
City of New Richland 
Regular City Council Meeting 

August 8th, 2022 

 

Agenda: 

 

6:30 Call to Order  

Roll Call  

 Pledge of Allegiance  

Approve Agenda 

 

Consent Agenda Items 
Items listed on the Consent Agenda are considered routine and non-controversial by the City Council.  There will be no 

separate discussion of these items unless requested by the City Council. 

 

1. Approval of July 25th, 2022, Regular Council Meeting Minutes 

2. Approve July 2022 Accounts Payable 

3. Approve July 2022 Financials 

4. Approve Rental Licenses 

5. Approve Right-of-Way permit MN Energy Resources – 805 Elm Ave N 

6. Approve Job Descriptions for Classification / Compensation Study, etc. 

a. Ambulance Director 

b. Assistant City Clerk 

c. Care Center Administrator 

d. City Administrator 

e. Maintenance Lead 

f. Maintenance Worker 

g. Maintenance Worker-PT 

h. Police Chief 

i. Police Officer 

 
 

Public Comments 
Notice:   We welcome the attendance of residents of the City of New Richland to the City Council meetings.  Any resident of the City 

of New Richland may request permission to speak at a regular scheduled council meeting on any topic that is relevant to the 

operation of the city.  Any resident wishing to address the city council shall either call City Hall and request to be put on the agenda 

or they can sign-up 10 minutes prior to the start of the meeting.  At the discretion of the mayor, the speaker may address the topic 

either during the public portion of the meeting or at the time the item is being addressed by the council.  The mayor will call upon 

the speaker at the appropriate time.  Speaker shall state their name and topic to be addressed.   Residents are expected to use 

proper etiquette, decorum and respect when addressing the council.  

Request and Presentations 

1. Tim Raimann – Parking Complaint - Prairie Senior Cottages 

 

Ordinances and Resolutions 

 

Department Reports 

1. Ambulance Report – In Writing 

2. Fire Department Report – Josh Moen 

3. Police Department Report – In Writing 

 



Unfinished Business 

1. Chief of Police Opening 

 

New Business  

 

Miscellaneous  

 

Administrators Report 

• In Writing 

 

Mayor/Council Comments 

   

Adjournment 

 

 

 

The next Regular City Council meeting will be held on Monday August 22nd, 2022, at 6:30pm 



Regular Council Meeting – July 25th, 2022 

 

Members Present Staff Present     Others Present 

Gail Schmidt  Anthony Martens-City Administrator  Dan Murphy-Building Inspector 

Chad Neitzel  Shell Johnson-People Service   Mark Goldberg-David Drown 

Loren Skelton        e – Dylan Arnold 

Jason Casey        e – Brenda Routh 

Jody Wynnemer    

                 

Members Absent 

None               

                 

The meeting was called to order by Mayor Gail Schmidt at 6:30 p.m. 

 

Roll Call - All members present  

 

Pledge of Allegiance 

 

Approval of Agenda  

• Mayor Schmidt asked that 2 items be added to the agenda.  Item #2 in new business regarding the 

railroad tracks on Division Street and item #3 in new business, weekend coverage/call out 

discussion.  Motion made by Jody Wynnemer and 2nd by Loren Skelton to approve the agenda as 

amended.  Carried (4 yes, 0 no) 

 

Consent Agenda  

• Motion made by Loren Skelton and seconded by Chad Neitzel to approve the consent agenda.  

Carried (4 yes, 0 no) 

 

Public Comments 

• None 

 

Requests and Presentations 

• None 

  

Ordinances and Resolutions (see attached) 

• Motion made by Jody Wynnemer and seconded by Chad Neitzel to approve resolution #22-09 

adopting the updated building permit charges.  Carried (4 yes, 0 no) 

• Motion made by Loren Skelton and seconded by Jody Wynnemer to approve resolution #22-10 

accepting ambulance donation.  Carried (4 yes, 0 no) 

 

Reports 

1. NR Care Center Report – (see attached) 

• Loren Skelton provided the care center update as Interim Administrator was not in 

attendance.  1 Administrator application has been received as of the advisory board 

meeting.  Motion made to accept the NRCC report by Chad Neitzel and seconded by 

Jason Wynnemer.   Carried (4 yes, 0 no) 

 

2. PeopleService Report – (see attached) 

• Shell Johnson was present to review the monthly wastewater department report.  

• People Service, Administrator Martens and the Engineers need to address the WWTP permit 

for chloride and phosphorus.  The plan is to submit no later than August 23rd. 

• Motion was made by Chad Neitzel and seconded by Jason Casey to approve the Wastewater 

report. Carried (4 yes, 0 no)  

 

3. Street/Water Report – (see attached) 

• Water and Street department report was submitted in writing. 



• Motion to accept Street/Water report by Loren Skelton and seconded by Chad Neitzel. 

Carried. (4 yes, 0 no) 

 

Unfinished Business 

• Mark Goldberg from David Drown Associates presented information about participation 

in a classification and compensation study.  Council discussed the options and believe 

that this is an important step to provide transparency and make sure our pay equity is 

current.  Motion was made by Loren Skelton and seconded by Chad to approve option #1 

for the full study at a cost of $6,700.  Carried (4 yes, 0 no) 

• Building inspector Dan Murphy provided information regarding the building permit and 

payment process and answered questions from the council.  Murphy will be working with 

Administrator Martens to address some property issues. 

• Motion was made by Chad Neitzel and seconded by Loren Skelton to table approving any 

PD garage cooling updates as more information is necessary.  Carried (4 yes, o no) 

• Administrator Martens provided an update on recruitment.  As of the meeting, we have 

not received any applications for the open Chief of Police Position 

• Motion was made by Jason Casey and seconded by Jody Wynnemer to appoint Office 

Bruegger as the Interim Chief of Police with a salary of $25.66/ hour and to accrue 

prorated leave benefits.  Carried (4 yes, o no) 

• Motion was made by Chad Neitzel and seconded by Loren Skelton to approve the 

resignation of Officer Johannsen.  Carried (4 yes, 0 no) 

• Discussion regarding the Full-time officer position.  Motion was made by Chad Neitzel 

and seconded by Jason Casey to post the Full-time position on the post board website and 

to open to internal candidates.   Carried (4 yes, 0 no) 

• Motion was made by Loren Skelton and seconded by Chad Neitzel to approve the 

purchase of a bullet proof vest for Officer Herrmann at a cost of $1,756.97 to be 

reimbursed half by the state and half by the federal grant programs.  Carried (4 yes, 0 no) 

 

New Business 

• Motion was made by Loren Skelton and seconded by Jody Wynnemer to adopt updated 
covenants for the Homestake Subdivision.  Carried. (3 yes, 1 no, Casey) 

• Council discussed the approaches to the railroad tracks that have gotten bad.  
Administrator Martens will work with the county to try and figure out a solution 

• Council discussed weekend call outs for City Staff.  Council would like staff to advise 
them of any item that may be of concern or that they may get calls on to limit the times 
that they call staff on the weekend. 

 

Miscellaneous 

• None 

 

Administrators Report 

• Administrator Martens provided a report to the council on tasks completed since last meeting 

 

Mayor/Council Comments 

• None 

 

Adjournment – Motion for adjournment made by Chad Neitzel and seconded by Loren Skelton. 

 Carried (4 yes, 0 no) 8:33 p.m.  

 

 

 

Submitted by, 

 

Anthony Martens 

City Administrator 

































City of New Richland 

 

Memo 
To: City Council 

From: Anthony Martens 

cc:   

Date: 8/5/22 

Re: Rental License 

The following rentals have passed their inspection and need to be approved by the city council: 

 

501 W Division Street – 1 Unit - Dave Flor 

505 W Division Street – 1 Unit - Dave Flor 

315 2nd Street SE – 1 Unit - Jay Johnson 

109 1st Street SW – 1 Unit - Jay Johnson 

303 S Broadway – 1 Unit - Jay Johnson 

516 S Broadway – 1 Unit - Keith Leonardo 

114 Broadway Ave S – 2 Units - Keith Leonardo 

220 NW 1st Street – 1 Unit - Melissa Tufte 





 

AMBULANCE DIRECTOR 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/28/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Ambulance Director WORK/PAY STATUS: Part-Time, Hourly 

SUPERVISOR: City Administrator FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Ambulance Director UNION STATUS: Non-Union 

DEPARTMENT Ambulance PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Manage and direct all Ambulance Department Emergency Medical Technicians (EMT) and 
Emergency Medical Responders (EMR) in performing their job functions.  The operations of 
the ambulance department and to be prepared for, and respond to, emergency calls and 
provide efficient, quality, pre-hospital care to sick and injured persons. 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

 

Supervises: 

City Administrator/Ambulance Executive Committee 

Council Liaison, Council committees/commissions/boards, fire department, police 
department 

 

All other city employees and volunteers, including fire department and administration 
department staff 

Other ambulance directors, police officers, county sheriff’s and deputies, state patrol; 911 
dispatch and staff of other state and federal agencies; vendors/suppliers; including repair 
shops; contractor’s personnel; tourists and city residents 
 

All Ambulance Department Emergency Medical Technicians (EMT), Emergency Medical 
Responders (EMR), and student volunteers of the ambulance department 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

GENERAL MANAGEMENT • Schedule 
a. Responsible to develop and maintain all staffing call-time schedules (24 hours a day) 

to include both paid and volunteer staff 

• Execute Directives 
a. Carry out tasks commissioned by the Ambulance Executive Committee and City 

Council.  Task can be performed by the Director or delegated as deemed 
appropriate 
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V. ESSENTIAL FUNCTIONS (Cont.) 

GENERAL MANAGEMENT 
(Cont.) 

• General Office Duties 
a. Responsible for an efficient running of the department, which includes, receiving 

and sending mail, filing ordering supplies and other departmental functions that are 
necessary for an effective operation 

b. Light cleaning and janitorial duties 

• Deliveries 
a. See that orders and deliveries are handled properly to maintain adequate inventory 

• Public Relations Work 
a. Responsible for maintaining public relations such as newspaper articles, thank you 

notes, and all other aspects of dealing with the public within the service area of the 
ambulance service 

• Education Events 
a. Responsible for scheduling educational campaigns, i.e., talking to school children 

and other clubs and releasing educational materials to the public.  Responsible for 
setting up class sessions including refreshers, initial classes, and special training 
events 

• Special Events 
a. Responsible to schedule and coordinate special events with the ambulance staff, 

including fundraisers, etc. 

• Meetings 
a. Expected to attend all meetings, such as county EMS meetings; city council meetings 

as requested, and others pertaining to the needs of the Ambulance Executive 
Committee 

• Bookkeeping 
a. Keep informed and educated of financial budgets form the City Administrator and 

be actively engaged in the budget process 

• Performance Evaluations 

• Perform and maintain all written job performance evaluations of ambulance staff and 
complete on a timely basis (at least annually) 
 

MEDICAL RECORD AND 
BILLING FUNCTIONS 

• Maintain Computer Records 
a. Shall maintain computer records of all ambulance calls, including narratives, and 

services performed 

• Filing 
a. Shall maintain an organized filing system of patient records including calls and 

insurance information.  Shall also retrieve files when requested and authorized by 
patient 

• Billing 
a. Must provide appropriate information to billing agency.  This includes charges, 

insurance, and patient information, and copy of run reports 

• Medical Direction 
a. Provide copies of run reports with patient names deleted to Medical Director to 

maintain quality assurance measures 

• Billing Oversight 
a. Shall review the reports received from the billing company for completeness and 

accuracy 
 

AMBULANCE 
MAINTENANCE 

• Complete Rig Checks 
a. Complete checklist of supplies and equipment every day 

• Cleaning of Rigs 
a. Rigs are to be washed externally as needed and inspected to ensure that patient 

care compartments and cab are kept clean 

• Reordering of Supplies 
a. Responsible to maintain supply levels in rigs and storage 

• Scheduling of Maintenance 
a. Responsible for coordinating repairs and scheduled maintenance of rigs 
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ESSENTIAL FUNCTIONS (Cont.) 

AMBULANCE 
MAINTENANCE (Cont.) 

• Preparation for Inspection 

• Responsible for preparing entire facility including rigs for inspection by the EMSRB or any 
other local, state, or federal agency as required 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the City Administrator, Ambulance Executive Committee or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ MN EMSRB Scope of practice 
▪ EMS education and training 

methods 
▪ EMS Vehicles and medical 

equipment 
▪ Knowledge of applicable laws, rules 

and regulations relating to EMS 
▪ English language and the ability to 

communicate effectively orally and 
in writing 

▪ Basic bookkeeping and computer 
applications such as Microsoft Excel 
and Word 

Skill in; 

▪ Preparing clear, concise, and 
complete oral and written 
reports 

▪ Establishing and maintaining 
cooperative working 
relationships with all area public 
safety agencies and medical 
facilities 

▪ Performing hands on duties and 
emergency medical procedures 

Ability to; 

▪ Perform duties effectively 
▪ Communicate verbally via telephone 

and radio equipment 
▪ Lift, carry and balance up to 125 

pounds (250 pounds with assistance) 
▪ Interpret written, oral, and diagnostic 

forms of instructions 
▪ Use good judgment and remain calm 

in high-stress situations 
▪ Work effectively in an environment 

with loud noises and flashing lights 
▪ Accurately discern street signs and 

address numbers 
▪ Interview patient, family members 

and bystanders 
▪ Document, in writing, all relevant 

information in prescribed format 
considering legal ramifications of such 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (ambulance 
management, accounting, word processing, spreadsheets, etc.), telephone/cell phone, copy and fax machines, and other typical office 
equipment, various medical and other emergency response equipment.  

 

All machines, tools, and equipment, including PPE, used by subordinate personnel. 
 

 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

For Use 

In Hiring and 

Promotions 

1. Valid driver’s license 
2. MN EMSRB Registered EMT 
3. Current in all Variances and training required by Medical Direction 
4. 6 months experience as an EMT 

 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In Hiring and 

Promotions 

1. MN EMSRB Registered Paramedic 
2. Previous Ambulance Service Management Experience 
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XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 Must be able to assist, lift and transport patients.  Work is typically performed in field settings 
but may include sitting for extended period of times in an office setting.  Frequent driving and 
walking.  Frequent night and weekend duties are necessary.  Frequent exposure to physical 
stress and hazardous substance is possible.  Regular contact with field personnel, and medical 
facilities. 

 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 



 

ASSISTANT CITY CLERK 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  Click or tap to enter a date. 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Assistant City Clerk WORK/PAY STATUS: Full-Time, Hourly 

SUPERVISOR: City Administrator FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: City Administrator UNION STATUS: Non-Union 

DEPARTMENT Administration PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Primary receptionist and initial point of contact for residents.  This includes answering phones 
and in-person requests for information, taking messages, greeting, and referring citizens to 
proper sources, responding to a variety of requests.  Assist City Administrator in various day-
to-day functions.  Coordinates utility billing, permitting, accounts payable, accounts 
receivable, and St. Olaf Lake Lifeguard and swimming programs. 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

Supervises: 

City Administrator 

City Administrator, Police Chief, Police Officer, Maintenance Lead, Maintenance Worker 

 

 

City Administrator, and all other city staff and volunteers 

 

Citizens 
 

Lifeguards 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

ADMINISTRATIVE a. Receive and Distribute mail to appropriate department 
b.  Respond to emails regarding citizen request or requests for city information 
c. Respond to messages left for city staff via voice mail system 
d. Compile monthly city newsletter 
e. Room/facility rental scheduling (St. Olaf Lake Pavilion, Community Room) 
f. Update Website 
g. Office Supply ordering 
h. Attend council meetings as requested when City Administrator is unable to 
i. Assist City Administrator with year-end audit including backing up files and reporting 
j. Prepare city-wide garage sale, community garden and city-wide clean up information 
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V. ESSENTIAL FUNCTIONS (cont.) 

ACCOUNTS PAYABLE / 
ACCOUNT RECEIVEABLE/ 
ACCOUNTING 

k. Scan and code bills into fund accounting 
l. Print and mail checks weekly 
m. Receive/Enter Cash receipts into POS system 
n. Prepare and make bank deposits 
o. Conduct bank reconciliation 
p. Assist with ambulance billing, statements and collections 

UTILITY BILLING q. Process/Mail utility bills 
r. Receive/Enter Utility bill payments including transferring PSN data 
s. Import Utility billing transfers into fund accounting 
t. Respond to past due utility bills and complete warning and shut off notices 
u. Calculate penalties for past due utility bills 
v. Download Utility accounts into meter reader for Maintenance Staff to read meters 
w. Bulk-water Invoice processing 

PERMITS/LICENSING x. Receive/Process/File Building permits 
y. Receive/Process/File Zoning Permits 
z. Receive/Process/File Right-of-way permits 
aa. Receive/Process/File Golf Cart Permits 
bb. Receive/Process/File Animal Licenses 
cc. Receive/Process/File Solicitation Permits 
dd. Prepare/Receive/Process/File Annual Rental Licenses 

REPORTING ee. Building permit quarterly and annual reports 
ff. Assessment notices quarterly and annually 

ST. OLAF LAKE gg. Oversee St. Olaf Lake lifeguard and swim lesson program 
hh. Oversee lifeguard training and scheduling 
ii. Swimming lesson registration 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the City Administrator or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Advanced office support 
functions 

▪ Report and record keeping 
principles and practices 

▪ Filing principles and methods 
▪ City services, operations, and 

procedures 

Skill in; 

▪ Communicate effectively both 
orally and in writing with elected 
officials, city staff and the public 

Ability to; 

▪ Exercise sound judgment and 
make independent decision in 
accordance with established 
departmental policies and 
procedures 

▪ Analyze, organize, and review 
work for efficient results and 
accuracy 

▪ Handle a multitude of diverse 
tasks simultaneously while 
maintaining an attention to detail 
for the purpose of assuring 
accuracy in task performance 

▪ Lift/manipulate objects up to fifty (50) 
pounds such as office equipment, files 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Accounting, word 
processing, spreadsheets, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment. 
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IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

In Hiring and 

Promotions 

1. High school diploma or equivalent 
2. One to two years of clerical experience and office software 
3. Bookkeeping/Quicken/QuickBooks experience 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In Hiring and 

Promotions 

1. Associates degree in office administration, business administration, or public administration 
2. 2 years of experience in public administration office setting 

 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

 

Works is performed in typical office environment with travel within/without the city to 
observe projects and attend meetings.  Operates either personal or City vehicle for regular 
transportation needs.  Sits for extended periods of time. Noise in workplace is usually quiet 
but may be exposed to louder noises at work sites.  Uses near vision, ability to focus, sense of 
touch, and hearing.  Uses fine and large motor movements at times. 

 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 



 

CARE CENTER ADMINISTRATOR 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/29/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Care Center Administrator WORK/PAY STATUS: FT, Salary 

SUPERVISOR: City Council / Care Center 
Advisory Board 

FLSA STATUS: Exempt 

DEPARTMENT HEAD: Care Center Administrator UNION STATUS: Non-Union 

DEPARTMENT Nursing Home  PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

 Direct the provision of services of a long-term care facility to ensure a smooth, high quality 
and professionally acceptable operation.  Ensure the care and services provided meet the 
satisfaction of the residents, their families, and physicians, thus minimizing complaints, 
licensure violations and lawsuits.   

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

 

 

Externally: 

 

 

Supervises: 

City Council, Care Center Advisory Board 

Council Liaison, Council committees/commissions/boards, Care Center employees 

 

 

Director of Nursing, Director of Social Services, Business Office Manager, Dietary Manager, 
Director of Environmental Services, Therapeutic Recreation Director, Human Resources 
Coordinator, all other Care Center staff, and residents 
 

New Richland City Administrator, other care facility administrators and staff, consultants, 
emergency response personnel, medical director 

 

Director of Nursing, Director of Social Services, Business Office Manager, Dietary Manager, 
Director of Environmental Services, Therapeutic Recreation Director, and Human Resources 
Coordinator 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

DUTIES AND 
RESPONSIBILITES 

• Develops and implements nursing home policies and procedures to comply with federal, 
state, and local requirements and to fulfill licensure certifications standards 

• Maintains written policies and procedures that govern the operation of the facility and 
reviews them at least annually or as the needs of the facility dictate 
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V. ESSENTIAL FUNCTIONS (Cont.) 

DUTIES AND 
RESPONSIBILITIES (Cont.) 

• Interprets the facilities policies and procedures to employees, residents, family members, 
visitors, and government agencies 

• Assures that all employees, visitors, and the public follow established policies and 
procedures 

• Communicate with department heads reporting to this position on a continual basis to 
discuss policy, procedures, and problems 

• Communicate with the Care Center Advisory Board and New Richland City Council 
monthly to fulfill reporting requirements 

• Hire, monitor, and direct the activities of several department heads reporting to this 
position in the implementation of these policies and procedures 

• Participates in the facilities personnel process when necessary. This may include but is not 
limited to assisting department managers with hiring, discipline, and terminating 
employment 

• Assists department heads in the planning, conducting, scheduling of in-service training 
classes, on-the-job training, and orientation programs to assure the current policies and 
procedures are reviewed and updated as necessary 

• Meets with department heads on a regularly scheduled basis, and conducts/participates in 
in-service classes, and supervisory level training programs 

• Develop and ensure conformance with the Nursing Home annual budget 

• Investigates revenue sources, including grant writing, re-adjusts and re-directs services to 
maximize reimbursement, and completes all required documentation to this effect 

• Strive to maintain a high occupancy rate with payor sources to cover annual budget 
expenses 

• Plans and oversees capital improvements as approved by the Care Center Advisory Board 
and the New Richland City Council 

• Stays abreast of health care trends in service and financing 

• Represent the facility at, and participates in, management level meetings with the Care 
Center Advisory Board and the New Richland City Council 

• Communicate to the Care Center Advisory Board and New Richland City Council problems 
affecting the operation of the facility or quality care for residents 

• Responsibility for Nursing Home operations about staffing, payroll and benefits 
administration, in-service education, budget review and analysis and operational 
expenditures 

• Researches and makes recommendations to the Care Center Advisory Board for personnel 
policy changes, salary increases, staffing increases, annual budget amendments, resident 
rate increases, outside contractual services, major capital improvements, and grants 

• Attends and participates in various facility committees, confers with Medical Director and 
other Nursing Home consultants as necessary 

• Serves as the primary liaison for the Nursing Home with residents, their families, and the 
public 

• Maintains contacts with the state of Minnesota regarding licensure requirements, 
complaints, inspections, etc. 

• Plans, modifies, and maintains the facilities HIPAA Compliance Program as the HIPAA 
Compliance Officer 

• Responsible for a fire and safety program to prevent fire and injury to residents, staff, and 
visitors, and to maintain a safe and hazard free environment in the Nursing Home.  
Program directives must comply with state regulations and stare Fire Marshall directives 
as well 

• Functions in a problem-solving capacity regarding Nursing Home operations as referred by 
department heads that are not resolvable at the departmental level, employee grievances, 
etc. 

• Analyzes departmental operations, evaluates the environment and equipment necessary 
for effective functioning, and implements any necessary procedural change 

• Referred admission decisions of a complex nature, problems with the resident’s 
occupancy, waiting list inquires, etc. 
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V. ESSENTIAL FUNCTIONS (Cont.) 

 • Makes decisions pertaining to physical plant problems, i.e., equipment replacement, 
repairs, and redecorating 

• Reviews accidents and incidents, and makes recommendations for an effective safety 
program for the residents and employees 

• Reviews resident incidents, resident and family complaints, and grievances, and ensures 
written reports of action taken 

• Maintains a good public relations program that serves the best interest of the facility and 
community alike 

• Attends workshops, seminars, and educational sessions to keep updated on changes in 
the long-term climate and meet annual CEU (Continuing Education Units) requirements 
for Nursing Home Administrator license. 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the Care Center Advisory Board or New Richland City Council or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ State and federal nursing home 
regulations and available resources 
to access updates 

▪ Trends in the long-term care 
industry and local impacts 

▪ State and federal government 
agency monitoring methodologies 
of long-term care services including 
but not limited to, quality indicator 
metrics, star ratings, and resident 
and family satisfaction data 

Skill in; 

▪ Demonstrating Service Leadership; 
leading by example 

▪ Communicating effectively in 
multiple formats; voice/phone, 
email, meetings, and presentations 

▪ Interpreting and analyzing financial 
statements 

▪ Strategic planning with Care Center 
Advisory Board and City Council to 
determine the direction of the 
facility into the future 

Ability to; 

▪ Build consensus amongst various 
appropriate stakeholders 

▪ Actively participate in appropriate 
professional organization meetings 
and activities, and represent the 
facility 

▪ Promote a positive outlook of the 
facility and the industry 

▪ Lead the Quality Assurance 
Performance Improvement (QAPI) 
program and facilitate discussions 
between clinical and operational 
leadership 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Facility management, 
accounting, word processing, spreadsheets, etc.), telephone/cell phone, copy and fax machines, other typical office equipment, various 
medical and emergency medical equipment. 

 

All machines, tools, and equipment, including PPE, used by subordinate personnel. 
 

 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

For Use 

In Hiring and 

Promotions 

1. Licensed Nursing Home Administrator in the state of MN 
2. Experience in administration of a long-term care facility 
3. Knowledge of federal and state licensure requirements for nursing home operations 
4. Respect for the principles of resident rights, confidentiality, EEO and ADA 

 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In Hiring and 

Promotions 

1. Master’s Degree in healthcare administration (MHA) or business administration (MBA)  
2. Previous long-term care facility administrator 
3. Demonstrated community involvement and civic engagement 
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XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

Works in an office area and throughout all locations of the nursing home.  Participation in 
continuing education as well as informational meetings may require some travel outside the 
facility.  This position requires intermittent periods of standing, sitting, walking, and is subject 
to frequent interruptions.  The work schedule is primarily during normal business hours with 
occasional evening and weekend commitments. 

 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 



 

CITY ADMINISTRATOR 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  Click or tap to enter a date. 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: City Administrator WORK/PAY STATUS: Full-Time, Salary 

SUPERVISOR: Mayor and City Council FLSA STATUS: Exempt 

DEPARTMENT HEAD: City Administrator UNION STATUS: Non-Union 

DEPARTMENT Administration PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Direct all City operations to ensure effective and efficient operation of City Departments.  
Responsible for the annual budget process and policy recommendation.  Communicate 
council decisions to appropriate staff.  Enforce the laws, ordinances, and resolutions of the 
city as authorized by the City Council. Serve as the City’s representative with other 
governmental agencies and private entities.  Respond to citizen complaints either directly or 
through appropriate personnel. 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

 

Supervises: 

Mayor and City Council 

Council Liaison, Council committees/commissions/boards, fire department, police 
department, ambulance department, maintenance department, wastewater staff 

 

City Council, municipal boards, city staff 

 

Citizens, State representatives, Senators, engineers, financial advisors, city attorney, other 
consultants 
 

Assistant City Clerk, Police Chief, Maintenance Lead, Ambulance Director, Fire Chief 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

All statutory duties of the City Clerk and City Treasurer.  Attests the Mayors signature on 
official documents wherever required and maintains responsibility for the City Seal.  Conducts 
city elections in accordance with state and county requirements and applicable laws. 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

CITY FINANCE MANAGER 

a. Create annual operating, debt service and capital expenditures budget 
b. Manage cash flow of operating, debt service, capital reserve and enterprise funds, and 

approve expenditures up to $2,000 
c. Create and manage an investment plan for the city 

PROJECT COORDINATOR 
d. Coordinates and develops short- and long-range plans pertaining to construction projects, 

and personnel programs 
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e. Coordinates work of retained professionals such as engineers, financial advisors, city 
attorney and other consultants 

V.  ESSENTIAL FUNCTIONS (cont.) 

HUMAN RESOURCE 
MANAGEMENT 

f. Creates, implements, and administers personnel polices 
g. Supervises all city staff directly or indirectly through department heads 
h. Maintain personnel records 
i. Evaluate employee performance and budget for salary/wage increases accordingly 
j. Oversee hiring and disciplinary actions 
k. Address grievances of employees pursuant to the personnel handbook or union contract 
l. Final decision-making authority over conducting employee performance reviews, training 

others on work methods, coaching on performance issues, and assigning and prioritizing 
work, initial interviews, discipline including suspension 

m. Exercise recommendation authority over hiring, discharging, and rewarding 

FACILITATE PUBLIC 
MEETINGS 

n. Prepare agendas for city council and other committees (as needed) 
o. Prepare recommendations per agenda items 
p. Assist in facilitating consensus with council 
q. Perform research as necessary and invite retained professionals/consultants as needed 
r. Ensure meeting notices are posted, published, and mailed as required by law 
s. May facilitate other board meetings (Planning and Zoning Commission, Economic 

Development Authority, etc. During times of employee/member turn over) 

LIAISON BETWEEN CITY 
AND OTHER 

ORGANIZATIONS 

o. Stay current on legislative activities and communicate with State representatives and 
Senators about impact of decisions on New Richland 

p. Attend meetings with groups such as the League of MN Cities, the MN Valley Council of 
Governments, and the Coalition of Greater Minnesota Cities. 

q. Develop rapport with area city administrators, managers, and clerks as well as county 
commissioners and county staff 

PUBLIC RELATIONS 
ACTIVITIES 

r. Communicate with citizens in person, over the phone or via written correspondence 
s. From time to time, represent the city at civic organization meetings 

ORDINANCES AND 
RESOLUTIONS 

t. Manage codification of local ordinances 
u. Author new ordinances, submit to city attorney for legal review 
v. Keep codebook up to date 
w. Author resolutions and submit to city council for approval 

SUPERVISE ANNUAL 
REPORTING COMPLIANCE 

x. Supervise annual reporting that is required including, but not limited to: Outstanding 
Bonded Indebtedness, budget reports required from State, and County, Police and Fire Aid 
forms 

SUPREVISE TECHNICAL 
UPDATES 

y. Ensure that city staff has current technology and social media platforms to execute their 
duties effectively 

z. Update computer software, hardware as needed as well as server/network and replace 
copier, printer, fax machine, etc. as needed 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the City Council or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Budget, finance, accounting, payroll, 
and billing practices and procedures 

▪ City ordinances, resolutions and 
policies 

▪ State and County election 
procedures and operations 

▪ Laws, rules, and regulations 
applicable to City government 

▪ Governmental processes, programs 
and services 

Skill in; 

▪ Forecasting operating and capital 
needs and preparing/administering 
municipal budgets 

▪ Managing investments and utilizing 
available investment tools 

▪ Communicating, verbally and in 
writing, with a wide variety of groups 
and individuals and skill in using an 
appropriate degree of tact, 
persuasion, and facilitations 
depending on the situation 

▪  

Ability to; 

▪ Engage stakeholders, prepare, 
present, administer, and manage 
budgets 

▪ Communicate effectively and 
establish effective working 
relationships with elected officials, 
staff, other public officials, and the 
public including making formal 
presentations 
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VII. REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

▪ Leadership and management 
principles and practices as they 
apply to the public sector 

▪ Management including personnel 
management and organizational 
development 

▪ Planning and zoning principles and 
practices as they apply to the public 
sector 

▪ Economic development principles, 
practices, tools, financing programs 
and options and marketing 

▪ Supervising subordinate personnel 
and fostering a team approach 

▪ Leadership, planning, and organizing 
and ability to establish goals and 
objectives that meet the 
organization’s vision and mission 

▪ Analyze complex data, exercise 
independent judgement, and 
prepare/present reports for decision 
making purposes 

▪ Ability to communicate and execute 
Council policies and directives 

▪ Establish and maintain effective work 
relationships with a wide variety of 
groups and individuals 

▪ Be flexible and adapt to changing 
situations/priorities 

▪ Research and analyze problems and 
issues, utilize appropriate resources, 
develop, and evaluate options and 
prepare recommendations and/or 
make appropriate decisions 

▪ Anticipate opportunities facing the 
city and design strategies to address 

▪ Supervise staff, delegate work and 
plan and direct operations 

▪ Prioritize City needs, to coordinate 
City departmental operations and 
services, and to allocate resources 
effectively 

▪ Ability to interpret policy decisions 
and guidelines and develop practical 
solutions and programs 

▪ Ability to resolve or mediate conflicts 
and negotiate solutions 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Accounting, word 
processing, spreadsheets, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment. 

 
 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

For Use 

In Hiring and 

Promotions 

1. Bachelor’s Degree in Urban Studies, Public Administration, Business Administration, or 
related field and two years of experience. Or the equivalent in experience in local 
government administration 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In Hiring and 

Promotions 

1. Master’s Degree in Urban Studies, Public Administration, Business Administration or related 
field and two to five years’ experience in local government administration 

 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

 

Works is performed in typical office environment with travel within/without the city to 
observe projects and attend meetings.  Operates either personal or City vehicle for regular 
transportation needs.  Sits for extended periods of time. Noise in workplace is usually quiet 
but may be exposed to louder noises at work sites.  Uses near vision, ability to focus, sense of 
touch, and hearing.  Uses fine and large motor movements at times. 

 

The incumbent is subject to all the working conditions of the Assistant City Clerk job class. 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 



 

Maintenance Lead 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/26/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Maintenance Lead WORK/PAY STATUS: Full-Time, Hourly 

SUPERVISOR: City Administrator FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Maintenance Lead UNION STATUS: Non-Union 

DEPARTMENT Maintenance PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Responsible for the administration, operation and maintenance of city owned and leased 
property and to perform various tasks as required to maintain and operate City equipment 
involved in the maintenance and repair of City streets, water system, parks, storm sewers, 
buildings, and other property as needed 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

 

Supervises: 

City Administrator 

Council Liaison, maintenance staff, wastewater staff, City administration 

 

 

Maintenance Worker, Maintenance Worker-PT, and all other City staff and volunteers 

 

Other area maintenance supervisors, state and federal agencies; vendors/suppliers; including 
repair shops; contractor’s personnel; city residents 
 

Maintenance worker, Maintenance Worker-PT 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

DEPARTMENT 
ADMINISTRATION & 
MANAGEMENT 

• Daily water treatment plant operations, maintenance, testing, and record keeping for 
City, State and Federal requirements 

• Schedule and perform monthly meter readings 

• Provide water line locations as requested 

• Implement and maintain a meter change-out program 

• Clean service lines when necessary 

• Coordinate and repair water main breaks 

• Maintain a preventative documented maintenance program 

• Review all invoices prior to payment by the City Administrator 
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V. ESSENTIAL FUNCTIONS (cont.) 

 • Maintain effective communication with employees, council and public 

• Report to City Council meetings as requested 

• Plan and execute budget within confines of yearly budget 

• Attend training as deemed necessary by the City Council 

• Supervise department employees 

• Responsible for training documented education of safety requirements for all 
department employees 

• Keep up-to-date inventory control records 

• Help and assist with noxious weeds, grass and nuisance ordinance 

• Coordinate and assist any county, city, or state engineers with projects that pertain to 
the improvement of land within city boundaries 

• Serve as city weed inspector and attend all training required 

• Report to council as requested 

• Responsible for scheduling and coordination of snow removal, sanding streets, and 
keeping all walks and streets in a safe condition 

• Responsible for the scheduling and coordination of grading and fill of alleys on a regular 
basis, coordinate and assist in repairs of alleys and streets 

• Insure efficient and safe operation of city owned equipment 

• Maintain and coordinate city decorations and flags when needed 

• Responsible for scheduling and coordination of cutting grass, trash removal and 
maintaining a neat appearance of city property 

• Responsible for scheduling and coordination of general janitorial duties on all city 
properties unless other services are arranged 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the City Council or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Equipment manuals and ability 
to interpret and understand 
manuals 

▪ And understanding of MN 
Pollution Control Agency 
Wastewater Guidelines 

▪ Relevant City policies and 
ordinances 

▪ Wastewater systems 
▪ Practices, procedures, tools and 

equipment, and materials used 
in the maintenance and repair 
of public works infra- and 
superstructure 

▪ MnDOT traffic control 
procedures 

▪ Utility locates 
▪ City’s superstructure and 

infrastructure and ability to 
understand/use city maps and 
blueprints locate items 

▪ Chemicals used in weed 
spraying 

▪ OSHA rules and standards and 
ability to perform them to daily 
tasks 

Skill in; 

▪ Operating/using a variety of 
equipment, tools and machines 
 

Ability to; 

▪ Understand and use tree inspector 
manual, pesticide applications 
manual, Dept. of Agriculture rules, 
DNR rules 

▪ Read and understand instructions, 
technical manuals, and other 
reference materials 

▪ To work independently and as a 
member of a team without constant 
direct supervision 

▪ Perform work requiring moderate to 
considerable physical effort including 
climbing and working at heights 
above and below ground level 

▪ Lift/manipulate objects such as 
manhole covers, plow blades, and 
equipment some weighing up to 
seventy (70) pounds or more 

▪ Safely enter and work in confined 
spaces such as lift stations 

▪ Safely work around loud noise, 
irritants, fumes, infectious diseases, 
and hazardous chemicals such as 
chlorine, fluoride, and polyphosphate 

▪ Perform mathematical calculations 
for some work tasks 
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VII. REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES (cont.) 

Knowledge of; 

▪ City building codes and 
ordinances and traffic laws 

▪ City safety policies and 
procedures and ability to apply 
them to daily tasks 

Skill in; Ability to; 

▪ Perform in a variety of stressful 
situations involving the use of 
equipment/machinery and sometimes 
under urgent/emergency conditions 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Word processing, 
spreadsheets, utility billing, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment, hand tools, power tools, 
water and wastewater specific tools and equipment. Plow truck, Lawn mower/sweeper, tractor, pickup truck w/liftgate, other city vehicles. 

 

All machines, tools, and equipment, including PPE, used by subordinate personnel. 
 

 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

in 

Hiring 

and 

Promotions 

1. Requires the possession of a valid class “B” Commercial Driver’s License (C.D.L.) with air 
endorsement upon hire or the ability to obtain a class “B” C.D.L. with air endorsement 
within six (6) months of hire and the skill and demonstrated ability to operate assigned 
dump trucks or other assigned vehicles and equipment safely and effectively. 

2. Requires the skill and ability to perform strenuous physical labor to assist street 
construction and maintenance crews including, but not limited to, the skill and ability to: 
hand shovel hot and cold asphalt, dirt, pieces of concrete and construction-related debris 
weighing fifteen (15) to fifty (50) pounds: shoveling snow an ice weighing fifteen (15) to 
fifty (50) pounds 

3. Lifting, pushing, and pulling construction equipment and construction materials weighing 
up to one hundred (100) pounds; and performing other physical laboring tasks as assigned. 

4. Ability to safely operate vehicles and equipment, including the ability to enter and exit the 
vehicle during the workday; ability to read, understand and use road and street maps, read 
road and street signs, follow oral and written directions; read and follow operator’s 
instructions and manuals for the care and use of assigned vehicles and equipment. 

5. Ability to supervise department employees and schedule tasks to accomplish maintenance 
goals of the City of New Richland 

 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In 

Hiring 
and 

Promotions 

1. Possession of a valid class “C” Water License or the ability to obtain a Class “C” Water 
License 

2. Experience in operation of Construction equipment and commercial vehicles 
3. Ability to perform maintenance and repair of vehicles and power tools 
4. Knowledge of street construction and maintenance 
5. Experience in building maintenance and repair 
6. Grounds keeping experience 
7. Welding experience 
8. Experience with snow plowing and snow removal 

 

 

 

 

 

 

 

 

 



MAINTENANCE LEAD 

4 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

Response Time 
Requirement 

of 
30 Minutes 

Majority of time is spent outdoors performing work and sometime indoors with some tasks 
carried out in confined spaces or at various heights.  Regularly uses fine motor skills to 
coordinate eyes, hands, and feet for the operation of a variety of public works tools, 
machines, and equipment.  Regularly uses large motor skills to exert moderate to 
considerable physical effort while performing a variety of movements such as bending, 
crouching, twisting/turning, digging, and lifting.  All vision abilities and senses, except for 
taste, may be used depending on the task.  Exposure to irritants/fumes, hazardous substances 
such as chlorine, hot asphalt/tar/fuels, temperature extremes, vibrations, infectious diseases, 
dust and smoke, and noise can be occasional to frequent.  Must be able to work in traffic and 
other stressful situations.  Serves on call and responds to public works emergencies to include 
work on weekends, evenings, holidays, and during the night. 

 

The incumbent is subject to all the working conditions of the Maintenance Worker and 
Maintenance worker-PT job classes. 

 
Notice for City Employees with Commercial Drivers Licenses (CDL) 

This position requires a commercial driver’s license (C.D.L.) to operate commercial motor vehicles.  Driver in this position is subject to drug/alcohol testing as 
provided by the US Department of Transportation regulations. 



 

Maintenance Worker 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/26/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Maintenance Worker WORK/PAY STATUS: Full-Time, Hourly 

SUPERVISOR: Maintenance Lead FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Maintenance Lead UNION STATUS: Non-Union 

DEPARTMENT Maintenance PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Performs various tasks as required to operate City equipment involved in the maintenance 
and repair of City Streets, Water System, Parks, Storm Sewers, Buildings, and other property 
as needed under the supervision of the Maintenance Lead. 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

 

Supervises: 

Maintenance Lead 

Maintenance staff, wastewater staff, City administration 

 

 

Maintenance Lead, Maintenance Worker-PT, and all other City staff and volunteers 

 

Citizens 

 
 

None 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is no exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

MAINTAIN AND 
OPERATE CITY 
EQUIPMENT AND 
MAINTAIN AND 
OPERATE CITY SERVICES  

a. Drives and operates a dump truck, with or without trailers, as assigned, to haul asphalt, 
dirt, snow, concrete or other construction-related materials or debris to work on street 
improvements, maintenance, snow removal and all projects pertaining to the betterment 
of the city. 

b. Drive and operates single axle dump trucks to ploy and clear snow and ice from city streets, 
alleys, drives and walks.  Spreads a salt-sand mixture over hazardous portions of roadways 
as required. 

c. Perform all duties within federal and state guidelines 
d. Assist with water meter reading 
e. Assist with hydrant flushing 
f. Maintain personal daily time log 
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V. ESSENTIAL FUNCTIONS (cont.) 

 g. Maintain effective communication with employees, maintenance lead and public 
h. Controls city inventory 
i. Remove snow, sand streets, and keep all walks and streets in a safe manner 
j. Grade and fill alleys on a regular basis and assist in repairs of alleys and streets 
k. Insure efficient and safe operation of city owned equipment 
l. Maintain city decorations and flags when needed 
m. Cut grass, remove trash, and maintain a neat appearance of city property 
n. Perform general janitorial duties on all city properties unless other services are arranged 
o. Obtain prior approval on all purchase over $500 from City Administrator (except in the case 

of an emergency) 
p. Help and assist with noxious weed, grass, and nuisance ordinance 
q. Assist in emergency situations 
r. Attend training as deemed necessary by Maintenance Lead or City Council 

Assist with mosquito abatement program 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the Maintenance Lead, City Council or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Relevant city policies and 
ordinances 

▪ Practices, procedures, tools and 
equipment, and materials used 
in the maintenance and repair 
of public works infra- and 
superstructure 

▪ MnDOT traffic control 
procedures 

▪ Utility locates 
▪ City’s superstructure and 

infrastructure and ability to 
understand/use city maps and 
blueprints locate items 

▪ Chemicals used in weed 
spraying 

▪ OSHA rules and standards and 
ability to apply them to daily 
tasks 

▪ City building codes and 
ordinances and traffic laws 

▪ City safety policies and 
procedures and ability to apply 
them to daily tasks 

Skill in; 

▪ Operating/using a variety of 
equipment, tools and machines 

Ability to; 

▪ Read and understand instructions, 
technical manuals, and other 
reference materials 

▪ Work independently and as a member 
of a team without constant direct 
supervision 

▪ Perform work requiring moderate to 
considerable physical effort including 
climbing, and working at heights 
above and below ground level 

▪ Lift/manipulate objects such as 
manhole covers, plow blades, and 
equipment some weighing up to 
seventy (70) pounds or more 

▪ Safely enter and work in confined 
spaces such as lift stations 

▪ Safely work around loud noise, 
irritants, fumes, infectious diseases, 
and hazardous chemicals such as 
chlorine, fluoride, and polyphosphate 

▪ Perform mathematical calculations 
for some work tasks 

▪ Perform in a variety of stressful 
situations involving the use of 
equipment/machinery and sometimes 
under urgent/emergency conditions 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Word processing, 
spreadsheets, utility billing, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment, hand tools, power tools, 
water and wastewater specific tools and equipment. Plow truck, Lawn mower/sweeper, tractor, pickup truck w/liftgate, other city vehicles. 

 

All machines, tools, and equipment, including PPE, used by subordinate personnel. 
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IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

in 

Hiring 

and 

Promotions 

1. Requires the possession of a valid class “B” Commercial Driver’s License (C.D.L.) with air 
endorsement upon hire or the ability to obtain a class “B” C.D.L. with air endorsement 
within six (6) months of hire and the skill and demonstrated ability to operate assigned 
dump trucks or other assigned vehicles and equipment safely and effectively. 

2. Requires the skill and ability to perform strenuous physical labor to assist street 
construction and maintenance crews including, but not limited to, the skill and ability to: 
hand shovel hot and cold asphalt, dirt, pieces of concrete and construction-related debris 
weighing fifteen (15) to fifty (50) pounds: shoveling snow an ice weighing fifteen (15) to 
fifty (50) pounds 

3. Lifting, pushing, and pulling construction equipment and construction materials weighing 
up to one hundred (100) pounds; and performing other physical laboring tasks as assigned. 

4. Ability to safely operate vehicles and equipment, including the ability to enter and exit the 
vehicle during the workday; ability to read, understand and use road and street maps, read 
road and street signs, follow oral and written directions; read and follow operator’s 
instructions and manuals for the care and use of assigned vehicles and equipment. 

 

X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In 

Hiring 
and 

Promotions 

1. Possession of a valid class “C” Water License or the ability to obtain a Class “C” Water 
License 

2. Experience in operation of Construction equipment and commercial vehicles 
3. Ability to perform maintenance and repair of vehicles and power tools 
4. Knowledge of street construction and maintenance 
5. Experience in building maintenance and repair 
6. Grounds keeping experience 
7. Welding experience 
8. Experience with snow plowing and snow removal 

 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

Response Time 
Requirement 

of 
30 Minutes 

Majority of time is spent outdoors performing work and sometime indoors with some tasks 
carried out in confined spaces or at various heights.  Regularly uses fine motor skills to 
coordinate eyes, hands, and feet for the operation of a variety of public works tools, 
machines, and equipment.  Regularly uses large motor skills to exert moderate to 
considerable physical effort while performing a variety of movements such as bending, 
crouching, twisting/turning, digging, and lifting.  All vision abilities and senses, except for 
taste, may be used depending on the task.  Exposure to irritants/fumes, hazardous substances 
such as chlorine, hot asphalt/tar/fuels, temperature extremes, vibrations, infectious diseases, 
dust and smoke, and noise can be occasional to frequent.  Must be able to work in traffic and 
other stressful situations.  Serves on call and responds to public works emergencies to include 
work on weekends, evenings, holidays, and during the night. 

 

 

Notice for City Employees with Commercial Drivers Licenses (CDL) 

This position requires a commercial driver’s license (C.D.L.) to operate commercial motor vehicles.  Driver in this position is subject to drug/alcohol testing as 
provided by the US Department of Transportation regulations. 

 



 

Maintenance Worker-PT 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/26/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Maintenance Worker-PT WORK/PAY STATUS: Part-Time, Hourly 

SUPERVISOR: Maintenance Lead FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Maintenance Lead UNION STATUS: Non-Union 

DEPARTMENT Maintenance PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Maintain city streets, parks, and water infrastructure under the supervision of the 
Maintenance Lead 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

Supervises: 

Maintenance Lead 

Maintenance staff, wastewater staff, City administration 

 
 

Maintenance Lead, Maintenance Worker and all other City staff and volunteers 

 
Citizens 

 

None 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is no exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

MAINTAIN CITY PARKS 
AND PROPERTY 

• Maintain all city parks and property 

• Mowing and trimming 

• Spraying weeds 

• Pick up Trash 

• Maintain all property in a presentable appearance 

• Empty trash receptacles 

• Clean bathrooms 

• Operate mowers and other lawn maintenance equipment and perform light 
maintenance on the mowing equipment 

• Maintain personal daily time log  

• Maintain effective communications with co-workers and general public 

• Insure efficient and safe operation of city owned equipment 

• Perform general janitorial duties as assigned 
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VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the Maintenance Lead or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Relevant city policies and 
ordinances 

▪ Practices, procedures, tools and 
equipment, and materials used 
in the maintenance and repair 
of public works infra- and 
superstructure 

▪ MnDOT traffic control 
procedures 

▪ Utility locates 
▪ City’s superstructure and 

infrastructure and ability to 
understand/use city maps and 
blueprints locate items 

▪ Chemicals used in weed 
spraying 

▪ OSHA rules and standards and 
ability to apply them to daily 
tasks 

▪ City building codes and 
ordinances and traffic laws 

▪ City safety policies and 
procedures and ability to apply 
them to daily tasks 

Skill in; 

▪ Operating/using a variety of 
equipment, tools and machines 

Ability to; 

▪ Read and understand instructions, 
technical manuals, and other 
reference materials 

▪ Work independently and as a member 
of a team without constant direct 
supervision 

▪ Perform work requiring moderate to 
considerable physical effort including 
climbing, and working at heights 
above and below ground level 

▪ Lift/manipulate objects such as 
manhole covers, plow blades, and 
equipment some weighing up to 
seventy (70) pounds or more 

▪ Safely enter and work in confined 
spaces such as lift stations 

▪ Safely work around loud noise, 
irritants, fumes, infectious diseases, 
and hazardous chemicals such as 
chlorine, fluoride, and polyphosphate 

▪ Perform mathematical calculations 
for some work tasks 

▪ Perform in a variety of stressful 
situations involving the use of 
equipment/machinery and sometimes 
under urgent/emergency conditions 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Word processing, 
spreadsheets, utility billing, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment, hand tools, power tools, 
water and wastewater specific tools and equipment. Lawn mower/sweeper, tractor, pickup truck w/liftgate, other city vehicles. 

 
 

 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

in 

Hiring 

and 

Promotions 

1. Requires the possession of a valid Driver’s license and the skill demonstrated to safely and 
effectively operate assigned vehicles and equipment including the ability to enter and exit 
the vehicle during the workday; ability to read, understand and use road and street maps, 
read road and street signs, follow oral and written directions; read and follow operator’s 
instructions and manuals for the care and use of assigned vehicles and equipment. 

2. Requires the skill and ability to perform strenuous physical labor to assist maintenance 
crews 

3. Lifting, pushing and pulling materials weighing up to 100 pounds; and performing other 
physical tasks as assigned 
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X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In 

Hiring 
and 

Promotions 

1. Experience in public works related field 
2. Experience operating light equipment 

 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

 

Majority of time is spent outdoors performing work and sometime indoors with some tasks 
carried out in confined spaces or at various heights.  Regularly uses fine motor skills to 
coordinate eyes, hands, and feet for the operation of a variety of public works tools, 
machines, and equipment.  Regularly uses large motor skills to exert moderate to 
considerable physical effort while performing a variety of movements such as bending, 
crouching, twisting/turning, digging, and lifting.  All vision abilities and senses, except for 
taste, may be used depending on the task.  Exposure to irritants/fumes, hazardous substances 
such as chlorine, hot asphalt/tar/fuels, temperature extremes, vibrations, infectious diseases, 
dust and smoke, and noise can be occasional to frequent.  Must be able to work in traffic and 
other stressful situations.  

 
 



 

POLICE CHIEF 

Job Description 
 

Approved:  7/18/2022 
Last Revised:  7/18/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Police Chief WORK/PAY STATUS: Full-Time, Hourly 

SUPERVISOR: City Administrator FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Police Chief UNION STATUS: Non-Union 

DEPARTMENT Police PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Performs executive, administrative, and para-professional/professional work to manage the 
City’s police department and significant public safety operations.  Exercises overall and direct 
responsibility for several police functions including patrol, crime prevention, law 
enforcement, investigation, and emergency response.  Manages budget and promotes the 
effective and efficient use of resources.  Incumbent is agency’s designated Chief Law 
Enforcement Officer (CLEO).  Serves as Responsible Authority’s designee for the department’s 
data practices. 

This positions regularly performs patrolling/policing activities while maintaining responsibility 
for the department’s performance and being accountable for its success. 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 

 

 

Supervises: 

City Administrator 

Council Liaison, Council committees/commissions/boards, Police Officers, city and county 
attorneys, city administration 

 

Police Officers, Police Reserve, and all other city staff and volunteers 

 

Other police chiefs, county sheriff’s and deputies, state patrol; 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 
 

Police Officers, Police Reserve 
 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

As administrative head of the is department and CLEO the incumbent has authority to 
command licensed peace officers and control various systems, processes, and activities 
subject to the City Council’s policy guidance and oversight.  Working with the City 
Administrator, the incumbent prepares department’s budget, capital improvement plans, and 
equipment replacement plans and administers the budget in compliance with the City’s 
purchasing policy and state requirements for bids/RFPs.  The incumbent regularly provides 
information, advice, and recommendations.  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 sheriff’s offices 
and local/state/federal law enforcement agencies. 
 

          Current Appointments:  Responsible Authority (RA) designee,  
           Emergency Management Director 
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V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is no exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

DEPARTMENT 
ADMINISTRATION & 
MANAGEMENT 
 
➢ Planning & Budgeting 
➢ Policies & Procedures 
➢ Laws, Rules & Regulations 
➢ Records & Information 

Management 

a. Prepares, executes, and evaluates operating plans, policies, and procedures for assigned 
department’s operations and work activities.  Daily coordinates and controls the systems, 
processes, and activities to comply with state and federal laws/rules/regulations and 
according to 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 in cooperation with City Administrator; 
administers Council-approved budget; and keeps Council informed of significant and 
noteworthy financial concerns and issues. 

d. Regular informs City Administrator about noteworthy items; attends Council meetings as 
requested to report on the department’s operations, programs, and activities as 
directed/needed; and attends relevant meetings of relevant advisory bodies as 
directed/needed. 

e. 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 the Responsible Authority’s designee. 

LEADERSHIP AND  
CLEO FUNCTIONS 
 
➢ Knowledge & Expertise 
➢ Goals & Objectives 
➢ Programs & Initiatives 
➢ CLEO Functions 
➢ Criminal Justice 
➢ Community Policing 

f. 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.  Evaluates 
operations and activities, makes improvements as needed, and strives to promote a high 
level of service. 

g. 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. 

h. 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 time-frames; and receives, investigates, and resolves 
complaints of officer misconduct ensuring any appropriate sanctions are enforced and 
proper notifications are made. 

i. 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. 

j. Keeps informed of relevant industry changes and trends, conducting appropriate research 
and analysis; and provides relevant information to departmental staff. 

EQUIPMENT 
MAINTENANCE 
 
➢ Replacement Planning 
➢ Maintenance & Repair 

k. Participates in the City’s planning process for equipment replacement decisions by working 
closely with the City Administrator and City Council. 

l. Coordinates the maintenance and repair of departmental vehicles and equipment.  Uses 
outside repair services as budgeted, approved, or needed in emergency. 

SUPERVISION OF 
DEPARTMENT EMPLOYEES 
 
➢ Employee Relations 
➢ Hiring/Interviewing 
➢ Supervision & Work 

Scheduling 
➢ Performance Management 
➢ Discipline/Safety 
➢ Training & Development 

m. Undertakes, or effectively recommends to the City Council, the full complement of 
supervisory functions for supervised positions such as staffing/hiring/interviewing, 
managing work schedules including leave approvals, assigning/prioritizing/reviewing work, 
coaching and evaluating performance, training and staff development, influencing 
compensation/rewards, and initiating discipline/discharge per applicable collective 
bargaining agreement (CBA) under the Council’s final approval for hiring and firing. 

n. Promotes workplace safety through ongoing efforts related to employee training and 
awareness. 
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V.  ESSENTIAL FUNCTIONS (cont.) 

COORDINATION WITH 
OTHER CITY 
DEPARTMENTS 
➢ Joint/Shared Responsibilities 
➢ City-wide projects, events,  

& activities 
➢ Emergencies 

o. Works closely with other department heads to coordinate work and perform shared 
responsibilities.  Attends and leads staff meetings. 

p. Coordinates work with other department heads by sharing information, actively seeks 
input/feedback and provides the same, and informs City Council about important issues 
and concerns. 

q. Provides administrative/technical support to other departments as workload and work 
priorities allow. 

r. Works closely with Maintenance staff on unsafe/urgent situations and emergencies. 

EXTERNAL  
COMMUNICATIONS/ 
RELATIONS 
 
➢ City Representation & Liaison 
➢ Intergovernmental Relations 
➢ Business Relations 
➢ Public Relations 
➢ Media Relations 

s. 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 Council of significant or noteworthy concerns and issues. 

t. 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. 

u. Receives requests for information, complaints, and other input/feedback about Police 
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 & RESPONSIBILITIES 

➢ Performs other duties as directed by the City Council or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ Each major area of accountability 
▪ City and relevant County 

ordinances, Council Resolutions & 
directives; City and departmental 
policies and procedures 

▪ Relevant state and federal 
laws/rules/regulations including 
court decisions 

▪ 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 and 
community policing 

▪ 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, workflow 
management 

Skill in; 

▪ Planning and evaluating 
department’s operations 

▪ Coordinating and controlling city-
wide 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 office software and ensuring 
information technologies help to 
increase work productivity 

▪ Operating a patrol vehicle and using 
personal and departmental weapons 

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 policies with 
consistency and uniformity 

▪ Work independently and with a high 
level of initiative & resourcefulness 

▪ Cope with the metal stress of the 
position 

▪ Interact with various local & 
community organizations 

▪ Operate a personal computer and 
other typical office machines 

▪ 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, some weekends, 
and holidays 

▪ Attend meetings within and outside 
the City 
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VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (police management, 
accounting, word processing, spreadsheets, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment, video 
recording equipment and other recording devices, various medical and other emergency response equipment. Specialized police equipment 
including: Mobile data computer (MDC)/Laptop, ballistic vest, Firearms, Baton, Taser, Mace, handcuffs, and radar. 

 

All machines, tools, and equipment, including PPE, used by subordinate personnel. 
 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

in 

Hiring 

and 

Promotions 

1. Associates degree in police science, law enforcement, or criminal justice 
2. Four years of full-time work experience as a licensed peace officer with some supervisory 

experience or demonstrated leadership abilities 
3. Licensed as a peace officer with MN POST Board or eligible to be licensed (at the time of 

appointment) 
4. Valid Minnesota Class D driver’s license AND satisfactory driving record 
5. Certification as a First Responder or Emergency Medical Responder (First Aid and CPR) 
6. 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 job 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. 

For Use 

In 

Hiring 
and 

Promotions 

1. Bachelor’s degree in police science, law enforcement, or criminal justice 
2. At least two years of supervisory experience with specific responsibility for areas such as 

work scheduling, assigning/prioritizing/reviewing work, and evaluating employee 
performance/coaching 

3. Experience in policy development/administration, program management, and budget 
preparation. 

4. CLEO certification from Minnesota Police Chief’s Association (MCPA) 
 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

Response Time 
Requirement 

of 
30 Minutes 

Works in office setting including sitting at desk for extended periods of time and working on a 
computer.  Uses many 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 response duties. 

 

The incumbent is subject to all the working conditions of the Police Officer job class. 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 



 

POLICE OFFICER 

Job Description 
 

Approved:  Click or tap to enter a date. 
Last Revised:  7/26/2022 

 
I.  IDENTIFYING INFORMATION 

JOB TITLE: Police Officer WORK/PAY STATUS: Full-Time, Hourly 

Part-Time, Hourly 

SUPERVISOR: Police Chief FLSA STATUS: Non-Exempt 

DEPARTMENT HEAD: Police Chief UNION STATUS: Union 

DEPARTMENT Police PAY GRADE: TBD 

CORE WORK HOURS: Per City Policy WORK SCHEDULE: Discretionary 

 

II.  PURPOSE AND STATEMENT 

PURPOSE & 
 NATURE OF WORK: 

Police officers perform intermediate protective service work involving a variety of general or 
support duty police assignments including enforcing laws, investigating criminal activity, 
ensuring public safety, maintaining records and files, testifying in court, preparing reports, 
and related work as apparent or assigned.  Work is performed under the limited supervision 
of the Police Chief. 

 

 

III.  ORGANIZATIONAL RELATIONSHIPS 

Reports to: 

Works closely with: 

 

Communicates with: 

Internally: 

 

Externally: 
 

 

Supervises: 

Police Chief 

Fire department, ambulance department, police reserve, City administration 

 

 

Police Chief, Police Officers, records staff, and all other City staff and volunteers 
 

Other police officers, county sheriff’s and deputies, state patrol; 911 dispatch and staff of 
other state and federal agencies; health and human services; tourists and city residents 
 

None 

 

IV.  DELEGATION OF AUTHORITY 

AUTHORITIES & 
CURRENT 
APPOINTMENTS 

 

 

V.  ESSENTIAL FUNCTIONS 
The left column lists the position’s major areas of accountability and core responsibilities/key priorities.  The right column specifies 
recurring duties.  All are essential.  The list of recurring duties is not exhaustive.  All duties, tasks, and subtasks that can be logically 
inferred are not specified.  Other duties and task may be assigned, by the position’s Supervisor, according to City needs. 

PATROL, INVESTIGATIONS, 
COMMUNITY POLICING, 
RESPONSE, SCHOOL 
RELATED ACTIVITIES 

a. Enforce traffic laws to ensure safe travel throughout the City of New Richland 
b. Enforce other local, state, or federal laws in the City of New Richland 
c. Attend seminars and training sessions to present programs to the community 
d. Respond to emergency calls such as, but not limited to domestic disputes, assaults, threats, 

and any threat to life 
e. Respond to all medical and fire calls within the City of New Richland or the New Richland 

Ambulance and Fire Department service area as requested 
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V. ESSENTIAL FUNCTIONS (cont.) 

 f. Respond to non-emergency calls such as, but not limited to theft, criminal damage to 
property, shoplifting, animal at large, civil situations, etc. 

g. Work closely with school principals and superintendents, teachers, and students to 
maintain a positive relationship and create a safe learning environment for students 

 

VI.  OTHER DUTIES & RESPONSIBILITIES 

➢ Performs other duties as directed by the Police Chief or apparent to the incumbent 
 

VII.  REQUIRED KNOWLEDGE, SKILLS, and ABILITIES 

Knowledge of; 

▪ City and relevant County 
ordinances, Council Resolutions & 
directives; City and departmental 
policies and procedures 

▪ Relevant state and federal 
laws/rules/regulations including 
court decisions 

▪ 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 and 
community policing 

▪ OSHA and other safety-related laws, 
rules, and regulations 

▪ Office automation and other 
technologies useful for municipal 
operations 

Skill in; 

▪ 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 

▪ Using office software and ensuring 
information technologies help to 
increase work productivity 

▪ Operating a patrol vehicle and using 
personal and departmental weapons 

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 

▪ 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 

▪ 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, some weekends, 
and holidays 

 

VIII.  MACHINES, TOOLS & EQUIPMENT 
Machines, tools, and equipment regularly used:  Personal computer and peripherals, various software applications (Word processing, 
spreadsheets, etc.), telephone/cell phone, copy and fax machines, and other typical office equipment, video recording equipment and other 
recording devices, various medical and other emergency response equipment. Specialized police equipment including Mobile data 
computer (MDC)/Laptop, ballistic vest, Firearms, Baton, Taser, Mace, handcuffs, and radar. 

 
 

IX.  MINIMUM HIRING REQUIREMENTS 
Includes pre-requisite training, experience, licenses/certifications, KSAs, and other credentials for applicant to be qualified for further 
consideration in hiring process.  An equivalent combination of education and experience may be considered during the hiring process and in a 
promotional context. 

 

For Use 

in 

Hiring 

and 

Promotions 

1. Associates degree in police science, law enforcement, or criminal justice 
2. Licensed as a peace officer with MN POST Board or eligible to be licensed (at the time of 

appointment) 
3. Valid Minnesota Class D driver’s license AND satisfactory driving record 
4. Certification as a First Responder or Emergency Medical Responder (First Aid and CPR) 
5. Must meet the same MN POST Board minimum selection standards for hiring a 

patrol/police officer 
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X.  PREFERRED QUALIFICATIONS (not all-inclusive) 
Additional preferred qualifications and job-related characteristics-referenced elsewhere in this job 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. 

For Use 

In 

Hiring 
and 

Promotions 

1. Bachelor’s degree in police science, law enforcement, or criminal justice 
2. Previous experience as a full-time police officer 

 

 

XI.  WORKING CONDITIONS (summary only) 
Includes characteristics related to both the job itself and the work environment as the work is currently performed by the incumbent 
employee.  Changes or adjustments to the job and work environment, not including the position’s essential functions, may be permitted to 
comply with federal and state disability laws. 

 

 

Response Time 
Requirement 

of 
30 Minutes 

Works regularly in an indoor/outdoor setting which may include driving a vehicle or sitting at 
a desk for an extended period and working on a computer.  Uses many 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, in and out of 
vehicles, and City Hall building and can involve reaching, pulling, pushing, grasping, and 
holding.  Regularly exposed to outside weather conditions.  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 officer position and emergency response duties. 

 
Data Practices Notice for City Employees with Restricted Access/Use Privileges 

You will have access to privileged data (either private or confidential data on individuals or nonpublic or protected nonpublic data not on individuals) during the 
course of your employment with the City.  You are expected to access and use – with proper safeguards & security measures- only the data necessary to complete 
specific work duties or work assignments and to do so in full compliance with City policies & procedures and state statutes.  You should also take responsible actions 
to ensure the data are not viewed or accessed by individuals without a legitimate work reason.  Once the work reason to access the data is reasonably finished, you 
must properly store the privileged data according to the provisions of Minnesota State Statutes, Chapter 13.  (Note: Refer any questions to the City Administrator) 























Ambulance Report July 2022 
 

Run:  

As of August 4th we are at 115 runs for the year. Last year we had 183 runs for the whole year, so this 

year is looking up. 

Crew: 

 I would like approval for new employee, I work with her at Mayo, and she is an EMT and wants to start 

right away. She currently has DOT instructor first aid training, and we will not have to pay for any 

refresher for her.  

Also, need approval for refresher for Jeff Johnson. 

One crew member has done ride alongs with Mayo and another is set to do ride alongs within the next 

two weeks.  

Truck: 

Noticed bubbling along the left and right side of the box of the rig. When you feel it you can feel 

roughness under wrap. Took it down to Thompsons and they cut along the bubbles and found the there 

is aluminum corrosion, which is oxidizing. This is similar to rusting but worse. They also said the glue is 

no longer sticking under the wrap. I gave Sara Jo pictures for you to see. We are looking at having to 

replace this sooner rather than later or we could have a bigger issue. I have reached out to Sign Pro for 

an estimate, but we will also have to look at what body work needs to be done. I need to know where 

you would like for me to go with this. 

  

 



   

 

Updated Graphics after Repair (Blue instead of Red) 

 

 

$2,800 – Sign Pro – Reflective Graphics   (Just received $2,500 from County for operations) 



 

Director: 

Continue to work with crew and had a pool party/grill out at my house and everyone seemed to have a 

good time. They have asked when the next pool party is.  

I continue to keep communication going with North Memorial, and other services around the area. 

 

Thank you 

Sarah Sundve, Director 





New Richland Fire Department 

 

Currently Confirming Numbers with Auditors 

 

Capital Reserve (City): $142,615.60 

Rural Fire Account:  $212,454.74 

Sale of Truck:  $180,000 

Total Projected Available:  $535,070.34 

 

Recommend advertising for bids ASAP and discussing again with final hard 

numbers at the August 22nd, 2022, Council Meeting.  Just because we bid it out 

does not mean we are committed to purchasing. 



 

New Richland Police Department  
PO Box 57     203 North Broadway     New Richland, MN 56072 

Phone: (507) 465-3240     Fax: (507) 463-3198     Email: nrpd@cityofnewrichlandmn.com 

 

 

 

 
Police Department Report 

July 8th, 2022, Council Meeting 

 

 

Police Department 

 
Activity Report 

 
The New Richland Police Department responded to * 94 * calls for service for the 

month of July.   
 

Most calls requiring additional follow up have been completed.  As always, we 
remind people to get in touch with us if they have any information regarding any 

incidents that have occurred in the City of New Richland or surrounding areas.    
 

 

Total Calls through July 2022:  838 
 

Total Calls through July 2021:  980 
 

 

Items Completed in July 
 

•  Preparations for Night to Unite  
 

 

 

 

 
 

 

 

 

 

 

 

 

 



 

New Richland Police Department  
PO Box 57     203 North Broadway     New Richland, MN 56072 

Phone: (507) 465-3240     Fax: (507) 463-3198     Email: nrpd@cityofnewrichlandmn.com 

 

Information 

• N/A 

 

Training & Education 

• N/A  
 
Personnel 

• Officer Victorino has completed Field Training  
• Officer McKane, Officer Lee, Officer Johannsen, and Chief Knudtson 

submitted letters of resignation 

 

Purchases 
• N/A 

 

Squad Maintenance 
• Squad 260 had the battery replaced  

• Squad 270 had the battery replaced  

 

Equipment 

• N/A 

 
Upcoming Events / Important Items 

• Night to Unite August 23rd, 2022, 6:00 p.m.  

 
 

 
Respectfully Submitted, 
 

 

 
Joshua Knudtson, #261 

Chief of Police 



City of New Richland 

 

Memo 
To: City Council 

From: Anthony Martens 

cc:   

Date: 8/5/22 

Re: Police Chief Hiring 

We have received 1 application for Chief of Police.  It is a solid candidate. 

Council will need to decide if they would like to interview this single candidate or re-open the 
application deadline to August 19th @ 4:30pm to see if we can get a few more candidates. 

Should the council wish to go ahead with interviewing the single candidate, they will need to 
appoint 2 members to the interview panel.  Interview will be the week of August 15th. 



 

City of New Richland 
  

 PO Box 57, 203 N Broadway, New Richland, MN 56072                 TEL: (507)465-3514  FAX: (507)465-3375 

Web: www.cityofnewrichlandmn.com 
 

 

City Administrator’s Report 

August 8th, 2022, Council Meeting 
 

Coordinated Absentee Voting for the Care Center 

 

Tested voting machines ahead of the Primary Election 

 

Met with the Waseca County News regarding St. Olaf Lake damages story 

 

Met with a potential Chief of Police candidate 

 

Completed bi-weekly and monthly payrolls 

 

Coordinating EDA Homestake applications for Free Lots 

 

Worked with Auditors from the Care Center and ABDO to finish audits and capital program 

 

Reported TIF annual certification to Paper as required by law 

 

We have received 1 application for Chief of Police as of the end of the day August 4th 

 

Worked with the FD to review options/finances available to purchase a truck 

 

Deeded a lot if Homestake to a qualified candidate to build a home 

 

Began working with Department heads on budget 

 

Forwarded initial information to David Drown Associates for Class/Comp Study 

 

Posted FT Police Position on the POST Board website 

 

Completed updating all FT job descriptions for Class/Comp Study 

 



 

 

 

 

 

** Filing Reminder ** 

The City of New Richland is currently open for filing for the upcoming November election.  We 

will be electing 2 city council members and a mayor.  Filing documents are available at City Hall.  

Filing will close on Tuesday August 16th, 2022, at 5:00pm 

 

 

 

EMPLOYEE RECOGNITION 
 

 

EMPLOYEE BIRTHDAYS EMPLOYEE ANNIVERSARIES 
August 11th – Mike Abbott – Maint Dept 

August 11th – Scott Tangen – Amb Dept 

 

August 11th – Braeden Thompson -  

MAINTENANCE – 1 YR 

August 18th – Jessica Raimann – AMB - 2YR 
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