

14. 11 $
15. 80 $

14. 52 $
16.26 $

14. 93 $
16. 72 $

15. 34 $
17.18 $

15. 75 $
17. 64 $

16. 27 $
18.21 $

16. 78 $
18. 79 $

17. 29 $
19.36 $

17. 81
19. 94

A12
A13

B21 $
B22 $

22. 55 $
24.08 $

23. 22 $
24. 80 $

23. 90 $
25.53 $

24. 58 $
26. 25 $

25. 25 $
26.97 $

25. 93 $
27. 69 $

26. 77 $
28.60 $

27. 62 $
29. 50 $

28. 46 $
30.40 $

29. 31
31. 31

B21
B22

B23 $
B24 $
B25 $
B31 $
B32 $
C41 $

25. 62 $
27.54 $
29. 84 $
27.54 $
29. 84 $
31.76 $

26. 38 $
28. 36 $
30. 74 $
28. 36 $
30. 74 $
32. 72 $

27. 15 $
29.19 $
31. 63 $
29.19 $
31. 63 $
33.67 $

27. 92 $
30. 02 $
32. 53 $
30. 02 $
32. 53 $
34. 62 $

28. 69 $
30.84 $
33. 42 $
30.84 $
33. 42 $
35.58 $

29. 46 $
31. 67 $
34. 32 $
31. 67 $
34. 32 $
36. 53 $

30. 42 $
32.70 $
35. 44 $
32.70 $
35. 44 $
37.72 $

31. 38 $
33. 73 $
36. 56 $
33. 73 $
36. 56 $
38. 91 $

32. 34 $
34.77 $
37. 68 $
34.77 $
37. 68 $
40.10 $

33. 30
35. 80
38. 79
35. 80
38. 79
41. 29

B23
B24
B25
B31
B32
C41

C42 $

33. 30 $

34. 30 $

35. 30 $

36. 30 $

37. 29 $

38. 29 $

39. 54 $

40. 79 $

42. 04 $

43. 29

C42

C43 $
C44 $
C45 $
C51 $
C52 $

34.83 $
36. 75 $
39.06 $
36. 75 $
39.06 $

35. 88 $
37. 86 $
40. 23 $
37. 86 $
40. 23 $

36.92 $
38. 96 $
41.40 $
38. 96 $
41.40 $

37. 97 $
40. 06 $
42. 57 $
40. 06 $
42. 57 $

39. 01 $
41. 17 $
43.75 $
41. 17 $
43.75 $

40.06 $
42. 27 $
44. 92 $
42. 27 $
44. 92 $

41. 36 $
43. 65 $
46.38 $
43. 65 $
46.38 $

42.67 $
45. 02 $
47. 85 $
45. 02 $
47. 85 $

43. 98 $
46. 40 $
49.31 $
46. 40 $
49.31 $

45.28
47. 78
50. 78
47. 78
50. 78

C43
C44
C45
C51
C52

D61 $

40.98 $

42. 21 $

43.44 $

44. 67 $

45. 90 $

47.13 $

48. 66 $

50.20 $

51. 74 $

53.28

D61

D62 $
D63 $
D71 $
D72 $

42.52 $
44. 05 $
45.97 $
48. 28 $

43. 79 $
45. 37 $
47. 35 $
49. 72 $

45.07 $
46. 69 $
48.73 $
51. 17 $

46. 34 $
48. 01 $
50. 11 $
52. 62 $

47. 62 $
49. 34 $
51.49 $
54. 07 $

48.89 $
50. 66 $
52. 87 $
55. 52 $

50. 49 $
52. 31 $
54.59 $
57. 33 $

52.08 $
53. 96 $
56. 32 $
59. 14 $

53. 68 $
55. 61 $
58.04 $
60. 95 $

55.27
57. 27
59. 76
62. 76

D62
D63
D71
D72

E81 $
E82 $
E83 $
E91 $

50. 20 $
51.73 $
53. 27 $
51.81 $

51. 70 $
53. 29 $
54. 87 $
54. 14 $

53. 21 $
54.84 $
56. 46 $
56.47 $

54. 72 $
56. 39 $
58. 06 $
58. 81 $

56. 22 $
57.94 $
59. 66 $
61.14 $

57. 73 $
59. 49 $
61. 26 $
63. 47 $

59. 61 $
61.43 $
63. 26 $
66.38 $

61. 49 $
63. 37 $
65. 25 $
69. 30 $

63. 38 $
65.31 $
67. 25 $
72.21 $

65. 26
67. 25
69. 25
75. 13

E81
E82
E83
E91

POSITION TITLES
Customer Service Assoc, Bldg Attd, Custodial
Worker I, Dishwasher, Bev Cart Attd, Food
Runner/ Busser, Bartender, Server,
Groundskeeper I, Outside Services, Child Care
Attd, Class Instructor, Rec Attendant
Lead Customer Service Assoc, Lead Building Attd,
Custodial Worker II, Groundskeeper II, Pro Shop
Attd, Lifeguard, Lead Lifeguard, Lead Child Care
Attd, Lead Recreation Attd, Maintenance Worker
Seasonal, Cook

Community Service Officer
Admin Assistant, Maintenance

Coord

Program Coord
Accounting Technician, Admin Technician,
Mechanic, Kitchen Supervisor, Asst. Golf Course
Superintendent, Junior Golf Coord, Hospitality
Supervisor

Vacant
Vacant

Vacant
Vacant

Vacant
Accountant, Economic Development
Specialist, City Planner, Lieutenant, Streets and
Parks Operation Lead, Water / Wastewater
Operations Lead

Food & Beverage Mgr, Golf Services Mgr,
Information Services Manager, Rec Services Mgr
Golf Course Superintendent

Analyst
Vacant

Vacant
Recreation and Leisure Services Asst Dir, Public
Works & Parks Asst Dir
City Clerk / Human Resources, Safety & Risk Mgr
Vacant

Vacant
Vacant
Finance Director, Community Dev Director,
Police Chief, Public Services Director

Vacant
Vacant

City Administrator

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/10/2022

Agenda Item Description:
Pebble Creek Lower-Level Clubhouse Remodel
Originating Department / Preparer / Email / Phone:
Pebble Creek Golf Club / Josh Kuha / jkuha@ci.becker.mn.us / 763-200-4261
Attachments:
Yes

X

No

Attachments Included:
1. Current photos of affected areas and descriptions
Consent Agenda:

Yes

No

X

Introduction / Background / Justification / Key / Legal Issues:
Identified in the 2022 Capital Improvement Plan is $25,000 allocated for improving the look and
functionality of the lower-level clubhouse spaces.
The proposed Capital Improvement Project would encompass the following improvements/additions:
(*Dollar amounts in parenthesis are estimates and not always based on hard quotes.)
MEN’S LOCKER ROOM
- Frame in the Men’s Shower Room Entrance and add a door so that it can be used for storage.
($3,000)
- Cap off all the drains and water in shower area to eliminate any future leaks. ($300)
RATIONALE:
Shared shower facilities are no-longer used by patrons and this area would be best served to be out of
sight from guests and used for storage. Creating additional storage space allows for converting Snack
Shack Storage into club storage area.
HALLWAY AREA
- Replace the warped and stained ceiling tiles throughout hallway. ($1,200)
- Fresh paint on the block walls throughout hallway. ($400)
RATIONALE:
Ceiling tiles appear to be original to the property. They are miscolored, outdated and warping at the
corners.
LADIES’ LOCKER ROOM
- Demolish the existing block dividers between showers. ($2,200)
- Cap off all the drains and water in the shower area to eliminate any future leaks. ($300)

-

Carpet, Drywall, and finish over the tiled areas of the shower room. ($4,000)
Add soft seating and vanities to accommodate bridal parties. ($2,500)

RATIONALE:
Shared shower facilities are no-longer used by patrons and this area would be best served to be
converted to a dedicated area for bridal groups. Becoming more and more of a requirement of booking
brides is a space for the wedding party to gather and get ready for the day.
OLD SNACK SHACK
- Clear out Snack Shack Closet area and move items to newly created storage. (No Cost)
- Transition Snack Shack Closet into club storage. Equip entrance with code locks and camera.
($1,000)
- Replace warped and dated ceiling tiles. ($1,200)
- Fresh Paint throughout. ($2,000)
- Add soft seating and table to accommodate private meetings. ($2,000)
RATIONALE:
With additional storage being available in the locker room, we see value in having club storage available
for a fee. We would look to convert the Snack Shack storage area to club storage. With the simulator
business going well, it would allow guests a place to store clubs and not have to move clubs from car to
clubhouse during winter months. Like the rest of the lower level, we would like to freshen the paint and
replace the ceiling tiles. Part of the goal of this project would also to make the old snack shack a usable
space for wedding parties to gather and for a private meeting space option.
Board Commission / Committee Action:
This has been discussed with Golf Committee and during Executive Session with City Council. The Golf
Committee has leant its support to this project.
Budgetary / Fiscal Impact:
$25,000 was planned and budgeted for in the 2022 Pebble Creek Capital Improvement Plan.
Action(s) Requested:
1. Motion and Second to authorize staff to general contract the Lower-Level Clubhouse Remodel
with a total spend not to exceed $25,000.
Alternatives:
1. Do Not Adopt
2. Table for More Information

Consent Agenda: March 15, 2022
All items listed under the consent agenda are considered to be routine by the City Council and
will be enacted by one motion and one vote by a majority of the members present. There will
be no separate discussion of these items unless a City Council member so requests. Any
Consent Agenda item may be removed from the Consent Agenda and considered a separate
subject of discussion by the City Council.
1. SafeAssure Contract Renewal
2. New Liquor License – Cherokee Liquors Inc. dba G-Will Liquors #10
3. New Tobacco Licenses – Bill’s Superette #6 and Bill’s Family Foods
4. Personnel Policy Update – Vacation Leave
5. Domestic Wastewater Treatment Train In-Line DO and pH Equipment Replacement
6. Pebble Creek Asset Disposal

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/22
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/08/2022

Agenda Item Description:
SafeAssure Contract Renewal
Originating Department / Preparer / Email / Phone:
Administration / Julie Blesi / jblesi@ci.becker.mn.us / 763-200-4247
Attachments:
Yes

X

No

Attachments Included:
1. Safe Assure Invoice
2. Safe Assure Contract
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
In 2012, the City entered into a contract with SafeAssure to provide our citywide employee safety
training and we have been pleased with the services SafeAssure has provided since then.
SafeAssure is a safety training consultant based in Willmar who provides a full range of safety training,
programming and online MSDS services. Our annual contract with SafeAssure provides for the
following:
•
•
•
•
•

All of the necessary OSHA required safety training for all full time, part time, and seasonal City
staff as required by state law;
Additional individualized training identified by our Department Heads;
Online training for all newly hired staff on a continuous basis
Online SDS access for all of our facilities.
On-site support should OSHA audit the City.

Having a contract with a third-party safety provider ensures we are receiving the necessary OSHA
required education, but more importantly it ensures our valued employees are working safely in order
to prevent injuries which are costly at a personal level as well as from a financial perspective for the City.
Board Commission / Committee Action:
None
Budgetary / Fiscal Impact:
Budgeted for in the General Fund – Professional Services – Safety Account in the amount of $7058.53.
Action(s) Requested:
1. A motion and second to adopt the Consent Agenda is sufficient to authorize staff to sign the
contract with Safe Assure to provide safety training for City employees in 2022-2023.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

Invoice

SafeAssure Consultants Inc.
7505 93rd Ave NE
Spicer, MN 56288
320-231-3803

Date

Invoice #

2/24/2022

3124

Bill To
City of Becker
PO Box 250
Becker MN 55308

P.O. No.

Terms

Project

Due by March 31
Quantity

Description

Rate

Safety Training

Amount
7,058.53

7,058.53

To receive any payment on this Agreement, the invoice or bill must include the
following signed and dated statement: “I declare under penalty of perjury that this
account, claim, or demand is just and correct and that no part of it has been paid.”

Thank you for your business! We appreciate your partnership with us!

Total

$7,058.53

The United States Department of Labor, Division of Occupational Safety and Health
Administration and the Minnesota Department of Labor, Division of Occupational Safety and
Health Administration require employers to have documented proof of employee training and
written procedures for certain specific standards. The attached addendum and training
schedule clarify written and training requirements.
The required standards that apply to The City of Becker are listed below:
A.W.A.I.R.
MN Statute 182.653
"An employer covered by this section must establish a written Work-place Accident & Injury

program that promotes safe & healthful working conditions".

EMERGENCY ACTION PLAN
29 CFR 1910.35 THRU .38

"The emergency action plan shall be in writing and shall cover the designated actions employers
& employees must take to insure employee safety from fire & other emergencies".

CONTROL OF HAZARDOUS ENERGY
29 CFR 1910.147 &
MN Statute 5207.0600

"Procedures shall be developed, documented & utilized for the control of potentially hazardous
energy when employees are engaged in the activities covered by this section".

HAZARD COMMUNICATIONS
29 CFR 1910.1200 &
MN Statute 5206.0100 thru 5206.1200

"Evaluating the potential hazards of chemicals, and communicating information concerning
hazards and appropriate protective measures to employees may include, but is not limited to,
provision for: development & maintaining a written hazard communication program for the workplace..."

RECORDING AND REPORTING OCCUPATIONAL INJURIES AND ILLNESSES 29 CFR 1904

"Each employer shall maintain in each establishment a log and summary of all occupational
injuries and illnesses for that establishment............"

CONFINED SPACE
29 CFR 1910.146

If the employer decides that its employees will enter permit spaces, the employer shall develop
and implement a written permit space program........

RESPIRATORY PROTECTION
29 CFR 1910.134

Written standard operating procedures governing the selection and use of respirators shall be
established.

OCCUPATIONAL NOISE EXPOSURE
29 CFR 1910.95

The employer shall institute a training program for all employees who are exposed to noise at or
above an 8-hour time weighted average of 85 decibels and shall ensure employee participation
in such a program.
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BLOODBORNE PATHOGENS
29 CFR 1910.1030

Each employer having an employee(s) with occupational exposure as defined by paragraph (b)
of this section shall establish a written Exposure Control Plan designed to eliminate or minimize
employee exposure.

GENERAL DUTY CLAUSE
PL91-596

"Hazardous conditions or practices not covered in an O.S.H.A. Standard may be covered under
section 5(a)(1) of the act, which states: Each employer shall furnish to each of {their} employees
employment and a place of employment which is free from recognized hazards that are causing
or are likely to cause death or serious physical harm to {their} employees."

PERSONAL PROTECTIVE EQUIPMENT
1926.95 a)

"Application." Protective equipment, including personal protective equipment for eyes, face, head,
and extremities, protective clothing, respiratory devices, and protective shields and barriers, shall
be provided, used, and maintained in a sanitary and reliable condition wherever it is necessary
by reason of hazards of processes or environment, chemical hazards, radiological hazards, or
mechanical irritants encountered in a manner capable of causing injury or impairment in the
function of any part of the body through absorption, inhalation or physical contact.
OVERHEAD CRANES
1910.179(j)(3)

Periodic inspection. Complete inspections of the crane shall be performed at intervals as generally
defined in paragraph (j)(1)(ii)(b) of this section, depending upon its activity…………………
MOBILE EARTHMOVING EQUIPMENT
MN RULES 5207.1000

Mobile earth-moving equipment operators and all other employees working on the ground
exposed to mobile earth-moving equipment shall be trained in the safe work procedures
pertaining to mobile earth-moving equipment and in the recognition of unsafe or
hazardous conditions.

ERGONOMICS
29 CFR PART 1910.900 THRU 1910.944

“Training required for each employee and their supervisors must address signs and symptoms of
MSD’s, MSD hazards and controls used to address MSD hazards.”
In the interest of Quality Safety Management, it may be recommended that written procedures and
documented employee training also be provided for the following Subparts. (Subparts represent multiple
standards)
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1910 Subparts
Subpart D - Walking - Working Surfaces
Subpart E - Means of Egress
Subpart F - Powered Platforms, Man-lifts, and Vehicle-Mounted Work Platforms
Subpart G - Occupational Health and Environmental Control
Subpart H - Hazardous Materials
Subpart I - Personal Protective Equipment
Subpart J - General Environmental Controls
Subpart K - Medical and First Aid
Subpart L - Fire Protection
Subpart M - Compressed Gas and Compressed Air Equipment
Subpart N - Materials Handling and Storage
Subpart O - Machinery and Machine Guarding
Subpart P - Hand and Portable Powered Tools and Other Hand-Held Equipment.
Subpart Q - Welding, Cutting, and Brazing.
Subpart S - Electrical
Subpart Z - Toxic and Hazardous Substances
1926 Subparts
Subpart C - General Safety and Health Provisions
Subpart D - Occupational Health and Environmental Controls
Subpart E - Personal Protective and Life Saving Equipment
Subpart F - Fire Protection and Prevention
Subpart G - Signs, Signals, and Barricades
Subpart H - Materials Handling, Storage, Use, and Disposal
Subpart I - Tools - Hand and Power
Subpart J - Welding and Cutting
Subpart K - Electrical
Subpart L - Scaffolds
Subpart M - Fall Protection
Subpart N - Cranes, Derricks, Hoists, Elevators, and Conveyors
Subpart O - Motor Vehicles, Mechanized Equipment, and Marine Operations
Subpart P - Excavations
Subpart V - Power Transmission and Distribution
Subpart W - Rollover Protective Structures; Overhead Protection
Subpart X - Stairways and Ladders
Subpart Z - Toxic and Hazardous Substances
Applicable MN OSHA 5205 Rules
Applicable MN OSHA 5207 Rules
Applicable MN OSHA 5206 Rules (Employee Right to Know)
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All training on the programs written by SafeAssure Consultants, Inc. will meet or exceed State
and/or Federal OSHA requirements.
These programs/policies and procedures listed on the addendum do not include the cost of
hardware such as labels, signs, etc. and will be the responsibility of The City of Becker to obtain
as required to comply with OSHA standards.
Our Service Agreement year will begin on the signing of this Service Agreement. Classroom
training will be accomplished at a time convenient to most employees/management and so
selected as to disrupt the workday as little as possible.
All documents and classroom training produced by SafeAssure Consultants for The
City of Becker are for the sole and express use by The City of Becker and its
employees and not to be shared, copied, recorded, filmed or used by any division,
department, subsidiary, or parent organization or any entity whatsoever, without
prior written approval of SafeAssure Consultants.
It is always the practice of SafeAssure Consultants to make modifications and/or
additions to your program when necessary to comply with changing OSHA
standards/statutes. These changes or additions, when made during a Service
Agreement year, will be made at no additional cost to The City of Becker.
All written programs/services that are produced by SafeAssure Consultants, Inc. are
guaranteed to meet the requirements set forth by MNOSHA/OSHA. SafeAssure
Consultants, Inc. will reimburse The City of Becker should MNOSHA/OSHA assess a
fine for a deficient or inadequate written program that was produced by SafeAssure
Consultants, Inc. SafeAssure Consultants, Inc. does not take responsibility for
financial loss due to MNOSHA/OSHA fines that are unrelated to written programs
mentioned above.

4 Of 7

ADDENDUM
SAFETY PROGRAM RECOMMENDATIONS
The City of Becker
Written Programs & Training
A.W.A.I.R. (A Workplace Accident and Injury Reduction Act)
• review/modify or write site specific program
• documented training of all personnel
• accident investigation
• simulated OSHA inspection
Employee Right to Know/Hazard Communication
• review/modify or write site specific program
• documented training of all personnel (general and specific training)
• various labeling requirements
• assist with installing and initiating MSDS ONLINE data base program
Lock Out/Tag Out (Control of Hazardous Energy)
• review/modify or write site specific program
• documented training of all personnel
Emergency Action Plan
• review/modify or write site specific program
• documented training of all personnel
Respiratory Protection
• review/modify or write site specific program
• documented training of all personnel
Bloodborne Pathogens
• review/modify or write site specific program
• documented training of all personnel
Cranes-Chains-Slings
• review/modify or write site specific program
• documented training of all personnel (inspections)
Hearing Conservation (Occupational Noise Exposure)
• review/modify or write site specific program
• documented training of all personnel
• decibel testing and documentation
Personal Protective Equipment
• review/modify or write site specific program
• documented training of all personnel
Confined Space
• review/modify or write site specific program
• documented training of all personal
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Mobile Earthmoving Equipment
• review/modify or write site specific program
• documented training of all personal
Ergonomics
• review/modify or write site specific program
• documented training of all personnel
o job hazards-recognition
o control steps
o reporting
o management leadership requirements
o employee participation requirements
General Safety Requirements
• review/modify or write site specific program
• documented training of all personnel

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

The “SafeAssure Advantage”
On-Line training available for AWAIR, EAP, ERTK, ERGO, Bloodborne
Safety Committee Advisor
Employee Safety Progress Analysis
SafeAssure “Client Discount” from Fastenal Stores or Catalogs
(15% off any item)
Job Hazard Analysis (JHA for more hazardous tasks/jobs)
Training manual maintenance
Safety manual maintenance
Documented decibel testing
Documented air quality readings-(CO2 testing in shops with 5 or more vehicle capacity)
Documented foot-candle readings (if needed)
OSHA recordkeeping
General Duty Clause
Assistance during an actual OSHA inspection
General safety recommendations
“ALERT” data base
Unlimited consulting services

6 Of 7

Service Agreement
THIS AGREEMENT is made the first day of April 2022 between The City of Becker, Becker,
Minnesota, herein referred to as The City of Becker and SafeAssure Consultants, Inc. 7505 93rd
Ave. NE, Spicer, Minnesota, herein referred to as SafeAssure.
SafeAssure agrees to abide by all applicable federal and state laws including, but not limited to,
OSHA regulations and local/state/national building codes. Additionally, SafeAssure will practice
all reasonable and appropriate safety and loss control practices.
SafeAssure agrees to provide, at the time of execution of this Service Agreement, The City of
Becker (upon request) with a current Certificate of Insurance with proper coverage lines and a
minimum of $2,000,000.00 in insurance limits of general liability and statutory for workers'
compensation insurance. SafeAssure is insured by “The Harford” insurance companies.
SafeAssure further agrees that The City of Becker will not be held liable for any claims, injuries,
or damages of whatever nature due to negligence, alleged negligence, acts or omissions of
SafeAssure to third parties. SafeAssure expressly forever releases and discharges The City of
Becker, its agents, members, officers, employees, heirs and assigns from any such claims,
injuries, or damages. SafeAssure will also agree to defend, indemnify and hold harmless The
City of Becker, its agents, members and heirs from any and all claims, injuries, or damages of
whatever nature pursuant to the provisions of this agreement.
SafeAssure and its employees is an independent contractor of The City of Becker, and nothing
in this agreement shall be considered to create the relationship of an employer/employee.
In consideration of this signed Service Agreement, for the period of Twelve Months
from the signing month, SafeAssure Consultants, Inc. agrees to provide The City of Becker, the
aforementioned features and services. These features and services include but are not limited
to OSHA compliance recommendations and consultations, providing scheduled classroomtraining sessions, writing and maintaining mandatory OSHA programs. These features and
services will be prepared to meet the specific needs of The City of Becker.
ANNUAL SERVICE AGREEMENT
SDS ON-LINE

ANNUAL

$ 7,058.53

$7,058.53
Included

IN TESTIMONY WHEREOF, we agree to the day and year first above written and, if representing
an organization or similar entity, further certify the undersigned are a duly authorized agent of
said entity and authorized to sign on behalf of identified entity.
X_______________________________
The City of Becker
Date
X_______________________________
The City of Becker
Date
X
SafeAssure Consultants, Inc.
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REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/10/2022

Agenda Item Description:
New Liquor License for Cherokee Liquors Inc. dba G-Will Liquors #10
Originating Department / Preparer / Email / Phone:
Administration / Susan Nache / snache@ci.becker.mn.us / 763-200-4248
Attachments:
Yes

No

X

Attachments Included:
1.
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
Cherokee Liquors Inc. dba G-Will Liquors #10, is in the process of purchasing a business, located at
13410 First Street. They have submitted an application for a new Off-Sale liquor license. The fees of
$100 for the license and $150 for the background check have been paid. Chief of Police, Brent Baloun,
has completed the background check and signed off on the application. They are in good standing with
the state, all water and property taxes are current for this location and workers compensation and
liquor liability insurance are in place. The license will run from April 26, 2022, which is the anticipated
closing date, to July 20, 2022, at which time they will have to renew. The current business can continue
to sell liquor under their license until that date.
Board Commission / Committee Action:
None
Budgetary / Fiscal Impact:
None
Action(s) Requested:
1. Motion and second to adopt the Consent Agenda is sufficient for approving the new liquor
license for Cherokee Liquors Inc. dba G-Will Liquors #10.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/10/2022

Agenda Item Description:
New Tobacco Licenses for Rademacher Companies, Inc. dba Bill’s Superette #6 and Bill’s Family Foods
Originating Department / Preparer / Email / Phone:
Administration / Susan Nache / snache@ci.becker.mn.us / 763-200-4248
Attachments:
Yes

No

X

Attachments Included:
1.
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
Rademacher Companies, Inc. has submitted paperwork for two new tobacco licenses:
1. Bill’s Superette #6, to be located at 13996 – 1st Street
2. Bill’s Family Foods, to be located at 13400 – 1st Street
They have submitted their $100 license fee and their $150 background check fee for each business.
Chief Baloun has completed the background check and recommends approval. The license will run
from April 26, 2022, which is the anticipated closing date, to December 31, 2022, at which time they will
have to renew. The current businesses can continue to sell tobacco under their license until that date.
Workers Compensation Insurance is in place and there are currently no delinquent tax or utilities on the
property. Staff recommends approval of the new tobacco licenses.
Board Commission / Committee Action:
None
Budgetary / Fiscal Impact:
None
Action(s) Requested:
1. Motion and second to approve the Consent Agenda is sufficient to approve the tobacco licenses
for Rademacher Companies, Inc. dba Bill’s Superette #6 and Bill’s Family Foods.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/08/2022

Agenda Item Description:
Personnel Policy Update – Vacation Leave
Originating Department / Preparer / Email / Phone:
Administration / Julie Blesi / jblesi@ci.becker.mn.us / 763-200-4247
Attachments:
Yes

X

No

Attachments Included:
1. 11.4 Vacation Leave
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
With the change from the Modified Princeton Evaluation System to the Decision Band Method for
evaluations, the Vacation Leave in the Personnel Policy needs to be updated. The Vacation Leave
Schedule references Grades and will need to be changed to reference Bands under the new
methodology. The current policy groups Pay Grades 6-10 into a schedule and Pay Grades 11-15 into a
separate schedule for earning vacation time. These would be changed to Bands A,B and Bands C,D,E
respectively. The same positions fall into the same earning potentials with these changes.
Board Commission / Committee Action:
Personnel Committee reviewed and recommended approval.
Budgetary / Fiscal Impact:
None
Action(s) Requested:
1. Motion and second to approve the Consent Agenda is sufficient to approve the update to the
Vacation Leave Policy.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

11.4 Vacation Leave

VACATION LEAVE SCHEDULE

Years of
Service
0–5
Years
6 – 10
Years
11 – 15
Years
16 +
Years

Hours Earned
Per Year
Pay
GradesBands: 610A-B
80

Hours Earned Per
Year
Pay GradesBands:
11-15C-E
120

120

160

160

200

200

240

11.4.1 Eligibility
All full-time employees will earn vacation leave in accordance with the above schedule.
Employees hired in a full-time position may receive credit for 0-5 years of service based
on past experience at the discretion of the employer. Part-time, seasonal and temporary
employees are not eligible for vacation leave.
11.4.2 Accrual Rate
For the purpose of determining an employee’s vacation accrual rate, years of service will
include all continuous time that the employee has worked at the City (including
authorized unpaid leave). Employees who are rehired after terminating City employment
may receive credit for their prior service at the discretion of the employer.
11.4.3 Earnings and Use
Employees start at a zero balance and will begin accruing vacation upon start with hours
being credited with the first paycheck of each month. After six months of service,
vacation leave may be used as it is earned, subject to approval by the employee’s
supervisor.
An employee will not earn any vacation leave for any pay period unless he/she is
employed by the City on the last scheduled workday of the pay period. Vacation time will
accrue on a monthly basis upon completion of the month. The annual vacation amount
will be divided by twelve months to determine the monthly accrual.
Requests for vacation should be submitted to the department head at least two weeks in
advance of the requested time off. This notice may be waived at the discretion of the
supervisor. Vacation can be requested in increments as small as one hour up to the total
amount of the accrued leave balance. Vacation leave is to be used only by the employee

who accumulated it. It cannot be transferred to another employee. Once an employee
gives notice of resignation the employee will not be allowed to take vacation time off
unless approved by the employee’s supervisor after the notice has been given. Vacation
leave must be recorded on the employee’s time sheet for record keeping purposes.
Employees may accrue vacation leave up to a maximum of 200 hours. No vacation will
be allowed to accrue in excess of this amount. Vacation leave cannot be converted into
cash payments except at termination. Employees who leave the employ of the City in
good standing by retirement or resignation will receive pay for 100% of unused accrued
vacation.

REQUEST FOR COUNCIL ACTION






MEETING DATE:
3/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/15/2022

Agenda Item Description:
Domestic Wastewater Treatment Train In-line DO and pH Equipment Replacement
Originating Department / Preparer / Email / Phone:
Public Works / Chris Lisson / clisson@ci.becker.mn.us / 612-619-5655
Attachments:
Yes

X

No

Attachments Included:
1. Hach equipment quote from USABluebook
2. YSI equipment quote from Great Northern Environmental
3. Endress Hauser equipment quote from USABluebook
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
The Domestic Treatment Train currently has in-line equipment for the monitoring of DO (dissolved
oxygen) and pH. As part of the City’s NPDES permit, staff must record and submit daily DO and pH
readings at designated sites within the WWTF. The in-line equipment was installed as part of the 2008
Domestic WWTF build and most of the equipment is no longer functioning. Continuous monitoring of
DO and pH levels can help with troubleshooting process control issues, helps conserve the use of
electricity, and saves staff time related to manually collecting these samples each day throughout the
facility with portable testing equipment.
Staff did get 3 quotes for equipment replacement:
1. Hach equipment from USABluebook = $31,615.47
2. YSI equipment from Great Northern Environmental = $27,714.42
3. Endress Hauser equipment from USABluebook = $33,261.48
This equipment replacement project also includes $1,200 to cover 1 day of assistance from Total Control
(SCADA system integrator) for installation and programming.
Overall project cost estimates are as follows:
1. Hach equipment = $32,815.47
2. YSI equipment = $28,914.42
3. Endress Hauser = $34,461.48
City staff would do most of the installation work with assistance from Total Control as needed. I am
recommending Council approve the purchase of Hach in-line DO and pH equipment for the Domestic
Wastewater Treatment Train because the existing equipment is Hach, and staff are familiar with how to
operate and calibrate this equipment. In addition, the Hach equipment has performed well over time.
In contrast, there is YSI equipment on the Industrial treatment train and staff have experienced some
performance issues with that equipment. For these reasons, I am recommending the purchase of the
Hach in-line monitoring equipment.

Board Commission / Committee Action:
This replacement project was reviewed with the Public Works Committee and was recommended for
approval by Council.
Budgetary / Fiscal Impact:
The 2022 Domestic Wastewater CIP has $35,200 budgeted for this equipment replacement project.
Action(s) Requested:
1. Motion and second to approve the purchase of Hach in-line DO and pH monitoring equipment
for the Domestic Wastewater Treatment Train for the estimated project cost of $32,815.47 and
not to exceed the budgeted amount of $35,200.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

REQUEST FOR COUNCIL ACTION






MEETING DATE:
03/15/2022
Approved by:

Date:

Jeff O’Neill

CITY COUNCIL ACTION
Approved
Denied
Amended
Tabled

03/10/2022

Agenda Item Description:
Pebble Creek Asset Disposal
Originating Department / Preparer / Email / Phone:
Golf / Jason Scharfencamp / jscharf@ci.becker.mn.us / 763-200-4264
Attachments:
Yes

No

X

Attachments Included:
Consent Agenda:

Yes

X

No

Introduction / Background / Justification / Key / Legal Issues:
List of assets for disposal
•
•
•
•
•

1997 Toro Greensmaster 3100 Triplex Mower & associated accessories
2002 Toro Multipro Sprayer
2002 John Deere 2500-Diesel Triplex Mower & associated accessories that do not fit new
models
2005 John Deere 2500-Diesel Triplex Mower
2007 Toro Z-Master 60” Zero Turn Mower

Staff would like to dispose of the above equipment at auction. These units have been upgraded or
replaced. All of the triplex mowers above have been replaced by the lease package and unit that we
purchased from the previous lease package. The associated accessories were one of the reasons we had
held on to these units, but we now have them for the newer model units and no longer need the older
units. The sprayer will be replaced by the unit that was purchased from the previous lease package. The
zero turn mower had regular mechanical issues and was replaced out of our operating budget last year.
Board Commission / Committee Action:
Budgetary / Fiscal Impact:
Staff would like to use any proceeds to invest toward updating outdated equipment. In past years we
have used these funds toward replacing an additional Utility cart.
Action(s) Requested:
1. A motion and second to approve the consent agenda is sufficient to declare the listed assets
surplus and order their disposal.
Alternatives:
1. Pull for Further Discussion
2. Do Not Adopt
3. Table for More Information

CITY OF BECKER

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022

Page: 1
Mar 11, 2022 10:03AM

Report Criteria:
Detail report.
Invoices with totals above $0.00 included.
Only unpaid invoices included.
Invoice.Payment due date = {<=} 03/15/2022
Vendor

Vendor Name

Invoice Number

AMAZON CAPITAL SERVICES
10558 AMAZON CAPITAL SERVICES
10558 AMAZON CAPITAL SERVICES
10558 AMAZON CAPITAL SERVICES
10558 AMAZON CAPITAL SERVICES

13C6-97WM-4
196M-7JDH-71
1DR4-G6KF-LY
1GKV-677W-Q

Description

COMPUTER SUPPLIES - VIDEO
COMPUTER SUPPLIES - VIDEO
OFFICE SUPPLIES
OFFICE SUPPLIES

Invoice Date Payment Due Date

02/21/2022
02/28/2022
03/03/2022
02/23/2022

03/01/2022
03/15/2022
03/15/2022
03/15/2022

Total AMAZON CAPITAL SERVICES:

253000109293
253000109294

UNIFORMS
CONTRACTED SERVICES-PW

02/24/2022
02/24/2022

03/01/2022
03/01/2022

Total ARAMARK UNIFORM SERVICES:
ARES NEE HOLDINGS LLC
10594 ARES NEE HOLDINGS LLC
10594 ARES NEE HOLDINGS LLC

17-000106
17-000106

SOLAR UTILITIES AT WWTF
SOLAR UTILITIES AT WWTF

03/04/2022
03/04/2022

03/15/2022
03/15/2022

1,870.33
2,805.49
4,675.82

AUTO VALUE MONTICELLO
10428 AUTO VALUE MONTICELLO
10428 AUTO VALUE MONTICELLO
10428 AUTO VALUE MONTICELLO
10428 AUTO VALUE MONTICELLO

21196510
21196627
21196632
21196636

Total AUTO VALUE MONTICELLO

GENERAL OPERATIONS
REPAIRS & MTCE - EQUIP, VEH
REPAIRS & MTCE - EQUIP, VEH
REPAIRS & MTCE - PW

02/28/2022
03/03/2022
03/03/2022
03/03/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022

:

BANK OF AMERICA
10038 BANK OF AMERICA

GEN OP - FD

03/04/2022

03/15/2022

:

32501

COMPOST - PW

03/07/2022

03/15/2022

:

P49300928

Total BATTERIES PLUS BULBS #036

376.25
376.25

MINOR TOOLS

02/28/2022

03/15/2022

:

BATTERIES PLUS BULBS #036
10490 BATTERIES PLUS BULBS #036

40.97
40.97

Total BARNUM GATE SERVICES INC.
BATTERIES PLUS
328 BATTERIES PLUS

55.96
82.99
82.99
54.99
276.93

FEB 2022 STM

BARNUM GATE SERVICES INC.
10506 BARNUM GATE SERVICES INC.

BEAUDRY OIL CO
10156 BEAUDRY OIL CO
10156 BEAUDRY OIL CO

67.39
195.79
263.18

Total ARES NEE HOLDINGS LLC:

Total BATTERIES PLUS

23.95
26.94
1,084.27
239.65
1,374.81

ARAMARK UNIFORM SERVICES
6 ARAMARK UNIFORM SERVICES
6 ARAMARK UNIFORM SERVICES

Total BANK OF AMERICA

Net
Invoice Amount

8.64
8.64

P49323972

EMERGENCY LIGHT REPLACE

02/28/2022

03/15/2022

:

1993635
1993635

32.25
32.25

FUEL - PD
FUEL - DOM WW

02/04/2022
02/04/2022

03/15/2022
03/15/2022

1,683.18
147.98

CITY OF BECKER

Vendor

10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156
10156

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO
BEAUDRY OIL CO

Total BEAUDRY OIL CO

1993635
1993635
1993635
1993635
1993635
1993636
1993636
1993636
1993636
1999709
2010613
2010613
2010613
2010613
2010743
2010743
2010743
2010743
2010743
2010743
2010743
2012231
2012231

Description

FUEL - IND WW
FUEL - WATER
FUEL - FD
FUEL - BCC MTCE
FUEL - PW
FUEL - PW
FUEL - FD
FUEL - DOM WW
FUEL - IND WW
FUEL - DOM WW
FUEL - PW
FUEL - FD
FUEL - DOM WW
FUEL - IND WW
FUEL - PD
FUEL - DOM WW
FUEL - IND WW
FUEL - WATER
FUEL - FD
FUEL - BCC MTCE
FUEL - PW
FUEL - DOM WW
FUEL - IND WW

Page: 2
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/14/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/22/2022
02/18/2022
02/18/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

:

BECKER AUTO & TRUCK REPAIR INC
10037 BECKER AUTO & TRUCK REPAI
10037 BECKER AUTO & TRUCK REPAI

10312
10319

REPAIRS & MTCE - PD
REPAIRS - PD

02/21/2022
02/23/2022

03/15/2022
03/15/2022

20531

A203259
A203612
A203672
A204000
A204440
A204620
A204647
B182620
B182683
B182695
B182731
B182795
B182798
B182819
B182820
B182846
B182960
B183066
B183256

100.00
100.00
200.00

REPAIRS-BCC

02/22/2022

03/15/2022

Total BECKER COLLISION & GLASS INC :
BECKER TRUE VALUE HARDWARE
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA
13 BECKER TRUE VALUE HARDWA

147.97
338.64
97.41
45.55
404.25
1,314.33
124.51
42.60
42.60
1,351.60
1,191.84
112.91
38.63
38.62
621.84
54.67
54.66
125.11
35.99
16.83
149.35
285.20
285.20
8,751.47

Total BECKER AUTO & TRUCK REPAIR INC:
BECKER COLLISION & GLASS INC
10002 BECKER COLLISION & GLASS I

Net
Invoice Amount

503.28
503.28

MISC PARTS FOR INDUSTRIAL
MISC PARTS FOR INDUSTRIAL
GEN OPS- STREETS
MISC HARDWARE
GEN OPS- STREETS
REPAIRS & MTCE-STORMSEWE
GEN OPS- STREETS
PCGC - SUPPLIES
SCREWS
MINOR TOOLS\EQUIP- PW
PCGC - CH BUILDING
PCGC - CH BUILDING
GEN OPS- STREETS
MINOR TOOLS
MINOR TOOLS
GEN OPS - FD
MINOR TOOLS\EQUIP- PARKS
REPAIRS & MTCE-EQUIP,VEH-S
EVENT SPACE MATERIALS

02/01/2022
02/09/2022
02/10/2022
02/16/2022
02/24/2022
02/28/2022
02/28/2022
02/01/2022
02/02/2022
02/02/2022
02/03/2022
02/04/2022
02/04/2022
02/04/2022
02/04/2022
02/05/2022
02/07/2022
02/09/2022
02/12/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

12.58
8.98
8.89
14.90
45.78
38.97
5.99
11.89
12.56
5.99
27.35
20.38
35.97
5.29
5.99
637.79
19.98
2.60
7.33

CITY OF BECKER

Vendor

13
13
13
13
13
13

BECKER
BECKER
BECKER
BECKER
BECKER
BECKER

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

TRUE
TRUE
TRUE
TRUE
TRUE
TRUE

B183441
B183508
B183508
B183510
B183598
B183811

VALUE HARDWA
VALUE HARDWA
VALUE HARDWA
VALUE HARDWA
VALUE HARDWA
VALUE HARDWA

Description

MINOR TOOLS\EQUIP- BCC
ZIP TIES
ZIP TIES
MINOR TOOLS\EQUIP- PARKS
GEN OPS - FD
GEN OPS- STREETS

Page: 3
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

02/16/2022
02/17/2022
02/17/2022
02/17/2022
02/19/2022
02/23/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

Total BECKER TRUE VALUE HARDWARE:
BEVERAGE LINE SERVICE LLC
10417 BEVERAGE LINE SERVICE LLC

3571

Total BEVERAGE LINE SERVICE LLC

15296653-00

Total BROCK WHITE COMPANY

Total C & L DISTRIBUTING

03/01/2022

03/15/2022

128.85

TOOLS/MINOR EQUIPMENT - P

03/02/2022

03/15/2022

COGS - BEER - PCGC
COGS - BEER - PCGC

03/02/2022
03/09/2022

03/15/2022
03/15/2022

:

933923180
933934632
933938580
933955827
933966511
934037534
934070758
934088287
934100020
934220017
934260772
934267046

RESALE - PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP
CREDIT - SUPPLIES - PCGC
RESALE- PRO SHOP
CREDIT-RESALE-PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP
RESALE - PRO SHOP

10/14/2021
10/19/2021
10/20/2021
10/26/2021
10/28/2021
12/02/2021
12/23/2021
01/03/2022
01/04/2022
01/31/2022
02/09/2022
02/09/2022

11/03/2021
11/03/2021
11/03/2021
11/16/2021
11/03/2021
12/07/2021
01/04/2022
01/18/2022
01/18/2022
03/15/2022
02/15/2022
02/15/2022

:

0000159303

33.30
33.30
222.30
130.50
510.481,239.30378.0078.32
614.70
411.30
405.90
170.10

CO2

02/28/2022

03/15/2022

153.55
153.55

CHEMISOLV CORP
10161 CHEMISOLV CORP

Total COUNTRY LUMBER:

1,145.53
592.04

28.06-

Total CENTRAL MCGOWAN INC:

COUNTRY LUMBER
28 COUNTRY LUMBER
28 COUNTRY LUMBER

328.00

1,737.57

CENTRAL MCGOWAN INC
35 CENTRAL MCGOWAN INC

Total CHEMISOLV CORP

128.85

328.00

1424860
1427580

CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
1835 CALLAWAY GOLF
Total CALLAWAY GOLF

TAP BEER LINES CLEANED - P

:

C & L DISTRIBUTING
10417 C & L DISTRIBUTING
10417 C & L DISTRIBUTING

15.55
9.24
9.23
35.40
8.28
17.00
1,023.91

:

BROCK WHITE COMPANY
19049 BROCK WHITE COMPANY

Net
Invoice Amount

20056869

CONTRACTED SERVICES - SM

03/08/2022

03/15/2022

:

3,406.00
3,406.00

2202-076459
2202-076551

PCGC - CH BUILDING
PCGC - CH BUILDING

02/01/2022
02/03/2022

03/15/2022
03/15/2022

137.71
79.81
217.52

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

CUTTER & BUCK
456 CUTTER & BUCK

96025216

Total CUTTER & BUCK

Description

UNIFORMS

Page: 4
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

02/18/2022

03/15/2022

:

1544133
1547927

Total DAHLHEIMER BEVERAGE LLC
DELL MARKETING LP
10100 DELL MARKETING LP
10100 DELL MARKETING LP
10100 DELL MARKETING LP
10100 DELL MARKETING LP

COGS - BEER - PCGC
COGS - BEER - PCGC

02/25/2022
03/04/2022

03/15/2022
03/15/2022

:

10560527044
10560527044
90100253912
90100253912

788.30
1,073.05
1,861.35

COMPUTER (IRRIGATION)
COMPUTERS (PRO SHOP)
COMPUTERS - TAX ON PRO SH
COMPUTER - TAX ON IRRIGATI

02/14/2022
02/14/2022
02/28/2022
02/28/2022

03/01/2022
03/01/2022
03/15/2022
03/15/2022

:

DUKE RENTALS
10599 DUKE RENTALS

776.00
2,328.00
171.69
57.23
3,332.92

410097-0001

GEN OPS-PARKS

02/28/2022

03/15/2022

Total DUKE RENTALS:

1,685.00
1,685.00

FARM-RITE EQUIPMENT INC--ST CL
10424 FARM-RITE EQUIPMENT INC--S
10424 FARM-RITE EQUIPMENT INC--S
10424 FARM-RITE EQUIPMENT INC--S

P62145
P62146
P62319

REPAIRS & MTCE - EQUIP, VEH
REPAIRS & MTCE - EQUIP, VEH
REPAIRS & MTCE - EQUIP, VEH

02/28/2022
02/28/2022
03/07/2022

03/15/2022
03/15/2022
03/15/2022

Total FARM-RITE EQUIPMENT INC--ST CL:
FLAHERTY & HOOD, P.A.
10094 FLAHERTY & HOOD, P.A.

17329

589.94
24.71
56.35
671.00

GOVERNEMENT RELATIONS

03/01/2022

03/15/2022

Total FLAHERTY & HOOD, P.A.:

3,873.50
3,873.50

FORCE AMERICA
68 FORCE AMERICA

001-1615121

REPAIRS & MTCE -EQUIP, VEH-

02/22/2022

03/15/2022

Total FORCE AMERICA:

317.55
317.55

FORD COMMERCIAL SOLUTIONS
10574 FORD COMMERCIAL SOLUTION

022822

FORD TELEMATICS - PD

02/28/2022

03/15/2022

Total FORD COMMERCIAL SOLUTIONS:
FSSOLUTIONS
10149 FSSOLUTIONS

FL00499164

Total FSSOLUTIONS

DRUG TESTING - PW

03/02/2022

03/15/2022

171.17
171.17

020541922
:

40.00
40.00

:

GALLS, LLC
10516 GALLS, LLC
Total GALLS, LLC

989.52
989.52

DAHLHEIMER BEVERAGE LLC
10416 DAHLHEIMER BEVERAGE LLC
10416 DAHLHEIMER BEVERAGE LLC

Total DELL MARKETING LP

Net
Invoice Amount

UNIFORMS-PD

02/25/2022

03/15/2022

7.08
7.08

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

GATR OF SAUK RAPIDS
10092 GATR OF SAUK RAPIDS
Total GATR OF SAUK RAPIDS
GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER
1318 GRAINGER

01P358496

Description

REPAIRS & MTCE --EQUIP- PW
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Invoice Date Payment Due Date

03/09/2022

03/15/2022

:

60.49
60.49

9041169674
9044063502
9046032299
9046032299
9065149057
9065822695
9067896572
9067896580
9067896598
9067896606
9074263410
9074263410
9077892454
9077892454
9080511943
9080511943
9084016857
9084016857
9084656769
9084656769
9084656769
9084656769
9084656769
9084656769
9086971380
9110638427
9110638427
9110638427
9124319147
9131925142
9131925142
9131925142
9138454260
9138454260
9142262006
9142262006
9142262006
9142262006
9149832108
9149832108
9153918660
9153918660
9162263215
9169277051
9169277051

RETURNED AIR CONDITIONER
RETURNED AIR CONDITIONER
GENERAL OPERATING - DOM
GENERAL OPERATING - IND W
REPAIR & MTCE - EQUIP, VEH REPLACEMENT AIR CONDITION
REPLACEMENT AIR CONDITION
RETURNED AIR CONDITIONER
RETURNED AIR CONDITIONER
RETURNED AIR CONDITIONER
TOOLS/MINOR EQUIP - DOM W
TOOLS/MINOR EQUIP - IND WW
REPAIR & MTCE - EQUIP, VEH REPAIRS & MTCE - EQUIP, VEH
REPAIR & MTCE - EQUIP, VEH REPAIRS & MTCE - EQUIP, VEH
GENERAL OPERATING - DOM
GENERAL OPERATING - IND W
REPAIR & MTCE - EQUIP, VEH REPAIRS & MTCE - EQUIP, VEH
TOOLS/MINOR EQUIP - DOM W
TOOLS/MINOR EQUIP - IND WW
GENERAL OPERATING - DOM
GENERAL OPERATING - IND W
RETURNED AIR CONDITIONER
PORTABLE EYEWASH SOLUTIO
PORTABLE EYEWASH SOLUTIO
PORTABLE EYEWASH SOLUTIO
REPAIR & MTCE - EQUIP, VEH MISC SUPPLIES
MISC SUPPLIES
MISC SUPPLIES
SOCKETS
SOCKETS
OIL PUMP
OIL PUMP
ANCHORS
ANCHORS
VISE
VISE
TRASH BAGS
TRASH BAGS
HOSE ADAPTER
LOCKBOX FOR WWTF
LOCKBOX FOR WWTF

09/01/2021
09/03/2021
09/07/2021
09/07/2021
09/24/2021
09/24/2021
09/28/2021
09/28/2021
09/28/2021
09/28/2021
10/04/2021
10/04/2021
10/06/2021
10/06/2021
10/08/2021
10/08/2021
10/13/2021
10/13/2021
10/13/2021
10/13/2021
10/13/2021
10/13/2021
10/13/2021
10/13/2021
10/15/2021
11/05/2021
11/05/2021
11/05/2021
11/17/2021
11/24/2021
11/24/2021
11/24/2021
12/02/2021
12/02/2021
12/06/2021
12/06/2021
12/06/2021
12/06/2021
12/13/2021
12/13/2021
12/16/2021
12/16/2021
12/28/2021
01/06/2022
01/06/2022

09/21/2021
09/21/2021
09/21/2021
09/21/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
10/19/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/03/2021
11/16/2021
11/16/2021
11/16/2021
12/07/2021
12/21/2021
12/21/2021
12/21/2021
12/21/2021
12/21/2021
01/04/2022
01/04/2022
01/04/2022
01/04/2022
01/04/2022
01/04/2022
01/04/2022
01/04/2022
01/18/2022
02/02/2022
02/02/2022

Total GRAINGER:
GRUENES, PAUL
10599 GRUENES, PAUL

Net
Invoice Amount

854.78854.7815.67
15.67
130.83
1,627.28
854.78854.78273.2262.2420.99
20.99
26.15
26.15
12.58
12.57
4.55
4.54
14.23
14.23
13.22
13.21
19.25
19.24
1,627.2817.48
17.48
17.48
15.76
20.60
20.61
20.61
15.23
15.22
27.52
27.52
47.32
47.31
274.01
274.01
31.02
31.02
10.78
12.25
12.25
2,415.03-

14440 PINEVI

REFUND FOR OVERPAYMENT

02/28/2022

03/15/2022

146.35

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

Description

Page: 6
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Invoice Date Payment Due Date

Total GRUENES, PAUL:

146.35

GUARDIAN FLEET SAFETY, LLC
10524 GUARDIAN FLEET SAFETY, LLC
10524 GUARDIAN FLEET SAFETY, LLC

21-0873
21-0882

EQUIPMENT INSTALL SQUAD C
EQUIPMENT INSTALL SUQAD C

11/03/2021
11/04/2021

03/15/2022
03/15/2022

Total GUARDIAN FLEET SAFETY, LLC :
H & L MESABI
85 H & L MESABI
85 H & L MESABI

09789
09826

280.00
280.00
560.00

REPAIRS & MTCE-PW
REPAIRS & MTCE-PW

02/25/2022
03/01/2022

03/15/2022
03/15/2022

Total H & L MESABI:

1,854.00
342.00
2,196.00

HARDEKOPF, JOHN
10277 HARDEKOPF, JOHN

13511 JOHNS

REFUND FOR OVERPAYMENT

02/28/2022

03/15/2022

Total HARDEKOPF, JOHN:

171.78
171.78

HEGGIES PIZZA LLC
10477 HEGGIES PIZZA LLC

1041151002

Total HEGGIES PIZZA LLC

RESALE - BCC

02/24/2022

03/15/2022

:

HERCULIFT
1485 HERCULIFT
1485 HERCULIFT
1485 HERCULIFT
1485 HERCULIFT
Total HERCULIFT

Net
Invoice Amount

446.40

CR0042797
CR0042797
R067420-4
R067420-4

LIFT RENTAL AT WWTF
LIFT RENTAL AT WWTF
LIFT RENTAL AT WWTF
LIFT RENTAL AT WWTF

03/01/2022
03/01/2022
03/01/2022
03/01/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022

:

HORIZON COMMERCIAL POOL SUPPLY
10221 HORIZON COMMERCIAL POOL

INV11291

CHEMS - BCC

02/23/2022

03/15/2022

C242745430:0

REPAIRS & MTCE-EQUIP,VEH-P

02/09/2022

03/15/2022

UB REFUND

UB REFUND - 10-2149-00, 10-00

02/28/2022

03/15/2022

81.45
81.45

18640

W/C - GOLF - MTCE

03/01/2022

03/15/2022

Total LEAGUE OF MN CITIES (W/C INS):
LOCATORS AND SUPPLIES INC
10004 LOCATORS AND SUPPLIES INC

214.86
214.86

Total JLM CONSTRUCTION INC:
LEAGUE OF MN CITIES (W/C INS)
323 LEAGUE OF MN CITIES (W/C IN

522.59
522.59

Total I-STATE TRUCK CENTER:
JLM CONSTRUCTION INC
10511 JLM CONSTRUCTION INC

207.00207.00155.25
155.25
103.50-

Total HORIZON COMMERCIAL POOL SUPPLY:
I-STATE TRUCK CENTER
10598 I-STATE TRUCK CENTER

446.40

0297954-IN

447.77
447.77

GENERAL OPERATING - PW

03/01/2022

03/15/2022

60.30

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

Total LOCATORS AND SUPPLIES INC
M&M EXPRESS SALES & SERVICE
10153 M&M EXPRESS SALES & SERVI

Description

Page: 7
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Invoice Date Payment Due Date

:

60.30

362426

TOOLS-BCC

02/24/2022

03/15/2022

Total M&M EXPRESS SALES & SERVICE :
MACQUEEN EMERGENCY GROUP
10471 MACQUEEN EMERGENCY GRO
10471 MACQUEEN EMERGENCY GRO

MCDOWALL COMFORT MANAGEMENT
130 MCDOWALL COMFORT MANAG
130 MCDOWALL COMFORT MANAG

REPAIRS & MTCE - FD
REPAIRS & MTCE - FD

02/25/2022
02/28/2022

03/15/2022
03/15/2022

:

636961
636965

339325
339554
339920
339974

REPAIRS AND MAIN
FURNACNE MAINTENANCE

02/21/2022
02/21/2022

03/15/2022
03/15/2022

CON SER COPIER - CH
CON SER - COPIER - PCGC
GEN OP - COPIER - FD
GEN OP - COPIER - PD

03/03/2022
03/03/2022
03/08/2022
03/08/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022

1ST QTR 2022

Total MN DEPARTMENT OF HEALTH

COMMUNITY WATER SUPPLY C

02/23/2022

03/15/2022

:

MN POST BOARD
10442 MN POST BOARD

3-7-22

3,815.00
3,815.00

PEACE OFFICER LICENSE REN

03/07/2022

03/15/2022

:

360.00
360.00

MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS
10237 MN VALLEY TESTING LABS

NORTH CENTRAL LABORATORIES
1041 NORTH CENTRAL LABORATORI

293.96
53.37
10.00
15.25
372.58

MN DEPARTMENT OF HEALTH
10430 MN DEPARTMENT OF HEALTH

Total MN VALLEY TESTING LABS

519.75
26.64
546.39

Total MN COMPUTER SYSTEMS INC:

Total MN POST BOARD

638.49
387.87
1,026.36

Total MCDOWALL COMFORT MANAGEMENT:
MN COMPUTER SYSTEMS INC
783 MN COMPUTER SYSTEMS INC
783 MN COMPUTER SYSTEMS INC
783 MN COMPUTER SYSTEMS INC
783 MN COMPUTER SYSTEMS INC

7.30
7.30

W04116
W04137

Total MACQUEEN EMERGENCY GROUP

Net
Invoice Amount

1131149
1131513
1131513
1131544
1131544
1131604
1131604
1132290
1132290
1132466
1132466
1132602
1132602

CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SERVICES- MVT
CONTRACTED SERVICES- MVT
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL
CONTRACTED SEVICES-MVTL

02/22/2022
02/24/2022
02/24/2022
02/24/2022
02/24/2022
02/24/2022
02/24/2022
03/02/2022
03/02/2022
03/03/2022
03/03/2022
03/04/2022
03/04/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

:

70.00
57.33
57.32
57.33
101.56
57.33
57.32
57.33
79.44
57.33
57.32
57.33
57.32
824.26

466601

LAB OPERATING EXPENSE - D

02/17/2022

03/15/2022

987.17

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

1041 NORTH CENTRAL LABORATORI

466601

Description

LAB OPERATING EXPENSE - IN

Page: 8
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

02/17/2022

03/15/2022

Total NORTH CENTRAL LABORATORIES :
NUSS TRUCK & EQUIPMENT
10433 NUSS TRUCK & EQUIPMENT
10433 NUSS TRUCK & EQUIPMENT
10433 NUSS TRUCK & EQUIPMENT

3247344P
3247546P
CM3247344P

Total NUSS TRUCK & EQUIPMENT

00506219
00506219
00506220
00506221
00506222
00506223
00506225

REPAIRS & MTCE-PW
REPAIRS & MTCE-PW
REPAIRS & MTCE-PW

02/28/2022
02/28/2022
02/28/2022

03/15/2022
03/15/2022
03/15/2022

CONTRACTED SERVICES - DO
CONTRACTED SERVICES - IND
CONTRACTED SERVICES - WAT
OPTIONS
CITY HALL CLEANING SERVICE
CONTRACTED SERVICES - FD
CONTRACTED SERCIVES-PW

02/28/2022
02/28/2022
02/28/2022
02/28/2022
02/28/2022
02/28/2022
02/28/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

1532-335366
1532-335517

REPAIRS & MTCE - PCGC
REPAIRS & MTCE - PCGC

02/28/2022
02/28/2022

03/15/2022
03/15/2022

:

134.94
23.62111.32

OXYGEN SERVICE COMPANY INC
50 OXYGEN SERVICE COMPANY I
50 OXYGEN SERVICE COMPANY I

0003517369
0008509118

GEN OP - FD
TOOLS/MINOR EQUIP- STREET

02/28/2022
02/01/2012

03/15/2022
03/15/2022

Total OXYGEN SERVICE COMPANY INC:
PATRIOT NEWS MN, LCC
10560 PATRIOT NEWS MN, LCC
10560 PATRIOT NEWS MN, LCC
10560 PATRIOT NEWS MN, LCC

005283
005290
005291

34.10
116.05
150.15

DISCOVER BECKER GUIDE
ADVERTISING
ADVERTISING

02/28/2022
02/28/2022
02/28/2022

03/15/2022
03/15/2022
03/15/2022

Total PATRIOT NEWS MN, LCC:

765.00
465.00
465.00
1,695.00

PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS
10417 PHILLIPS WINE & SPIRITS

PING GOLF
1323 PING GOLF
1323 PING GOLF
1323 PING GOLF

94.35
94.35
148.00
288.60
421.80
236.80
251.60
1,535.50

OREILLY AUTO PARTS
10209 OREILLY AUTO PARTS
10209 OREILLY AUTO PARTS

Total PHILLIPS WINE & SPIRITS

126.56
90.96
126.5690.96

Total OPTIONS, INC:

Total OREILLY AUTO PARTS

987.17
1,974.34

:

OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC
10082 OPTIONS, INC

Net
Invoice Amount

6354355
6354355
6354355
6358566
6358566
6358566

DELIVERY CHARGE - PCGC
COGS - WINE - PCGC
COGS WINE - PCGC
COGS - WINE - PCGC
DELIVERY CHARGE - PCGC
COGS - LIQUOR - PCGC

02/24/2022
02/24/2022
02/24/2022
03/03/2022
03/03/2022
03/03/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

:

22.01
60.00
1,665.72
472.00
32.48
1,536.23
3,788.44

15898728
16120658
16128544

CREDIT - RESALE - PCGC
RESALE - PCGC
RESALE - PCGC

08/04/2021
01/25/2022
01/31/2022

01/18/2022
02/15/2022
02/15/2022

267.20121.24
487.50-

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Total PING GOLF

Invoice Number

Description

Page: 9
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

:

PLUNKETTS PEST CONTROL
10258 PLUNKETTS PEST CONTROL
10258 PLUNKETTS PEST CONTROL
10258 PLUNKETTS PEST CONTROL
Total PLUNKETTS PEST CONTROL
POWER/MATION
10123 POWER/MATION
10123 POWER/MATION
10123 POWER/MATION

633.46-

7426995
7429398
7431954

PEST CONTROL CITY HALL
CON SER - BCC
PEST CONTROL GOLF

03/01/2022
03/01/2022
03/01/2022

03/15/2022
03/15/2022
03/15/2022

:

823.20
103.65
121.33
1,048.18

3261945-00
3261945-00
3261967-00

REPAIR PARTS FOR ALUM PUM
REPAIR PARTS FOR ALUM PUM
CREDIT FOR RETURN

02/10/2022
02/10/2022
11/29/2021

03/15/2022
03/15/2022
12/21/2021

Total POWER/MATION:

90.06
90.05
75.49104.62

QUICK RESULTS, LLC
10570 QUICK RESULTS, LLC

1853

COVID TESTS

02/28/2022

03/15/2022

Total QUICK RESULTS, LLC:
QUILL
171 QUILL
171 QUILL
171 QUILL
Total QUILL

Net
Invoice Amount

284.00

23139227
23215922
23275064

SUPPLIES GENERAL OP -- PD
SUPPLIES GENERAL OP -- PD
OFFICE SUPPLIES - CITY HALL

02/16/2022
02/21/2022
02/22/2022

03/15/2022
03/15/2022
03/15/2022

:

RAILWORKS TRACK SYSTEMS
10531 RAILWORKS TRACK SYSTEMS
10531 RAILWORKS TRACK SYSTEMS
Total RAILWORKS TRACK SYSTEMS
ROTO ROOTER
10585 ROTO ROOTER

216195
216201

RAIL SPUR INSPECTION AND R
REPAIR & MTCE-SPUR LINE

02/28/2022
02/28/2022

03/15/2022
03/15/2022

:

32035091

DRAIN SNAKING

02/22/2022

03/15/2022

455.00
455.00

312-39442

REPAIRS & MTCE - PW

12/20/2021

01/04/2022

50.0050.00-

SAFEASSURE CONSULTANTS, INC
10326 SAFEASSURE CONSULTANTS, I 43199

SAFETY TRAINING

03/02/2022

03/15/2022

Total SAFEASSURE CONSULTANTS, INC:

3405262

7,058.53
7,058.53

COUNCIL CHAMBER NAME PLA

01/17/2022

03/15/2022

Total SCHMIDT SIGN & DESIGN:
SHERBURNE CO ATTORNEY
10178 SHERBURNE CO ATTORNEY

2,945.50
1,938.80
4,884.30

Total ROYAL TIRE, INC.:

SCHMIDT SIGN & DESIGN
10405 SCHMIDT SIGN & DESIGN

189.62
23.16
9.59
222.37

Total ROTO ROOTER:
ROYAL TIRE, INC.
185 ROYAL TIRE, INC.

284.00

50.00
50.00

7341

PROSECUTION FEES - FEB 202

03/02/2022

03/15/2022

898.23

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Total SHERBURNE CO ATTORNEY
SHERBURNE CO AUDITOR/TREASURER
835 SHERBURNE CO AUDITOR/TRE
835 SHERBURNE CO AUDITOR/TRE
835 SHERBURNE CO AUDITOR/TRE

Invoice Number

Description

Page: 10
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

:

898.23

9413
9413
9420

APPRAISALS SHERB COUNTY
APPRAISALS SHERB COUNTY
CERTIFIED SPECIAL ASSESSM

03/03/2022
03/03/2022
03/03/2022

03/15/2022
03/15/2022
03/15/2022

Total SHERBURNE CO AUDITOR/TREASURER:
SHERBURNE CO RECORDER #1
199 SHERBURNE CO RECORDER #

REC03012022

Total SHERBURNE CO RECORDER #1
SIMMET, CHRISTINE
10599 SIMMET, CHRISTINE

RECORD RESOLUTIONS 22-11

03/07/2022

03/15/2022

:

15361 OLIVA S

Total SITEONE LANDSCAPE SUPPLY

92.00

REFUND FOR OVERPAYMENT

02/28/2022

03/15/2022

112186441-001

CHEMICALS & FERTILIZER - GO

08/18/2021

08/24/2021

:

FIRST AID TRAINING

03/02/2022

03/15/2022

28056

CONTRACTED SERVICES - DO

03/01/2022

03/15/2022

385.00

3,826.23
3,826.23

253077450
253077451
253077452
253102867
253102868
253102868
253105068
253107737

DELIVERY CHARGE
DELIVERY CHARGE
DELIVERY CHARGE
COGS - FOOD - PCGC
SUPPLIES - PCGC
COGS - FOOD - PCGC
COGS - FOOD - PCGC
SUPPLIES - PCGC

01/13/2022
01/13/2022
01/13/2022
02/22/2022
02/22/2022
02/22/2022
02/25/2022
03/01/2022

03/01/2022
03/01/2022
03/01/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

Total SYSCO WESTERN MINNESOTA, INC.:

325815

5.905.905.901,127.54
150.50
3,307.47
1,409.23
118.99
6,096.03

FLOW METER CALIBRATION

03/08/2022

03/15/2022

Total TECH SALES CO:
TITAN MACHINERY
10350 TITAN MACHINERY
10350 TITAN MACHINERY

27.63-

385.00

Total SYNAGRO CENTRAL, LLC:

TECH SALES CO
10351 TECH SALES CO

11.85

27.63-

Total SPECIALIZED HEALTH AND SAFETY MANAGEMENT:

SYSCO WESTERN MINNESOTA, INC.
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,
1579 SYSCO WESTERN MINNESOTA,

92.00

11.85

SPECIALIZED HEALTH AND SAFETY MANAGEMENT
10574 SPECIALIZED HEALTH AND SAF 6415

SYNAGRO CENTRAL, LLC
10540 SYNAGRO CENTRAL, LLC

10,890.00
656.00
275.00
11,821.00

Total SIMMET, CHRISTINE:
SITEONE LANDSCAPE SUPPLY
10516 SITEONE LANDSCAPE SUPPLY

Net
Invoice Amount

800.00
800.00

16423989GP
16423989GP

PARTS RETURNED
PARTS RETURNED

12/06/2021
12/06/2021

01/04/2022
01/04/2022

122.00122.00-

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

Total TITAN MACHINERY

Invoice Date Payment Due Date

:

912682838

RESALE - PRO SHOP

03/02/2022

03/15/2022

:

PSV2219740
PSV2219740
PSV2220018
PSV2220018
PSV2221252
PSV2221252
PSV2221817
PSV2221817
PSV2222065
PSV2222065

FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT
FILERS FOR HVAC EQUIPMENT

02/17/2022
02/17/2022
02/18/2022
02/18/2022
02/23/2022
02/23/2022
02/25/2022
02/25/2022
02/25/2022
02/25/2022

03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022
03/15/2022

TOTAL FILTRATION SERVICES INC:

90648814

RESALE - PRO SHOP

03/05/2022

03/15/2022

Total TRAVISMATHEW, LLC:

12762
12762

GARAGE DOOR REPAIR FOR O
GARAGE DOOR REPAIR FOR O

03/08/2022
03/08/2022

03/15/2022
03/15/2022

:

2803463
2807482
2879495

ICE MACHINE RENTAL
BOTTLED BEVERAGES
BOTTLED BEVERAGES

03/01/2022
03/03/2022
03/07/2022

03/15/2022
03/15/2022
03/15/2022

3235983
3235983

RESPIRATOR PARTS/FILTERS
RESPIRATOR PARTS/FILTERS

02/27/2022
02/27/2022

03/15/2022
03/15/2022

34.49
34.48
68.97

25193

TRANSPORTATION - BCC

10/23/2021

03/15/2022

Total VOIGT S BUS COMPANIES:

Total WILLIAM E YOUNG COMPANY

80.53
1,000.00700.70
218.77-

Total VIKING INDUSTRIAL CENTER:

WILLIAM E YOUNG COMPANY
10530 WILLIAM E YOUNG COMPANY
10530 WILLIAM E YOUNG COMPANY

125.00
125.00
250.00

Total VIKING COCA COLA BOTTLING CO :

VOIGT S BUS COMPANIES
10036 VOIGT S BUS COMPANIES

797.63
797.63

VICTORY DOOR SYSTEMS
10177 VICTORY DOOR SYSTEMS
10177 VICTORY DOOR SYSTEMS

VIKING INDUSTRIAL CENTER
10198 VIKING INDUSTRIAL CENTER
10198 VIKING INDUSTRIAL CENTER

35.22
35.23
30.25
30.25
64.95
64.96
65.75
65.75
71.89
71.89
536.14

TRAVISMATHEW, LLC
10522 TRAVISMATHEW, LLC

VIKING COCA COLA BOTTLING CO
1272 VIKING COCA COLA BOTTLING
1272 VIKING COCA COLA BOTTLING
1272 VIKING COCA COLA BOTTLING

1,526.76
1,526.76

TOTAL FILTRATION SERVICES INC
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I
10189 TOTAL FILTRATION SERVICES I

Total VICTORY DOOR SYSTEMS

Net
Invoice Amount

244.00-

TITLEIST
1155 TITLEIST
Total TITLEIST

Description

Page: 11
Mar 11, 2022 10:03AM

730.00
730.00

20405
20405
:

ALUM FLOW METER SERVICE
ALUM FLOW METER SERVICE

03/03/2022
03/03/2022

03/15/2022
03/15/2022

125.00
125.00
250.00

CITY OF BECKER

Vendor

Payment Approval Report - COUNCIL CLAIMS LIST - UNPAID
Report dates: 1/1/2020-12/31/2022
Vendor Name

Invoice Number

Grand Totals:

Report Criteria:
Detail report.
Invoices with totals above $0.00 included.
Only unpaid invoices included.
Invoice.Payment due date = {<=} 03/15/2022

Description

Page: 12
Mar 11, 2022 10:03AM

Invoice Date Payment Due Date

Net
Invoice Amount
96,130.07

CITY OF BECKER

Check Register- COUNCIL CLAIMS
Check

Issue

Dates:

Check

LIST

3/ 1/ 2022-

Description

Number

REPORT-

3/ 31/

Payee

Page:

PAID

2022

Invoice

Check

Amount

Amount

105054
105054

ACE

SOLID WASTE INC

GARBAGE SERVICE-

CH

136. 35

136. 35

105054

ACE

SOLID

WASTE INC

GARBAGE SERVICE-

BCC

293. 92

293. 92

105054

ACE

SOLID WASTE INC

GARBAGE SERVICE-

PW

246. 82

246. 82

105054

ACE

SOLID WASTE INC

GARBAGE SERVICE-

PARKS

196. 53

196. 53

105054

ACE SOLID WASTE INC

GARBAGE SERVICE-

GOLF

287. 08

287. 08

105054

ACE SOLID WASTE INC

GARBAGE SERVICE-

WW IND

154. 53

154. 53

105054

ACE SOLID WASTE INC

GARBAGE SERVICE-

WW DOM

154. 54

154. 54

105054

ACE SOLID WASTE INC

GARBAGE SERVICE-

GOLF F& B

672. 41

672. 41

Total ACE SOLID WASTE INC

2, 142. 18

105055
105055

MIDCONTINENT COMMUNICATI

TELEPHONE-

FD

191. 36

191. 36

105055

MIDCONTINENT

TELEPHONE-

CH

357.

24

357. 24

105055

MIDCONTINENT COMMUNICATI

TELEPHONE-

PD

223. 12

223. 12

105055

MIDCONTINENT COMMUNICATI

TELEPHONE-

PW

226. 57

226. 57

105055

MIDCONTINENT COMMUNICATI

COMPOST

85. 39

85. 39

105055

MIDCONTINENT

COMMUNICATI

TELEPHONE-

PARKS

105055

MIDCONTINENT

COMMUNICATI

TELEPHONE-

105055

MIDCONTINENT COMMUNICATI

105055

MIDCONTINENT COMMUNICATI

105055

MIDCONTINENT

COMMUNICATI

105055

MIDCONTINENT

COMMUNICATI

COMMUNICATI

85. 42

85. 42

BCC

404. 14

404. 14

TELEPHONE-

WW DOM

114. 50

114. 50

TELEPHONE-

WW IND

171.

74

171. 74

TELEPHONE-

GOLF

315. 23

315. 23

TELEPHONE-

GOLF MTCE

85. 42

85. 42

MIDCONTINENT COMMUNICATIONS:

Total

2, 260. 13

105059
105059

A

TOUCH OF MAGIC, INC.

PROG SUP

498. 00

Total A TOUCH OF MAGIC, INC.:

498. 00

498. 00

105060
105060

AMAZON CAPITAL SERVICES

COMPUTER SUPPLIES-

105060

AMAZON CAPITAL SERVICES

RESALE

105060

AMAZON CAPITAL SERVICES

COMPUTER SUPPLIES-

26. 94

26. 94

105060

AMAZON

CAPITAL

SERVICES

OFFICE SUPPLIES

1, 084. 27

1, 084. 27

105060

AMAZON

CAPITAL

SERVICES

OFFICE SUPPLIES

239. 65

239. 65

105060

AMAZON CAPITAL SERVICES

PROG SUP

25. 17

25. 17

105060

AMAZON CAPITAL SERVICES

OFFICE SUPPLIES

58. 99-

58. 99-

105060

AMAZON CAPITAL SERVICES

GEN OPS

95. 87

95. 87

105060

AMAZON CAPITAL SERVICES

OFFICE SUPPLIES

58.

99-

58. 99-

105060

AMAZON CAPITAL SERVICES

OFFICE SUPPLIES

58. 99-

58. 99-

VIDEO ADAPTORS

23. 95

23. 95

18

138. 18

138.

VIDEO ADAPTORS

Total AMAZON CAPITAL SERVICES:

1, 457. 06

105061
105061

Total

AQUA- AID

AQUA- AID

INC

SLIT SEEDER CIP PURHASE

23, 200. 00

INC:

23, 200. 00

23, 200. 00

105062

M=

105062

ARAMARK

UNIFORM

SERVICES

UNIFORMS

105062

ARAMARK

UNIFORM

SERVICES

CONTRACTED SERVICES- PW

Manual

Check, V= Void Check

1

Mar 15, 2022 03: 28PM

67. 39

67. 39

79

195. 79

195.

Check

CITY OF BECKER

Register-

COUNCIL CLAIMS LIST REPORT-

Check Issue Dates:

3/ 1/

Description

Check
Payee

Number

Total ARAMARK

PAID

Page:

Invoice

Check

Amount

Amount

263. 18

SERVICES:

UNIFORM

105063
105063

ARES NEE 53

105063

ARES NEE 53 2021

Total

ARES

NEE

2021

53 2021

LESSEE,

LL

SOLAR UTILITIES AT WWTF

1, 870. 33

1, 870. 33

LESSEE,

LL

SOLAR UTILITIES AT WWTF

2, 805. 49

2, 805. 49

4, 675. 82

LESSEE, LLC:

105064
105064

AUTO

VALUE

105064

AUTO

VALUE

105064

AUTO

VALUE

105064

AUTO

VALUE

Total

55. 96

55. 96

MONTICELLO

REPAIRS&

MTCE-

EQUIP, VEH-

PW

82. 99

82. 99

MONTICELLO

REPAIRS& MTCE-

EQUIP, VEH-

PW

82. 99

82. 99

MONTICELLO

REPAIRS& MTCE-

PW

54. 99

54. 99

GENERAL OPERATIONS

MONTICELLO

276. 93

AUTO VALUE MONTICELLO

105065
GEN

105065

BANK OF

105065

BANK OF AMERICA

MEMBERSHIP

105065

BANK OF AMERICA

GEN OP-

Total BANK OF

AMERICA

OP-

FD
RENEWALS-

FD

FD

19. 10

19. 10

580. 00

580. 00

40. 97

40. 97

640. 07

AMERICA

105066
105066

Total

BARNUM GATE SERVICES INC.

376. 25

COMPOST- PW

376. 25

376. 25

BARNUM GATE SERVICES INC. :

105067
105067

BATTERIES PLUS

MINOR

8. 64

TOOLS

8. 64

8. 64

Total BATTERIES PLUS

105068
105068

Total

BATTERIES PLUS BULBS# 036

BATTERIES PLUS BULBS#

EMERGENCY

LIGHT

32. 25

REPLACEMENT

32. 25

32. 25

036 :

105069

M=

105069

BEAUDRY OIL CO

FUEL-

PD

683. 18

1, 683. 18

105069

BEAUDRY

OIL CO

FUEL-

DOM WW

147. 98

147. 98

105069

BEAUDRY

OIL CO

FUEL-

IND

WW

147. 97

147. 97

105069

BEAUDRY

OIL CO

FUEL-

WATER

338. 64

338. 64

105069

BEAUDRY

OIL CO

FUEL-

FD

97. 41

97. 41

105069

BEAUDRY

OIL

CO

FUEL-

BCC MTCE

45. 55

45. 55

105069

BEAUDRY

OIL

CO

FUEL-

PW

404. 25

404. 25

105069

BEAUDRY

OIL CO

FUEL-

PW

1, 314. 33

1, 314. 33

105069

BEAUDRY

OIL CO

FUEL-

FD

124. 51

124. 51

105069

BEAUDRY OIL CO

42. 60

42. 60

105069

BEAUDRY

OIL CO

FUEL-

IND WW

105069

BEAUDRY

OIL CO

FUEL-

DOM

105069

BEAUDRY

OIL CO

FUEL-

PW

105069

BEAUDRY OIL CO

FUEL-

FD

105069

BEAUDRY OIL CO

FUEL-

DOM WW

105069

BEAUDRY

FUEL-

IND

Manual

OIL CO

Check, V= Void

Check

1,

FUEL- DOM WW

WW

42. 60

42. 60

1, 351. 60

1, 351. 60

84

1, 191. 84

1, 191.

112. 91

WW

2

Mar 15, 2022 03: 28PM

2022- 3/ 31/ 2022

112. 91

38. 63

38. 63

62

38. 62

38.

CITY OF BECKER

Check Register- COUNCIL CLAIMS LIST REPORT-

PAID

Page:

Check Issue Dates: 3/ 1/ 2022- 3/ 31/ 2022

Check

Description

Number

Payee

Mar 15, 2022

Invoice

Check

Amount

Amount

105069

BEAUDRY OIL CO

FUEL-

PD

621. 84

621. 84

105069

BEAUDRY OIL CO

FUEL-

DOM WW

54. 67

54. 67

105069

BEAUDRY OIL CO

FUEL-

IND WW

54. 66

54. 66

105069

BEAUDRY OIL CO

FUEL-

WATER

125. 11

125. 11

105069

BEAUDRY OIL CO

FUEL-

FD

35. 99

35. 99

105069

BEAUDRY OIL CO

FUEL-

BCC MTCE

16.

105069

BEAUDRY OIL CO

FUEL-

105069

BEAUDRY OIL CO

105069

BEAUDRY OIL CO

83

16. 83

PW

149. 35

149. 35

FUEL-

DOM WW

285. 20

285. 20

FUEL-

IND WW

285. 20

285. 20

Total BEAUDRY OIL CO

8, 751. 47

105070
105070

BECKER AUTO&

TRUCK REPAI

REPAIRS&

105070

BECKER AUTO&

TRUCK REPAI

REPAIRS-

Total BECKER AUTO&

TRUCK REPAIR

MTCE-

PD

00

100. 00

100. 00

100. 00

100.

PD

INC:

200. 00

105071
105071

BECKER

COLLISION &

Total BECKER COLLISION&

GLASS I

REPAIRS- BCC

503. 28

GLASS INC:

503. 28

503. 28

105072
105072

BECKER FIRE RELIEF ASSOCIA

FIRE FIGHTERS SBR REIMBURSEMENT

2, 000

00

Total BECKER FIRE RELIEF ASSOCIATION:

2, 000. 00

2, 000. 00

105073
105073

BECKER TRUE VALUE HARDWA

MISC PARTS FOR INDUSTRIAL

WWTF

REPAIR

105073

BECKER TRUE VALUE HARDWA

MISC PARTS FOR INDUSTRIAL

WWTF

REPAIR

105073

BECKER TRUE VALUE HARDWA

GEN OPS- STREETS

105073

BECKER

105073
105073

12. 58

12. 58

8. 98

8. 98

8. 89

8. 89

MISC HARDWARE

14. 90

14. 90

BECKER TRUE VALUE HARDWA

GEN OPS- STREETS

45.

78

45. 78

BECKER TRUE VALUE HARDWA

REPAIRS& MTCE- STORMSEWER- PW

38. 97

38. 97

105073

BECKER TRUE VALUE HARDWA

GEN OPS- STREETS

105073

BECKER TRUE VALUE HARDWA

PCGC-

105073

BECKER TRUE VALUE HARDWA

SCREWS

105073

BECKER TRUE VALUE HARDWA

MINOR TOOLS\ EQUIP- PW

105073

BECKER TRUE VALUE HARDWA

PCGC-

105073

BECKER TRUE VALUE HARDWA

PCGC-

105073

BECKER TRUE VALUE HARDWA

GEN OPS- STREETS

105073

BECKER TRUE VALUE HARDWA

MINOR TOOLS

5. 29

5. 29

105073

BECKER

TRUE VALUE HARDWA

MINOR TOOLS

5. 99

5. 99

105073

BECKER

TRUE VALUE HARDWA

GEN OPS-

637. 79

637. 79

105073

BECKER TRUE

19. 98

19. 98

105073

BECKER TRUE VALUE HARDWA

REPAIRS&

2. 60

2. 60

105073

BECKER TRUE VALUE HARDWA

EVENT SPACE MATERIALS

105073

BECKER TRUE VALUE HARDWA

MINOR TOOLS\ EQUIP- BCC

105073

BECKER TRUE VALUE HARDWA

105073

BECKER

105073

BECKER TRUE VALUE HARDWA

MINOR TOOLS\ EQUIP- PARKS

105073

BECKER TRUE VALUE HARDWA

GEN OPS-

105073

BECKER TRUE

GEN OPS- STREETS

TRUE VALUE HARDWA

TRUE

VALUE

HARDWA

VALUE HARDWA

VALUE

M= Manual Check, V= Void Check

HARDWA

MINOR

SUPPLIES

5. 99

5. 99

89

11. 89

12. 56

12. 56

11.

5. 99

5. 99

CH BUILDING

27. 35

27. 35

CH BUILDING

20. 38

20. 38

35. 97

35. 97

FD

TOOLS\ EQUIP- PARKS
MTCE- EQUIP, VEH- STREETS

7. 33

7. 33

15. 55

15. 55

ZIP TIES

9. 24

9. 24

ZIP TIES

9. 23

9. 23

35. 40

35. 40

FD

8. 28

8. 28

17. 00

17. 00

3

03: 28PM

CITY OF

Check

BECKER

Register-

CLAIMS LIST

COUNCIL

Check Issue Dates:

REPORT-

Payee

BECKER

TRUE VALUE

Page:

PAID

Invoice

Check

Amount

Amount

1, 023. 91

HARDWARE:

105074
105074

Total

LINE

BEVERAGE

BEVERAGE

SERVICE

LLC

BEER

TAP

LINES CLEANED-

128. 85

PCGC

128. 85

128. 85

LINE SERVICE LLC :

105075
105075

Total

BOGART

BOGART

PEDERSON & ASSOC!

PEDERSON&

SURVEY

FOR

PARCELS

IN

SEC

29&

30 T34 R28

2, 350.

00

2, 350. 00

2, 350. 00

ASSOCIATES:

105076
105076

Total

BROCK

WHITE

COMPANY

TOOLS/ MINOR

EQUIPMENT-

328. 00

PW

328. 00

328. 00

BROCK WHITE COMPANY

105077
105077

C&

L DISTRIBUTING

COGS- BEER- PCGC

105077

C&

L DISTRIBUTING

COGS-

Total C&

L

1,

PCGC

BEER-

145. 53

1, 145. 53

592. 04

592. 04

1, 737. 57

DISTRIBUTING

105078
33. 30

105078

CALLAWAY

RESALE-

PRO SHOP

33. 30

105078

CALLAWAY GOLF

RESALE-

PRO SHOP

33. 30

33. 30

105078

CALLAWAY GOLF

RESALE-

PRO

SHOP

222. 30

222. 30

105078

CALLAWAY

GOLF

RESALE-

PRO

SHOP

105078

CALLAWAY GOLF

CREDIT-

105078

CALLAWAY GOLF

105078

CALLAWAY

105078

CALLAWAY GOLF

RESALE- PRO

SHOP

105078

CALLAWAY GOLF

RESALE-

PRO

SHOP

105078

CALLAWAY GOLF

105078

CALLAWAY

GOLF

105078
105078
105078

Total

GOLF

GOLF

PCGC

SUPPLIES-

130. 50

130. 50

510. 48-

510. 48-

30-

1, 239. 30-

378. 00-

378. 00-

1, 239.

RESALE- PRO SHOP
CREDIT- RESALE- PRO SHOP

78. 32

78. 32

70

614. 70

RESALE- PRO SHOP

411. 30

411. 30

RESALE- PRO SHOP

405.

90

405. 90

170. 10

614.

CALLAWAY GOLF

RESALE-

PRO SHOP

170. 10

CALLAWAY GOLF

RESALE-

PRO SHOP

189. 00

189. 00

CALLAWAY GOLF

RESALE-

PRO SHOP

585. 00

585. 00

CALLAWAY

745. 94

GOLF

105079

M=

105079

CARDMEMBER

SERVICE

TECH CONFERENCE

250. 00

250. 00

105079

CARDMEMBER

SERVICE

TYPE IV BIOSOLIDS

REFRESHER

TRAINING

66. 62

66. 62

105079

CARDMEMBER

SERVICE

TYPE

IV BIOSOLIDS

REFRESHER

TRAINING

66. 62

66. 62

105079

CARDMEMBER

SERVICE

TRAINING

FOR CEUS-

LICENSE RENEWAL

102. 49

102. 49

105079

CARDMEMBER

SERVICE

TRAINING

FOR CEUS-

LICENSE

102. 49

102. 49

105079

CARDMEMBER

SERVICE

2022

EPCRA

TIER

II ANNUAL

FEES

25. 62

25. 62

105079

CARDMEMBER

SERVICE

2022

EPCRA

TIER

II ANNUAL

FEES

25. 62

25. 62

105079

CARDMEMBER

SERVICE

2022

EPCRA

TIER

II ANNUAL FEES

105079

CARDMEMBER

SERVICE

SAUNA ROCK

105079

CARDMEMBER

SERVICE

MEMBERSHIP

105079

CARDMEMBER SERVICE

MEMBERSHIP

105079

CARDMEMBER SERVICE

JH

105079

CARDMEMBER SERVICE

WATER

Manual

Check, V= Void Check

REGISTRATION

RENEWAL

25.

62

25. 62

161. 50

161. 50

RENEWAL

605. 00

605. 00

DUES

165. 00

165. 00

MEMBERSHIP

PERMIT

RENEWAL

4

Mar 15, 2022 03: 28PM

3/ 31/ 2022

Description

Check
Number

Total

3/ 1/ 2022-

165. 00

165. 00

78

3, 480. 78

3, 480.

CITY OF BECKER

Check Register- COUNCIL CLAIMS LIST REPORT- PAID
Check Issue Dates: 3/

Check

31/

Page:

2022

Description
Payee

Number

M=

3/

1/ 2022-

Invoice

Check

Amount

Amount

105079

CARDMEMBER

SERVICE

EDAM HOTEL

318. 38

318. 38

105079

CARDMEMBER

SERVICE

XCEL ADVISORY MEETING

81. 53

81. 53

105079

CARDMEMBER

SERVICE

PARKING FOR GUILD TRIP

79. 79

79. 79

105079

CARDMEMBER

SERVICE

TELEPHONE

194. 84

194. 84

167. 01

167. 01

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

TELEPHONE

6. 96

6. 96

105079

CARDMEMBER

SERVICE

TELEPHONE

83. 50

83. 50

105079

CARDMEMBER

SERVICE

TELEPHONE

105079

CARDMEMBER

SERVICE

2022

105079

CARDMEMBER

SERVICE

SECRETARIES LUNCHEON-

105079

CARDMEMBER SERVICE

CAKE FOR SWEARING

105079

CARDMEMBER SERVICE

YEARLY DUES FOR PLEAA(

35. 00

35. 00

105079

CARDMEMBER SERVICE

WINTER HATS

78. 88

78. 88

105079

CARDMEMBER SERVICE

UNIFORM YEAR STRIPES

95. 63

95. 63

105079

CARDMEMBER

VOLUNTEER SERVICE AWARDS

61. 31

61. 31

105079

CARDMEMBER SERVICE

DMT RECERTIFICATION TRAINING-

75. 00

75. 00

105079

CARDMEMBER SERVICE

DATAMASTER DMT TRAINING( M GORDON)

375. 00

375. 00

105079

CARDMEMBER SERVICE

BASIC TASER INSTRUCTOR( D RYDBERG)

375. 00

375. 00

105079

CARDMEMBER

SERVICE

2022 LMC LOSS CONTROL WORKSHOP

20. 00

20. 00

105079

CARDMEMBER

SERVICE

SHIPPING FOR PBT TO BE REPAIRED

15.

38

15. 38

105079

CARDMEMBER

SERVICE

MUSIC STREAMING

75. 14

75. 14

105079

CARDMEMBER

SERVICE

SOFTWARE

287. 50

287. 50

105079

CARDMEMBER

SERVICE

SOFTWARE

237. 50

237. 50

105079

CARDMEMBER

SERVICE

NEW TABLETOPS

3, 088. 88

3, 088. 88

105079

CARDMEMBER

SERVICE

TARGETED

DIGITAL

AD

SIMULATORS

50. 00

50. 00

105079

CARDMEMBER

SERVICE

TARGETED

DIGITAL

AD FOR NEW SIMULATORS

35. 00

35. 00

105079

CARDMEMBER SERVICE

TARGETED DIGITAL AD FOR NEW SIMULATORS

105079

CARDMEMBER SERVICE

NEW BLINDS FOR CLUBHOUSE

105079

CARDMEMBER SERVICE

105079

CARDMEMBER

105079

CARDMEMBER SERVICE

ADVERTISING-

105079

CARDMEMBER SERVICE

105079

CARDMEMBER

105079

SERVICE

92

13. 92

125. 26

125. 26

13.

92

13. 92

6.

96

6. 96

13.

CONFERENCE

MCFOA

K HEINS

K

HEINS)

D RYDBERG

SERVICE

FOR

PCGC
FOR

NEW

41. 75

41. 75

325. 00

325. 00

80

15. 80

43. 99

43. 99

15.

IN CEREMONY

25. 00

25. 00

718. 54

718. 54

HOME DECOR ITEMS FOR CLUBHOUSE?

526. 04

526. 04

STAGE RENTAL

450. 00

450. 00

25. 98

25. 98

BOOTH RENTAL FOR BECKER EXPO

60. 00

60. 00

SERVICE

STREAMING SERVICE DURING CONSTRUCTION

96. 63

96. 63

CARDMEMBER

SERVICE

TV SERVICE

152. 96

152. 96

99

10. 99

SERVICE

PCGC

105079

CARDMEMBER

SERVICE

STREAMING SERVICE FOR HS SPORTS

10.

105079

CARDMEMBER

SERVICE

MUSIC SUBSCRIPTION

10. 73

10. 73

105079

CARDMEMBER

SERVICE

QUIZ MATERIALS

59. 00

59. 00

105079

CARDMEMBER

SERVICE

QUIZRUNNERS

105079

CARDMEMBER

SERVICE

ADOBE ACROBAT PRO SUBSCRIPTION

105079

CARDMEMBER

SERVICE

LIGHTING FOR EVENT SPACE

105079

CARDMEMBER

SERVICE

TABLES FOR EVENT SPACE

105079

CARDMEMBER

SERVICE

DOOR

105079

CARDMEMBER

SERVICE

GLASSWARE&

LATCH

RESTARANT( RECURRING)

TRANSACTION FEE

FOR

COOLER

BOWLS

REFRESH,

1. 18

EVENT

SILVERWARE&

1. 18

16.

10

18.

22

18. 22

2, 932. 99

2, 932. 99

16. 10

81. 54

81. 54

908. 08

908. 08

105079

CARDMEMBER

SERVICE

COOKING PANS

105079

CARDMEMBER

SERVICE

2022

105079

CARDMEMBER

SERVICE

PROGRAM/ EVENT

105079

CARDMEMBER

SERVICE

EVENT SUPPLIES

10. 74

10. 74

105079

CARDMEMBER SERVICE

EVENT SUPPLIES

123. 06

123. 06

105079

CARDMEMBER SERVICE

EVENT SUPPLIES

5. 25

5. 25

105079

CARDMEMBER SERVICE

EVENT

SUPPLIES

12. 93

12. 93

105079

CARDMEMBER SERVICE

EVENT SUPPLIES

46. 24

46. 24

105079

CARDMEMBER

SERVICE

EVENT SUPPLIES

288. 33

288. 33

Manual Check, V= Void Check

6. 71

MCFOA CONFERENCE
SUPPLIES

5

Mar 15, 2022 03: 28PM

6. 71

325. 00

325. 00

121. 39

121. 39

Check Register- COUNCIL CLAIMS

CITY OF BECKER

Check Issue Dates:

LIST

2022-

REPORT-

Payee

CARDMEMBER SERVICE

Page:

PAID
Mar 15, 2022

3/ 31/ 2022

Description

Check
Number

105079

3/ 1/

Invoice

Check

Amount

Amount

74. 16

STAFF

74. 16

EVENT

68. 63

68. 63

SUPPLIES

105079

CARDMEMBER SERVICE

105079

CARDMEMBER

SERVICE

SAFETY

EYEGLASSES

KIT

40. 00

40. 00

105079

CARDMEMBER SERVICE

SAFETY

EYEGLASSES

KIT

40. 00

40. 00

105079

CARDMEMBER SERVICE

LAB

BRUSHES

29. 72

29. 72

105079

CARDMEMBER SERVICE

LAB

BRUSHES

29. 71

105079

CARDMEMBER SERVICE

IPAD

105079

CARDMEMBER SERVICE

WACOM

105079

CARDMEMBER

SERVICE

RETURN-

105079

CARDMEMBER

SERVICE

LOGITECH-

105079

CARDMEMBER

SERVICE

LIGHT

BAMBOO

INK

WACOM

SMART STYLUS
INK

BAMBOO

CRYON

SMART STYLUS

PENCIL

DIGITAL

RETURN
ROWER

516. 59

53. 80

53. 80

53. 80-

53. 80-

75. 32

75. 32

17. 80

17. 80

42.

95

42. 95

40.

105079

CARDMEMBER SERVICE

REPLACEMENT

105079

CARDMEMBER SERVICE

SENIOR CENTER

105079

CARDMEMBER SERVICE

ADOBE CREATIVE CLOUD

105079

CARDMEMBER SERVICE

ADVERTISING-

105079

CARDMEMBER SERVICE

HARDWARE FOR

105079

CARDMEMBER

105079

CARDMEMBER SERVICE

FOOD

105079

CARDMEMBER SERVICE

ADOBE

105079

CARDMEMBER SERVICE

ADVERTISING-

105079

CARDMEMBER SERVICE

ONLINE BOOKING AGENT

105079

CARDMEMBER

SERVICE

TOOLS

105079

CARDMEMBER

SERVICE

1099S

105079

CARDMEMBER

SERVICE

RETURN-

105079

CARDMEMBER

SERVICE

MEMBERSHIP

RENEWAL- M

105079

CARDMEMBER

SERVICE

MEMBERSHIP

RENEWAL-

J

105079

CARDMEMBER SERVICE

MEMBERSHIP

RENEWAL-

S

105079

CARDMEMBER SERVICE

2022

MEMBERSHIP

105079

CARDMEMBER SERVICE

EDUCATION

AND

TRAINING

249.

105079

CARDMEMBER SERVICE

EDUCATION

AND

TRAINING

105079

CARDMEMBER SERVICE

STAFF MEETING

105079

CARDMEMBER

105079

CARDMEMBER SERVICE

Total

SERVICE

SERVICE

HANDLE

PAPER
SUBSCRIPTION

PCGC
EVENT

SPACE

OJ FOR BAR

ACROPRO SUBSCRIPTION
PCGC

AND OFFICE SUPPLIES

MIGRATION

AZURE

AND

BACK-

UP-

ONE

YEAR

40. 00
372. 45

264. 00

264. 00

12. 56

12. 56

6. 38

6. 38

26

21. 26

16. 10

16. 10

93. 96

93. 96

50. 00

50. 00

315.

11

315. 11

100.

64

100. 64

22. 49-

22. 49-

45. 00

45. 00

BLESI

40. 00

40. 00

SCHAFER

40. 00

40. 00

1099S

MNGFOA

00

372. 45

21.

FOR WEDDING TASTING

29. 71

59

516.

EBENSTEINER

RENEWAL

RENEWAL

OF

BECKERCOMMUNIT

70. 00

70. 00

50

249. 50

249. 50

249. 50

52. 22

52. 22

9.

99

76. 44

JANUARY

9. 99
76. 44

21, 737. 32

CARDMEMBER SERVICE:

105080
105080

Total

CENTRAL MCGOWAN INC

CENTRAL

MCGOWAN

153. 55

CO2

153. 55

153. 55

INC:

105081
105081

Total

CHEMISOLV

CHEMISOLV

CORP

CONTRACTED

SERVICES-

SMARTBOD FOR IND

3, 406. 00

3, 406. 00

3, 406. 00

CORP

105082
CH

105082

COUNTRY

LUMBER

PCGC-

105082

COUNTRY

LUMBER

PCGC- CH BUILDING

Total

COUNTRY

BUILDING

137. 71

137. 71

79. 81

79. 81

217. 52

LUMBER:

105083
105083

M=

Manual

CSI SOFTWARE

Check, V= Void Check

CON SER- BCC

766. 25

766. 25

6
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CITY OF BECKER

Check Register-

COUNCIL CLAIMS LIST REPORT-

Check Issue Dates: 3/ 1/ 2022-

Check

Description

Number

Payee

PAID

Page:

3/ 31/ 2022

Mar 15, 2022

Invoice

Check

Amount

Amount

Total CSI SOFTWARE

766. 25

105084
105084

BUCK

CUTTER&

CUTTER&

Total

UNIFORMS

989. 52

BUCK

989. 52

989. 52

105085
105085

DAHLHEIMER BEVERAGE LLC

COGS-

BEER-

PCGC

105085

DAHLHEIMER

COGS-

BEER-

PCGC

Total DAHLHEIMER

BEVERAGE

LLC

788. 30

788. 30

1, 073. 05

1, 073. 05

BEVERAGE LLC

1, 861. 35

105086
105086

DELL MARKETING

LP

COMPUTER( IRRIGATION)

105086

DELL MARKETING

LP

COMPUTERS(

PRO SHOP)

105086

DELL MARKETING

LP

COMPUTERS-

TAX ON PRO SHOP PCS

105086

DELL MARKETING

LP

COMPUTER- TAX ON IRRIGATION PC

Total

DELL

776. 00

776. 00

2, 328. 00

2, 328. 00

171. 69

171. 69

57. 23

57. 23

MARKETING LP

3, 332. 92

105087
105087

DUKE RENTALS

GEN OPS- PARKS

1, 685. 00

Total DUKE RENTALS:

1, 685. 00

1, 685. 00

105088
E RANGE INC.

105088

CONTRACTED

SVCS- GOLF

365. 00

Total E RANGE INC.:

365. 00

365. 00

105089
105089

FARM- RITE

REPAIRS&

MTCE-

EQUIP, VEH-

PARKS

589. 94

589. 94

105089

FARM- RITE EQUIPMENT

INC—S

REPAIRS&

MTCE-

EQUIP, VEH-

PARKS

24. 71

24. 71

105089

FARM- RITE EQUIPMENT

INC—S

REPAIRS&

MTCE-

EQUIP, VEH- PW

56. 35

56. 35

Total

EQUIPMENT INC—S

FARM- RITE EQUIPMENT

INC--

ST CL:

671. 00

105090
105090

Total

FLAHERTY&

FLAHERTY&

HOOD, P. A.

HOOD,

GOVERNEMENT

RELATIONS

3, 873. 50

P. A.:

3, 873. 50

3, 873. 50

105091
105091

Total

FORCE AMERICA

FORCE

REPAIRS&

MTCE-

EQUIP,

VEH-

STREETS

317. 55

AMERICA:

317. 55

317. 55

105092
105092

Total

FORD

COMMERCIAL SOLUTION

FORD COMMERCIAL

FORD TELEMATICS-

PD

40. 00

SOLUTIONS:

40. 00

40. 00

105093
105093

M=

FSSOLUTIONS

Manual Check, V= Void Check

DRUG TESTING-

PW

171.

17

171. 17

03: 28PM

7

Page:

Check Register- COUNCIL CLAIMS LIST REPORT- PAID

CITY OF BECKER

Check Issue Dates: 3/ 1/ 2022- 3/ 31/

Mar 15, 2022

2022

Description

Check
Payee

Number

Invoice

Check

Amount

Amount

171. 17

Total FSSOLUTIONS

105094
UNIFORMS-

GALLS, LLC

105094

7. 08

PD

7. 08

7. 08

Total GALLS, LLC

105095

GATR OF

105095

Total

SAUK

RAPIDS

60. 49

REPAIRS& MTCE-- EQUIP- PW

60. 49

60. 49

GATR OF SAUK RAPIDS

105096
105096

Total

GOPHER

GOPHER

STATE ONE CALL

STATE

ONE

GENERAL

OPERATING-

35. 10

WATER

35. 10

35. 10

CALL:

105097
GRUENES, PAUL

105097

Total GRUENES,

REFUND

FOR

OVERPAYMENT

ON

FINAL

WATER/

SEWER

146. 35

BILL

146. 35

146. 35

PAUL:

105098
105098

GUARDIAN

FLEET SAFETY, LLC

EQUIPMENT INSTALL SQUAD CARS- PD

105098

GUARDIAN

FLEET SAFETY, LLC

EQUIPMENT INSTALL SUQAD CARS-

Total

00

280. 00

280. 00

280. 00

280.

PD

560. 00

GUARDIAN FLEET SAFETY, LLC :

105099
105099

H&

L MESABI

REPAIRS&

MTCE- PW

105099

H&

L MESABI

REPAIRS&

MTCE- PW

Total H&

1,

854. 00

1, 854. 00

342. 00

342. 00

2, 196. 00

L MESABI:

105100
105100

HANDYMANS

HARDWARE

TOOLS/

MINOR

EQUIP-

8. 99

BCC

8. 99

8. 99

Total HANDYMANS HARDWARE

105101
105101

HARDEKOPF, JOHN

Total HARDEKOPF,

REFUND

FOR

OVERPAYMENT

ON

FINAL

WATER/

SEWER

BILL

171. 78

171

78

171. 78

JOHN:

105102

105102

HEGGIES PIZZA LLC

RESALE- BCC

446. 40

446. 40

446. 40

Total HEGGIES PIZZA LLC

105103
105103

CLEANING- BCC

HILLYARD

Check,

V=

403. 68

403. 68

Total HILLYARD

M= Manual

403. 68

Void

Check

8

03: 28PM

CITY OF BECKER

Check Register-

COUNCIL

CLAIMS

Check Issue Dates:

Check

3/ 1/

LIST REPORT- PAID

Description

Number

Page:

2022- 3/ 31/ 2022

Payee

Mar 15, 2022

Invoice

Check

Amount

Amount

105104
105104

HORIZON COMMERCIAL

Total HORIZON

COMMERCIAL

POOL

CHEMS-

BCC

522. 59

POOL SUPPLY:

522. 59

522. 59

105105
105105

INDELCO PLASTICS CORP

DISCHARGE HOSE

396. 50

396. 50

105105

INDELCO PLASTICS CORP

DISCHARGE

396. 50

396. 50

HOSE

Total INDELCO PLASTICS CORP

793. 00

105106
105106

I-

STATE TRUCK CENTER

REPAIRS&

MTCE- EQUIP, VEH- PW

214. 86

Total I- STATE TRUCK CENTER:

214. 86

214. 86

105107
105107

JLM

Total

JLM

CONSTRUCTION

CONSTRUCTION

INC

UB

REFUND-

10- 2149- 00,

10- 0010- 00

AND

26- 0720- 00

81. 45

INC:

81. 45

81. 45

105108
LEAGUE

105108

OF MN CITIES ( W/C

W/C-

IN

GOLF-

MTCE

447.

77

Total LEAGUE OF MN CITIES( W/C INS):

447. 77

447. 77

105109
105109

LIFTOFF

Total

LIFTOFF

LLC

OFFICE

PRO PLUS SUBSCRIPTION

365

160. 00

LLC

160. 00

160. 00

105110
LOCATORS AND SUPPLIES INC

105110

Total

LOCATORS

AND

GENERAL OPERATING-

PW

60. 30

SUPPLIES INC :

60. 30

60. 30

105111
105111

M& M EXPRESS SALES & SERVI

Total M&

M

EXPRESS SALES&

TOOLS- BCC

7. 30

SERVICE :

7. 30

7. 30

105112
105112

MACQUEEN

EMERGENCY GRO

REPAIRS&

MTCE-

FD

638. 49

638. 49

105112

MACQUEEN

EMERGENCY GRO

REPAIRS&

MTCE-

FD

387. 87

387. 87

Total

MACQUEEN

EMERGENCY GROUP

1, 026. 36

105113
105113

MCDOWALL COMFORT

MANAG

REPAIRS AND MAIN

105113

MCDOWALL COMFORT

MANAG

FURNACNE

Total

MCDOWALL COMFORT

MAINTENANCE

519. 75
26. 64

MANAGEMENT:

519. 75
26. 64

546. 39

105114

M=

105114

MCMASTER- CARR SUPPLY CO

MISC HARDWARE AND A CIRCUIT BREAKER FOR NEW SHOP

64.

53

64. 53

105114

MCMASTER- CARR SUPPLY CO

MISC HARDWARE AND A CIRCUIT BREAKER FOR NEW SHOP

64. 53

64. 53

Manual Check, V= Void Check

9

03: 28PM

Check

CITY OF BECKER

COUNCIL CLAIMS

Register-

Check Issue Dates: 3/

LIST

REPORT-

3/ 31/

1/ 2022-

Description

Check

Payee

Number

Page:

PAID

Invoice

Check

Amount

Amount

105114

MCMASTER-

CARR SUPPLY CO

MISC

HARDWARE

47. 80

47. 80

105114

MCMASTER-

CARR SUPPLY CO

MISC

HARDWARE

47. 80

47. 80

Total

MCMASTER-

CARR

SUPPLY

224. 66

CO

105115

METRO

105115

Total

METRO

INSPECTION

WEST

WEST

INSPECTION

SE

FINALED

FEBRUARY

PERMITS-

6, 604.

2022

13

6, 604. 13

6, 604. 13

SERVICES:

105116
CH

105116

MN

COMPUTER

SYSTEMS INC

CON SER COPIER-

105116

MN

COMPUTER

SYSTEMS INC

CONTRACTED

DOM WW- COPIER
IND

SERVICES-

PW- COPIER

CONTRACT

293. 96

293. 96

96

34. 96

25. 28

25. 28

25. 28

25. 28

34.

105116

MN

COMPUTER

SYSTEMS INC

CONTRACTED SERVICES-

105116

MN

COMPUTER

SYSTEMS INC

CONTRACTED SERVICES-

105116

MN

COMPUTER

SYSTEMS

CON SER- COPIER- PCGC

53. 37

53. 37

INC

GEN OP-

COPIER-

FD

10.

00

10. 00

INC

GEN OP-

COPIER-

PD

15. 25

15. 25

105116

MN

105116

MN COMPUTER SYSTEMS

Total MN

COMPUTER

SYSTEMS

INC

WW-

CONTRACT

MCSI

458. 10

SYSTEMS INC:

COMPUTER

105117
105117

Total

MN

OF

DEPARTMENT

DEPARTMENT OF

MN

HEALTH

COMMUNITY

WATER

SUPPLY

CONNECTION

FEE

3, 815.

00

3, 815. 00

3, 815. 00

HEALTH

105118
105118

Total

MN

MN

PEACE

POST BOARD

POST

OFFICER LICENSE RENEWALS(

BB,

CH, GJ, DR)

360. 00

360. 00

360. 00

BOARD

105119
105119

MN STATE

FIRE

DEPT

ASSOC

2022

MSFDA

MEMBERSHIP

290.

DUES

00

290. 00

290. 00

Total MN STATE FIRE DEPT ASSOC

105120
105120

MN VALLEY TESTING LABS

CONTRACTED

SEVICES- MVTL

70. 00

70. 00

105120

MN

VALLEY

TESTING LABS

CONTRACTED

SEVICES- MVTL

57. 33

57. 33

105120

MN

VALLEY

TESTING LABS

CONTRACTED

SEVICES-

32

57. 32

105120

MN

VALLEY

TESTING LABS

CONTRACTED

SERVICES-

MVTL

57. 33

CONTRACTED

SERVICES-

MVTL

101. 56

57.

MVTL

57. 33
101.

56

105120

MN

VALLEY TESTING LABS

105120

MN

VALLEY

TESTING LABS

CONTRACTED SEVICES- MVTL

57. 33

57. 33

105120

MN

VALLEY

TESTING LABS

CONTRACTED SEVICES-

MVTL

57. 32

57. 32

MVTL

57.

33

57. 33

105120

MN

TESTING LABS

CONTRACTED

SEVICES-

105120

MN VALLEY TESTING LABS

CONTRACTED

SEVICES- MVTL

79. 44

79. 44

105120

MN

VALLEY TESTING LABS

CONTRACTED

SEVICES- MVTL

57. 33

57. 33

105120

MN

VALLEY

TESTING

CONTRACTED

SEVICES- MVTL

57. 32

57. 32

105120

MN

VALLEY

TESTING LABS

CONTRACTED

SEVICES-

MVTL

57. 33

57. 33

105120

MN

VALLEY

TESTING

LABS

CONTRACTED

SEVICES-

MVTL

57. 32

57. 32

Total MN

VALLEY

VALLEY

LABS

824. 26

TESTING LABS

105121

M=

WW

105121

NORTH

CENTRAL

LABORATORI

LAB

OPERATING

EXPENSE-

DOM

105121

NORTH

CENTRAL

LABORATORI

LAB

OPERATING

EXPENSE-

IND WW

Manual

Check,

V=

Void

Check

10

Mar 15, 2022 03: 28PM

2022

987. 17

987. 17

987. 17

987. 17

CITY OF BECKER

Check Register-

COUNCIL

CLAIMS

LIST REPORT-

Check Issue Dates: 3/ 1/ 2022-

Check

Description

Number

PAID

Page:

3/ 31/ 2022

Payee

Mar 15, 2022

Invoice

Check

Amount

Amount

Total NORTH CENTRAL LABORATORIES :

1, 974. 34

105122
105122

NUSS TRUCK&

EQUIPMENT

REPAIRS&

MTCE-

PW

126. 56

105122

NUSS TRUCK&

EQUIPMENT

REPAIRS&

MTCE-

PW

90. 96

105122

NUSS TRUCK&

EQUIPMENT

REPAIRS&

MTCE- PW

Total NUSS TRUCK&

126.

56-

EQUIPMENT

126. 56
90. 96
126. 56-

90. 96

105123
105123

OPTIONS, INC

CONTRACTED

SERVICES-

DOM WW-

105123

OPTIONS, INC

CONTRACTED

SERVICES-

IND WW- OPTIONS

105123

OPTIONS, INC

CONTRACTED

SERVICES-

WATER-

105123

OPTIONS, INC

OPTIONS

105123

OPTIONS, INC

CITY HALL CLEANING

105123

OPTIONS, INC

CONTRACTED

SERVICES-

105123

OPTIONS, INC

CONTRACTED

OPTIONS

94. 35

94. 35

94. 35

94. 35

148. 00

148. 00

288. 60

288. 60

421. 80

421. 80

FD

236. 80

236. 80

SERCIVES- PW

251. 60

251. 60

SERVICES

OPTIONS

Total OPTIONS, INC:

1, 535. 50

105124
105124

OREILLY AUTO PARTS

REPAIRS&

MTCE-

PCGC

105124

OREILLY AUTO PARTS

REPAIRS&

MTCE-

PCGC

Total OREILLY

134 94

23. 62-

AUTO PARTS

134. 94
23. 62-

111. 32

105125
105125

OXYGEN

SERVICE

COMPANY I

GEN OP-

105125

OXYGEN

SERVICE

COMPANY I

TOOLS/ MINOR EQUIP- STREETS

Total

FD

34. 10

34. 10

116. 05

116. 05

OXYGEN SERVICE COMPANY INC:

150. 15

105126
105126

PATRIOT NEWS MN, LCC

DISCOVER BECKER GUIDE

765. 00

765. 00

105126

PATRIOT NEWS MN, LCC

ADVERTISING

465. 00

465. 00

105126

PATRIOT NEWS MN, LCC

ADVERTISING

465. 00

465. 00

Total PATRIOT NEWS MN, LCC:

1, 695. 00

105127
105127

PHILLIPS WINE& SPIRITS

DELIVERY CHARGE- PCGC

105127

PHILLIPS WINE& SPIRITS

COGS-

105127

PHILLIPS WINE& SPIRITS

COGS WINE-

105127

PHILLIPS WINE& SPIRITS

COGS-

105127

PHILLIPS

SPIRITS

DELIVERY

105127

PHILLIPS WINE&

SPIRITS

COGS-

WINE&

Total PHILLIPS WINE&

WINE- PCGC

WINE-

PCGC
PCGC

CHARGE-

PCGC

LIQUOR- PCGC

22. 01

22. 01

60. 00

60. 00

1, 665. 72

1, 665. 72

472. 00

472. 00

32. 48

32. 48

1, 536. 23

1, 536. 23

SPIRITS

3, 788. 44

105128

M=

PEST CONTROL

105128

PLUNKETTS

105128

PLUNKETTS PEST CONTROL

CON SER-

105128

PLUNKETTS PEST CONTROL

PEST CONTROL GOLF

Manual Check, V=

Void

Check

PEST CONTROL CITY
BCC

HALL

823. 20

823. 20

65

103. 65

121. 33

121. 33

103.

11

03: 28PM

CITY OF

Check

BECKER

Register-

COUNCIL CLAIMS

Check Issue Dates:

LIST

2022-

Description

Check
Payee

Number

Total

3/ 1/

PLUNKETTS

REPORT-

3/ 31/

Page:

PAID

Invoice

Check

Amount

Amount

1, 048. 18

CONTROL

PEST

105129
105129

POWER/

MATION

REPAIR

PARTS

FOR

ALUM PUMPS

105129

POWER/

MATION

REPAIR

PARTS

FOR

ALUM

MATION

CREDIT FOR RETURN

105129

Total

POWER/

POWER/

PUMPS

06

90. 06

90. 05

90. 05

75. 49-

75. 49-

90.

104. 62

MATION:

105130
105130

QUADIENT

FINANCE

USA,

INC.

GEN OP- POSTAGE- CH

66

166. 66

105130

QUADIENT

FINANCE

USA,

INC.

GEN OP-

POSTAGE-

WATER

166. 67

166. 67

105130

QUADIENT

INC.

GEN OP-

POSTAGE-

WW

166. 67

166. 67

Total

FINANCE

QUADIENT FINANCE

USA,

USA,

166.

500. 00

INC.:

105131
105131

QUICK RESULTS

COVID

284. 00

TESTS

284. 00

284. 00

Total QUICK RESULTS:

105132
105132

QUILL

SUPPLIES GENERAL

OP--

PD

105132

QUILL

SUPPLIES GENERAL

OP--

PD

105132

QUILL

OFFICE SUPPLIES-

Total

CITY

HALL

62

189. 62

23. 16

23. 16

9. 59

9. 59

189.

222. 37

QUILL

105133
105133

RAILWORKS

TRACK

SYSTEMS

RAIL SPUR

105133

RAILWORKS

TRACK

SYSTEMS

REPAIR&

Total

INSPECTION

AND REPAIRS

MTCE- SPUR LINE

50

2, 945. 50

1, 938. 80

1, 938. 80

2, 945.

4, 884. 30

RAILWORKS TRACK SYSTEMS

105134
105134

Total

ROTO

455. 00

DRAIN SNAKING

ROOTER

455. 00

455. 00

ROTO ROOTER:

105135
105135

Total

CONSULTANTS,

SAFEASSURE

SAFEASSURE CONSULTANTS,

I

7, 058.

SAFETY TRAINING

53

7, 058. 53

7, 058. 53

INC.:

105136
105136

SCHMIDT

SIGN&

DESIGN

COUNCIL CHAMBER NAME

105136

SCHMIDT

SIGN&

DESIGN

REPAIR

105136

SCHMIDT

SIGN&

DESIGN

BUILDING

Total

SCHMIDT SIGN&

105137

SHERBURNE

PLACARD

MAIN
REPAIRS

50. 00

50. 00

1, 486. 00

1, 486. 00

75. 00

75. 00

1, 611. 00

DESIGN:

105137

M=

Manual

Check,

V=

Void

CO ATTORNEY

Check

PROSECUTION

FEES-

FEB

2022

12

Mar 15, 2022 03: 28PM

2022

898.

23

898. 23

CITY OF BECKER

Check Register-

COUNCIL CLAIMS LIST REPORT-

Check Issue Dates: 3/ 1/ 2022-

Check

PAID

Description

Number

Payee

Total SHERBURNE

CO

Page:

3/ 31/ 2022

Mar 15, 2022

Invoice

Check

Amount

Amount

ATTORNEY

898. 23

105138
105138

SHERBURNE

CO AUDITOR/ TRE

APPRAISALS

SHERB COUNTY

105138

SHERBURNE

CO AUDITOR/ TRE

APPRAISALS

SHERB COUNTY MOBILE HOMES

105138

SHERBURNE

CO AUDITOR/ TRE

CERTIFIED SPECIAL ASSESSMENTS

REAL ESTATE

10, 890. 00

10, 890. 00

656. 00

656. 00

275. 00

275. 00

Total SHERBURNE CO AUDITOR/ TREASURER:

11, 821. 00

105139
105139

SHERBURNE

Total SHERBURNE

CO RECORDER#

CO RECORDER#

RECORD RESOLUTIONS

22- 11

AND

92. 00

22- 12

1 •

92. 00

92. 00

105140
SIMMET, CHRISTINE

105140

REFUND

FOR

OVERPAYMENT

ON

FINAL WATER/ SEWER BILL

11

85

SIMMET. CHRISTINE:

Total

11. 85

11. 85

105141
SPECIALIZED

105141

Total SPECIALIZED

HEALTH

HEALTH

AND

SAF

FIRST

AID TRAINING

385

00

AND SAFETY MANAGEMENT

385. 00

385. 00

105142
105142

SPECTRUM SUPPLY CO

SUPPLIES- BCC

469. 98

469. 98

105142

SPECTRUM SUPPLY CO

SUPPLIES- BCC

469. 98

469. 98

Total SPECTRUM SUPPLY CO:

939. 96

105143
SYNAGRO CENTRAL, LLC

105143

Total

SYNAGRO

CONTRACTED SERVICES-

DOM

WW-

BIOSOLIDS HAULING

3, 826. 23

CENTRAL, LLC:

3, 826. 23

3, 826. 23

105144
105144

SYSCO WESTERN MINNESOTA,

DELIVERY CHARGE

5. 90-

5. 90-

105144

SYSCO WESTERN MINNESOTA,

DELIVERY CHARGE

5. 90-

5. 90-

105144

SYSCO WESTERN MINNESOTA,

DELIVERY CHARGE

5. 90-

105144

SYSCO WESTERN MINNESOTA,

COGS-

105144

SYSCO WESTERN MINNESOTA,

SUPPLIES-

150. 50

150. 50

105144

SYSCO WESTERN MINNESOTA,

COGS-

FOOD-

PCGC

3, 307. 47

3, 307.47

105144

SYSCO WESTERN MINNESOTA,

COGS-

FOOD-

PCGC

1, 409.

23

1, 409.23

105144

SYSCO WESTERN MINNESOTA,

SUPPLIES-

118. 99

118. 99

FOOD-

PCGC

1, 127. 54

PCGC

PCGC

Total SYSCO WESTERN MINNESOTA, INC.:

5. 901, 127. 54

6, 096

03

105145
105145

Total

TECH SALES CO

TECH

FLOW

METER CALIBRATION

800. 00

SALES CO:

800. 00

800. 00

105146
105146

M=

Manual

TITLEIST

Check, V= Void Check

RESALE-

PRO

SHOP

1,

526. 76

1, 526. 76
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CITY OF

Check

BECKER

Register-

COUNCIL CLAIMS

Check Issue Dates:

LIST

Page:

REPORT- PAID

2022- 3/ 31/

Payee

Invoice

Check

Amount

Amount

1, 526. 76

TITLEIST

105147
105147

TOTAL

FILTRATION

SERVICES

I

FILERS

EQUIPMENT

AT THE WWTF

35. 22

35. 22

105147

TOTAL

FILTRATION

SERVICES

I

FILERS FOR HVAC

EQUIPMENT

AT THE

WWTF

35. 23

35. 23

105147

TOTAL

FILTRATION

SERVICES I

FILERS FOR HVAC

EQUIPMENT

AT THE

WWTF

30.

25

30. 25

105147

TOTAL

FILTRATION

SERVICES I

FILERS FOR HVAC

EQUIPMENT

AT

105147

TOTAL

FILTRATION SERVICES I

FILERS FOR HVAC

EQUIPMENT

105147

TOTAL

FILTRATION

SERVICES I

FILERS FOR HVAC

105147

TOTAL

FILTRATION

SERVICES I

FILERS FOR HVAC

105147

TOTAL

FILTRATION

SERVICES

FILERS

105147

TOTAL

FILTRATION

105147

TOTAL

FILTRATION

TOTAL

FILTRATION

FOR

HVAC

THE WWTF

30. 25

30. 25

AT THE

WWTF

64. 95

64. 95

EQUIPMENT

AT

THE

WWTF

64. 96

64. 96

EQUIPMENT

AT

THE

WWTF

65.

75

65. 75

HVAC EQUIPMENT

AT THE

WWTF

65. 75

65. 75

SERVICES I

FILERS FOR HVAC EQUIPMENT

AT THE

WWTF

71. 89

71. 89

SERVICES I

FILERS FOR HVAC EQUIPMENT AT

WWTF

71. 89

71. 89

I

FOR

THE

536. 14

SERVICES INC:

105148
105148

Total

TRAVISMATHEW,

TRAVISMATHEW,

RESALE-

LLC

797. 63

PRO SHOP

797. 63

797. 63

LLC:

105149
105149

TWIN STAR

EQUIPMENT&

MFG

MTCE-

REPAIRS&

EQUIP,

54. 40

VEH- PW

54. 40

54. 40

Total TWIN STAR EQUIPMENT& MFG. CO.:

105150
105150

VERIZON

TELEPHONE-

PD

305.

02

305. 02

105150

VERIZON WIRELESS

TELEPHONE-

PW

239. 82

239. 82

PARKS

WIRELESS

79. 94

79. 94

105150

VERIZON

WIRELESS

TELEPHONE-

105150

VERIZON

WIRELESS

TELEPHONE-

BCC

116.

73

116. 73

105150

VERIZON WIRELESS

TELEPHONE-

WATER

110. 64

110. 64

105150

VERIZON

WIRELESS

TELEPHONE-

DOM WW

135.

04

135. 04

105150

VERIZON

WIRELESS

TELEPHONE-

IND WW

135.

03

135. 03

105150

VERIZON

WIRELESS

TELEPHONE- GOLF

67. 25

67. 25

Total

VERIZON

1, 189. 47

WIRELESS:

105151
105151

VICTORY DOOR SYSTEMS

105151

VICTORY

Total

VICTORY

DOOR SYSTEMS

DOOR

GARAGE DOOR REPAIR FOR OHD

13

AND

15

125. 00

125. 00

FOR OND

13

AND

15

125. 00

125. 00

GARAGE

DOOR

REPAIR

250. 00

SYSTEMS

105152
105152

Total

VIKING COCA COLA

VIKING COCA COLA

REASLE-

BOTTLING

BOTTLING

227. 25

BCC

227. 25

227. 25

CO:

105153
105153

VIKING

INDUSTRIAL

CENTER

RESPIRATOR

PARTS/ FILTERS

34. 49

34. 49

105153

VIKING

INDUSTRIAL

CENTER

RESPIRATOR

PARTS/ FILTERS

34. 48

34. 48

105153

VIKING

INDUSTRIAL

CENTER

RESPIRATOR

PARTS/ FILTERS

28. 65

28. 65

INDUSTRIAL

CENTER

RESPIRATOR

PARTS/ FILTERS

28. 66

28. 66

105153

M=

Manual

VIKING

Check, V= Void Check
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2022

Description

Check
Number

Total

3/ 1/

CITY OF BECKER

Check Register-

COUNCIL

CLAIMS

LIST REPORT-

Check Issue Dates: 3/ 1/ 2022-

Check

PAID

Description

Number

Page:

3/ 31/ 2022

Payee

Mar 15, 2022

Invoice

Check

Amount

Amount

VIKING INDUSTRIAL CENTER

Total

126. 28

105154

105154

VOIGT S BUS COMPANIES

TRANSPORTATION-

BCC

730. 00

Total VOIGT S BUS COMPANIES:

730. 00

730. 00

105155
105155

WILLIAM E YOUNG COMPANY

ALUM FLOW METER SERVICE CALL-

NOT

READING FLOW

125. 00

125. 00

105155

WILLIAM E YOUNG COMPANY

ALUM FLOW METER SERVICE CALL-

NOT

READING FLOW

125. 00

125. 00

Total WILLIAM E YOUNG COMPANY

250. 00

105156
WRUCK EXCAVATING

105156

Total WRUCK EXCAVATING

PLOW- FD

INC

115. 00

INC:

115. 00

115. 00

105157
105157

WRUCK SEWER &

Total WRUCK

SEWER&

PORTABLE

R

REFUSE/ SANITATION-

PARKS

600. 00

PORTABLE RENTAL:

600. 00

600. 00

105158
105158

XCEL ENERGY

UTILITIES-

BCC

10, 453. 63

10, 453. 63

105158

XCEL ENERGY

UTILITIES-

WATER

150. 35

150. 35

105158

XCEL ENERGY

UTILITIES-

WATER

154. 18

154. 18

Total XCEL ENERGY:

Grand Totals:

M=

Manual

Check, V= Void Check

10, 758. 16

181, 204. 32

15

03: 28PM

