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Liza Donabauer with David Drown & Associates will present and discuss with the City Council the draft profile,
job description, salary range, and timeline for the search for the new City Administrator.

Funding Source:
General Fund>Contingency
Attachments:
Memo
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June 1, 2021
Watertown City Council
City of Watertown
309 Lewis Avenue S
Watertown, MN 55388
Dear Members of the Council,
We are nearing the point of posting the City Administrator position, so I will attend your meeting
on June 8, 2021, to review the process and seek approval to move ahead with the search.
As you know, the information gathering process for developing the position profile has been
taking place for a few weeks. Attached to this memo is the draft Community & Position Profile
that will be discussed and modified as needed at the meeting.
Other items of discussion at the meeting include the salary range, job description, search
timeline, and interview process.
You will see the Profile includes tentative dates for the final interviews, so I would like to finalize
interview dates with you at the June 8th meeting. The interviews can be done in one day or two
days depending on which components the Council wishes to include in the process. There is no
right or wrong approach to this, as each City has different preferences. Some of the options for
this part of the process include the following:
• City Tour
• Lunch with leadership staff and Council
• Individual interviews with each Council Member
• Community meet and greet event
• Leadership staff interview
• Full Board-formal interview
• Other options
The decision about interview components will be made at a future meeting. Information is being
provided now so you can contemplate the options.
In summary, the items for discussion at the June 8th meeting include the following:
1. Position Profile: Review and approve
2. Salary Range: Review and approve
3. Job Description: Review and approve
4. Timeline: Determine date(s) of final interviews
5. Any questions from the Council
Thank you.
Sincerely,

Liza M. Donabauer
Management Consultant

Attachments
• Draft Profile
• Draft Job Description with proposed changes as outlined in this memo, and
• Draft Timeline

City Administrator
Salary Range: $89,192 to $111,389

A Truly Connected Community

WELCOME TO WATERTOWN!

The City of Watertown, Minnesota, is a vibrant and connected community of 4,555 residents
located in northwest Carver County. Known as the “Heart of the Luce Line,” the City is situated
along the banks of the South Fork of the Crow River. With an easy drive to Interstate 494, and
conveniently located between US Highway 12 and State Highway 7, Watertown is a welcoming,
sophisticated, friendly bedroom community that offers a robust and convenient lifestyle to its
residents. Watertown has enjoyed managed growth with approximately 50 new homes being built
each year for the last three years. A thriving downtown commercial district with free public WIFI and
direct access to the Luce Line Trail draws visitors to the area. Great local schools, affordable living,
and a variety of housing choices can all be found right in Watertown.
The City of Watertown lies within the seven-county metropolitan area and offers a unique lifestyle
for residents who work and do business all over the region. The City’s vibrant downtown serves as
the commercial and service core to a growing population which is projected to grow by an
additional 2,800 residents by 2040. The City of Watertown benefits from being the convergence
point of multiple significant local and state road corridors. Come and enjoy one of the safest and
most peaceful communities in Minnesota.

EDUCATIONAL OPPORTUNITIES

Public education in Watertown is provided by the
Watertown-Mayer Public Schools. Comprised of
three schools and one community learning center,
the district enrolls approximately 1,500 students
throughout
its
facilities.
Watertown-Mayer
Elementary houses approximately 560 K-4th grade
students, Watertown-Mayer Middle School serves
over 460 5th-8th grade students, and WatertownMayer High School enrolls roughly 465 9th-12th
grade students. Members of the community recently
showed their support of the district and its students
by passing a bond referendum. This included an

operating levy that would allow class sizes to remain
low and allow for the range of elective classes to
continue to be available. It also included $25 million
for facility improvements.
For those seeking a private educational option,
Christ Community Lutheran School is a preschool
through eighth grade Christian school that offers
smaller class sizes with individualized learning
opportunities. Students may continue on with private
high school education at the Mayer Lutheran High
School in the nearby City of Mayer.

HEALTHCARE
Catalyst Medical Clinic (CMC) is an operating
division
of
Infinite
Health
Collaborative
(i-Health). Infinite Health Collaborative is a group of
local medical practices, independently owned and
led by its physicians, with operating divisions
representing several areas of expertise. The
Catalyst Medical Clinic in Watertown is located in
Riverbend Plaza and is open five days a week
providing child and adult care, comprehensive

physical exams, acute illness and injury services,
mental health services, patient education, outpatient
surgical procedures, and much more. The Clinic
also has a facility in the City of Chaska.
Lakeview Clinic - Watertown is a full-service clinic
providing family medicine, internal medicine,
pediatrics, x-ray facilities, laboratory services, and
more. The Clinic also has facilities in the Cities of
Chaska, Norwood, and Waconia.

RECREATION AND COMMUNITY EVENTS
Watertown celebrates the outdoors. With four
miles of riverfront shoreline, families can enjoy
easy access to fishing and kayaking on the scenic
Crow River. The City is also home to 17
neighborhood or community parks that feature
playground equipment, viewing areas along the
river, a dog park, a disc golf course, tennis courts,
and soccer and baseball fields. The City has
invested in each of its 17 parks over the last seven
years.
A big community asset is the Luce Line Trail. This
DNR multi-use trail extends from Winsted,
Minnesota, and ends in Plymouth, Minnesota. The
63-mile trail crosses the South Fork Crow River
right in the downtown area of Watertown and is
available for biking, running, jogging, walking, and
even snowmobiling.
The skating rink is a seasonally operated rink that
provides boards, nets, and other equipment so
families can enjoy skating and sports. The rink was
overhauled in 2020 with a new surface and boards.
The Watertown Commission on Aging offers a
Community Garden for those with a green thumb.
Garden plots are available to those who don’t
necessarily have access to land to grow a garden.
The City is also home to a vibrant arts and
entertainment community that promotes plays,
concerts, performances, and other events at the
Performing Arts Center. They also partner with
Carver County to offer services at the Watertown
Public Library. The Library was remodeled in 2013
and now includes a technology lab.
Watertown is host to many events that take place
throughout the year. The Chamber of Commerce
sponsored events include Rails to Trails, National
Night Out, an Educator’s Appreciation Dinner,
Ladies Night Out, Downtown Trick or Treat, a Tree
Lighting Ceremony, and an Easter
Eggstravaganza.

THE ORGANIZATION

The
City
of
Watertown
utilizes
a
Council/Administrator form of government. The
City Council is presided over by the Mayor who
is elected to a two-year term. Four Council
members are elected to four-year terms. The
Council is charged with making laws, setting
policies, adopting the budget, and overseeing a
wide range agenda for the community. The City
Administrator oversees and directs all City
operations, projects, and programs.
Most of the residents of Watertown recognize
that the City is a well-run organization. The
community has confidence in its Council to ask
the right questions. The Council meets the
residents where they are. In preparation for
large projects, the Council meets with residents
in their neighborhoods to host public meetings
and seek community feedback.
Staff members have commented that they feel
like a family. The City has enjoyed long serving,
non-union staff with very little turnover. The new
City Administrator will be supported by a staff
who want to serve the community. Watertown
employs 11 full-time and four seasonal staff
members as well as 28 paid on-call firefighters.
Consulting staff includes Legal, Engineering,
Planning, and Building Inspections (JPA with the

City of Delano). The City has invested in 24hour policing through the Carver County
Sheriff’s Department.
The City takes a pragmatic and transparent
approach in its planning process and has taken
an active role in investing in its fleet and
infrastructure. They have updated their streets
assessment policy and shifted the responsibility
of funding collector for streets to a 70/30 split
between the developer and the City. The
Council is proud of its approach to pay cash for
the regular maintenance and upkeep of City
streets. Through a partnership with MnDOT, the
City is currently undergoing a reconstruction of
State Highway 25. This project will provide
better connectivity from the north to the south
via construction of a wider and safer highway,
dedicated turn lanes, sidewalks, and a
connection to the Luce Line Trail.
The City of Watertown sits in a good financial
position with an upgraded bond rating, a 20year financial plan, and a 10-year CIP. The
Council looks to expand and refine its financial
planning models to operate the City’s core
services without using Local Government Aid.

Vision
The City of Watertown is a tight-knit growing community that is welcoming, business friendly, and
supportive with a thriving economy that enables neighbors, friends, and family to meet, socialize, and
enjoy a high quality of life.

Mission
The mission of the City of Watertown is to provide high quality public services that address community
needs through strategic planning, sound fiscal management, and innovative thinking while preserving
our proud history.

Values
Excellence and Quality in the Delivery of Services
We believe that service to the public is our reason for being and strive to deliver quality services in a
highly professional, cost-effective, and efficient manner.
Fiscal Responsibility
We believe that fiscal responsibility and the prudent stewardship of public funds is essential for citizen
confidence in government, and we strive for diverse sources of revenue.
Ethics and Integrity
We believe that ethics and integrity are the foundation blocks of public trust and confidence and that all
meaningful relationships are built on these values.
Fairness and Engagement
We believe policies and decision-making processes that are applied consistently across all parties is
the foundation for fairness.
Communication
We believe that open, honest, and transparent communication is essential for an informed and
engaged citizenry that fosters a collaborative environment for all stakeholders.
Professionalism
We believe that continuous improvement is the mark of professionalism and are committed to applying
this principle to the services we offer and the development of our employees.
Visionary Leadership and Planning
We believe that the very essence of leadership is to be visionary and to plan for the future.
Small Town Atmosphere
We believe that our City's small-town atmosphere, vibrant downtown, and unique charm is what
attracts people to our community and encourages their participation in our activities.

ORGANIZATIONAL STRUCTURE

BUDGET SUMMARY
2019

2020

2021

2,676,224

2,479,235

2,584,593

Fire Department Fund

483,055

504,868

523,570

Sewer Fund

820,887

857,755

872,481

EDA

537,164

385,250

372,223

Storm Water

98,782

141,263

152,718

Water

647,009

657,991

689,255

5,263,121

5,026,362

5,194,840

General Fund

Total All Funds

ESSENTIAL DUTIES OF THE POSITION
Governmental Operation
▪ Develop and administer the rules, regulations, and procedures necessary to ensure the proper
functioning of all departments to meet goals and objectives established by the City Council.
▪ Supervise and manage all City operations including, but not limited to, the departments of Administration,
Government Operations, Police, Fire, Public Works, Planning and Zoning, and Utility Operations within
the policies and budget constraints of the City.
▪ Advise the City Council as to the future needs of the City, making recommendations to the Council in a
five-year capital improvement program reviewed and updated annually.
▪ Attend and take part in discussion at all meetings of the City Council and other official bodies as directed
by the Council. The City Administrator shall also represent the City at all official or semi-official functions
as may be directed by the City Council or the Mayor. Represent the City and cooperate with other
governmental agencies and officials in areas of mutual interest.
▪ Oversee handling of complaints, concerns, issues, and requests for services to ensure prompt and
courteous response to citizens. See that all codes and ordinances are fully enforced.
▪ Coordinate the preparation of agendas and supporting documents for all City Council meetings.
▪ Prepare a variety of reports and make presentations to the City Council and Advisory Commissions and
recommend as appropriate the adoption of measures necessary for the health, safety, and welfare of the
community or for the improvement of government operation.
▪ Serve as a liaison between department heads and the City Council as well as between City Advisory
Commissions and the City Council.

Human Resources Duties
▪ Supervise and participate in the selection of employees, evaluate employees, and recommend salary
adjustments; determine staffing and structure needs.
▪ Represent the City Council exclusively in all human resource and collective bargaining matters and
negotiate with representatives of employee organizations.
▪ Coordinate the work of all contracted consultants including the City Attorney, City Engineer, and Building
Inspector.

ESSENTIAL DUTIES OF THE POSITION-CONT’D
Finance Duties
▪ Prepare and submit the annual budget to the City Council.
▪ Administer all City funds including the enterprise funds.
▪ Keep the City Council advised of the financial condition of the City and make such recommendations as
he/she may from time to time; determine what is desirable and what is necessary to ensure effective
management of financial assets.
▪ Work with the City Clerk and City Council to ensure favorable investment of available funds, effective and
proper accounting practices, appropriate insurance, and effective financial planning.
▪ Maintain a familiarity with alternate revenue sources including federal and state aids, loans, grants, and
other possible sources, and submit recommendations to the City Council for actions necessary to pursue
such sources.

▪ Manage City investments according to state and City guidelines; research and analyze investment
possibilities, determine cash available and length of each investment, invest and track funds and
withdraw funds as needed.
▪

Work with financial consultants when necessary.

Planning & Zoning Duties
▪ Supervise the duties of the Planning Department, coordinate development applications with City staff and
consultants, handle issuance of building permits, variance requests, conditional use permit requests, and
other matters relating to planning and zoning.
▪ Prepare and submit grant applications as directed by the City Councill
▪ Perform other duties as may be required by the City council and consistent with Minnesota Statutes and
City Ordinances.
▪ Maintain zoning maps and records; prepare public notices.
▪ Evaluate potential projects, programs, and serves to determine feasibility and community impact and
make recommendations to the City Council.

DESIRED ADMINISTRATOR ATTRIBUTES
▪ Highly skilled in organizational development and
well versed in providing a high level of leadership
and support to staff. Brings trust and credibility to
the position and serves as a buffer between the
City Council and staff.
▪ Well-rounded in planning and zoning, economic
development, municipal finance, collaborations,
managing JPAs, legislative outreach, grants, hiring
top talent, and appropriately deploying contracted
staff.
▪ Ability to explain the “why,” knows when to engage
the Council, and is poised to answer difficult
questions.
▪ Leads with drive, passion, and a can-do attitude.
▪ Approachable and accessible and engages in
positive relationships with area stakeholders,
service organizations, residents, and business
owners.
▪ Growth minded: in self, community, staff, and the
organization.
▪ Future oriented and a community promoter.
▪ Personable, has a sense of humor, and is wellversed in teamwork.
▪ Has a large professional network and demonstrates
resourcefulness.
▪ Champions a customer service environment at all
levels within the organization, demonstrates active
listening skills and patience, and has a desire to
make resident’s lives better.
▪ An active Administrator:
attends community
meetings and community festivals, participates in
community clean-up events, and promotes a
business-friendly environment.
▪ Tech savvy: on top of navigating an organization in
a tech environment.
▪ Makes self-available to take after hours/emergency
calls from staff and engages in problem solving.
▪ Has experience in leading dynamic projects.

GOALS & PRIORITIES FOR THE NEW ADMINISTRATOR
▪ Maintain the City’s investments via long-term ▪ Support the City’s fine arts initiatives and the
planning initiatives of its amenities such as parks,
Historical Society to connect new residents to the
public safety, streets, utilities, trail segments, staff,
community.
the Community Park build-out, and connecting the
▪ Facilitate annual goal setting session using the
downtown business community to the river, all
2040 Comp Plan for developing annual goals and
while maintaining minimal increases of the annual
projects.
levy.
▪ Examine the Fire Department morale as an
▪ Dive into the 2021 budget process and prepare to
ongoing area for improvement.
begin the bid letting process for the 2022 Street
Project at the start of the calendar year.
▪ Lead economic development efforts: continue to
promote the Industrial Park, schedule the next
▪ Ability to jump in and keep the ball rolling in
Developers Day, invite developers in and promote
acquiring legislative funding for the $17.5 million
Watertown, and prepare the community for
expansion of the Wastewater Treatment Plant.
continued growth along the south and eastern
borders, etc.
▪ Lead the community in sustainable growth
activities with the goal of diversifying the tax base.
Support and facilitate a business-friendly
environment and create a catalyst for redevelopment. See potential for future growth;
lead the charge in attracting a variety of
residential,
commercial,
and
industrial
opportunities.

▪ Take an active role in organizational development:
staff training, coaching, and team building, and
successfully implement a compensation and
classification study. Address staffing needs
including examining whether staffing levels meet
community growth and an ever-expanding suite of
municipal services.
▪ Quickly build rapport and trusting relationships
with staff, the Council, area leaders, and
stakeholders. Engage with staff and residents via
various forms of communication.
▪ Strive for and support initiatives in process
improvement: building permits and inspections,
enforcement of zoning codes, addressing
nuisance properties, etc.
▪ Expand on the City’s ability to be a serviceoriented organization: ensure residents feel good
about, and have a sense of pride in, their
community.

POSITION ANNOUNCEMENT
CITY: WATERTOWN, MINNESOTA
POSITION: CITY ADMINISTRATOR
SALARY RANGE: $89,192 TO $111,389
APPLICATION DEADLINE: July 7, 2021
JOB SUMMARY: Following City Council goals and
policies, the Administrator oversees government
operations, Planning and Zoning, and participation in
Human Resources to ensure efficient operation of the City
including supervising the administration of all functions including Administration, Government
Operations, Policing, Fire Department, Public Works Department, Utility operations, and Planning
and Zoning.
Minimum qualifications include a bachelor’s degree in Public Administration, Business, Community
Planning, Economic Development, or related field, and four years of related experience, or a
master’s degree in Public Administration and four years of related experience.

To apply, visit https://daviddrown.hiringplatform.com/65860-watertown-city-administrator/214599application-form/en, and complete the process by July 7, 2021. Finalists will be selected by the City
Council on July 27, 2021, and final interviews will be held August 18, 2021.
Please direct questions to Liza Donabauer at liza@daviddrown.com or 612-920-3320 x111.

DDA Human Resources, Inc.
St. Bonifacius Office
4796 Merganser Drive
St. Bonifacius, MN 55375
Phone: 612-920-3320 x111
Fax: 612-605-2375
liza@daviddrown.com
www.ddahumanresources.com

CITY OF WATERTOWN
JOB DESCRIPTION

POSITION/TITLE:
DEPARTMENT:
FLSA STATUS:
EFFECTIVE DATE:
IMMEDIATE SUPERVISOR:
HOURS WORKED:

City Administrator
Administration
Exempt
2021
City Council
8:00 a.m. to 4:30 p.m. 40+ hrs. M – F and evenings for
meetings.

PRIMARY OBJECTIVE:
Following City Council goals and policies, oversees general government operations,
planning and zoning, and participation in Human Resources to ensure efficient operation of
City including, but not limited to the following:
Supervise the administration of all functions including Administration, Government
Operations, policing, Fire Department, Public Works Department, utility operations, finance,
Economic Development, and Planning and Zoning. Operate with considerable discretion in
normal administration functions and in implementing policies of the Council with the
authority to delegate duties as needed. Execute any assignments and duties assigned by the
Council, State Statute, or City Ordinance, in areas of general government operation, planning
and zoning, and human resources.
EQUIPMENT/JOB LOCATION:
Works primarily from an office in City Hall. Equipment used includes but is not limited to
personal computer, printer, dictaphone, fax, telephone including cell phone, calculator,
postage meter and copy machines.
ESSENTIAL FUNCTIONS OF THE JOB:
Governmental Operation
• Develops and administers the rules, regulations and procedures necessary to ensure
insure the proper functioning of all departments and to meet the goals and objectives
established by the City Council.
• Supervises and manages all City operations, including, but not limited to, the
departments of Administration, Public Services, Public Utilities, Fire Department and
consulting staff and Law Enforcement Government Operations, Police, Fire, Public
Works, Planning and Zoning, and Utility operations within the policies and budget
constraints of the City.
• Advises the City Council as to the future needs of the City, making recommendations
to the Council in a five-year capital improvement program reviewed and updated
annually.

• Attends and takes part in discussion at all meetings of the City Council and other
official bodies as directed by the Council. City Administrator shall also represent the
City at all official or semi-official functions as may be directed by the City Council or
the Mayor. Represents the City and cooperates with other governmental agencies and
officials in areas of mutual interest.
• Oversees handling of complaints, concerns, issues and requests for services to ensure
prompt and courteous response to citizens. Sees that all codes and ordinances are duly
fully enforced.
• Coordinates the preparation of agendas and supporting documents for all City Council
meetings.
• Prepares a variety of reports and makes presentations to the City Council and
Advisory Commissions, recommends as appropriate the adoption of measures
necessary for the health, safety, and welfare of the community or for the improvement
of government operation.
Finance
• Serves as liaison between department heads and City Council, and City Advisory
Commissions and City Council.
• Prepares and submits the annual budget to the City Council.
• Responsible for the administration of all City funds including the enterprise funds.
• Keeps the City Council advised of the financial condition of the City and make such
recommendations as he/she may from time to time, determine desirable and necessary
to insure effective management of financial assets.
• Works with the City Clerk and City Council to insure favorable investment of
available funds, effective and proper accounting practices, appropriate insurance and
effective financial planning.
• Maintains a familiarity with alternate revenue sources including federal and state aids,
loans, grants, and other possible sources, and submits recommendation to the City
Council for actions necessary to pursue such sources.
• Manages City investments according to State and City guidelines; researches and
analyzes investment possibilities, determines cash available and length of each
investment, invests and tracks funds and withdraws funds as needed.
• Works with financial consultants when necessary.
Planning and Zoning
• Supervises the duties of the planning department, coordinate development application
with City Staff and Consultants, handles issuance of building permits, variance
requests, conditional use permit requests, and other matters relating to planning and
zoning.
• Prepares and submits grant applications, as directed by the City Council.
• Performs other duties as may be required by the City Council and consistent with
Minnesota Statutes and City Ordinances. (Moved to Other Duties section)

• Maintains zoning maps and records, prepares public notices.
• Evaluates potential projects, programs, and services to determine feasibility and
community impact and makes recommendations to the City Council.
Human Resources
• Supervises and participates in the selection of employees, evaluates employees and
recommends salary adjustment, determines staffing and structure needs.
• Represents the City Council exclusively in all human resource and collective
bargaining matters and negotiates with representatives of employee organizations.
• Coordinates the work of all contracted Consultants, including, the City Attorney, City
Engineer, and Building Inspector.
Other Duties
• Communicates and coordinates activities with the public and outside agencies;
participates in local service/civic organizations.
• Communicates with legislative representatives, county, school district and township
officials; prepares and presents news releases and meets with media officials;
responds to complaints and concerns from City residents.
• Stays current on development of municipal affairs and public administration. Attends
conferences, workshops and seminars and participates in professional organizations.
• Performs other duties as may be required by the City Council and consistent with
Minnesota Statutes and City Ordinances.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
• Ability to communicate effectively, both orally and in writing.
• Ability to build and maintain a team-oriented work environment.
• Problem solving skills.
• The ability to manage and make decisions using skills, knowledge and reasonable
judgment.
• Considerable knowledge of laws, rules and regulations applicable to City government.
• Considerable knowledge of budgeting, accounting and government financing.
• Considerable knowledge of government processes, service, economic development
and planning.
• Considerable knowledge of management principles and practices as they apply to the
public sector including personnel management, organizational development, and
project management.
• Thorough ability to prepare, present, and administer budgets, to invest funds and
manage finances.

• Thorough ability to communicate effectively and establish effective working
relationships with elected officials, staff, other public officials, and the public
including making formal presentations.
• Considerable ability to research and prepare accurate and thorough reports.
• Considerable ability to perform mathematical calculations and to analyze data.
PHYSICAL DEMANDS:
The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
• Sit for extended periods of time.
• To have hand and arm (or equivalent) dexterity adequate to allow for extensive use of
a keyboard for data entry.
• To talk and hear with enough proficiency to allow for communicating with customers
by phone or in person.
• To have adequate vision to accommodate frequent viewing of computer screens, print
reports.
• The employee must frequently lift and/ or move up to ten (10) pounds and
infrequently lift or move up to 25 pounds.
• The noise level is usually moderate.
MINIMUM QUALIFICATIONS:
• A bachelor’s degree in public administration, business, planning, community or
economic development or a related field and four (4) years of related experience; or a
master’s degree in Public Administration and four (4) years of related experience.
• Four (4) years of public sector administrative experience.
NON-DISCRIMINATION POLICY:
The City of Watertown will not discriminate against or harass any employee or applicant for
employment because of race, color, creed, religion, national origin, sex, disability, age,
marital status, sexual orientation, or status with regard to public assistance.
(The examples given above are intended only as illustrations of various types of work
performed and are not necessarily all-inclusive. This position description is subject to change
as the needs of the City and requirements of the position change. The City of Watertown
reserves the right to change and/or eliminate any and all job duties as necessary. This
position is subject to state drug and alcohol testing.)

City Administrator Salary Survey Information
Source: DDA HR Salary Study (2021)
Organization *
Belle Plaine
Carver
Centerville
Delano
Elko New Market
Glencoe
Isanti
Le Sueur
Lonsdale
Norwood/YA
Rockford
St. James
St. Francis
Waconia
Winsted

Job Title
City Administrator
City Manager
Administrator
City Administrator
City Administrator
City Administrator
City Administrator
City Administrator
City Administrator
City Administrator
City Administrator
City Manager
City Administrator
City Administrator
City Administrator

Watertown

City Administrator

Range Min Range Max Actual Avg
$45.51
$63.44
$63.44
$50.76
$63.25
$62.52
$38.27
$56.30
$53.85
$50.05
$58.65
$58.65
$51.97
$63.91
$63.91
$44.88
$56.10
$56.10
$53.42
$67.67
$65.70
$50.14
$64.76
$63.76
$41.36
$64.69
$60.38
$37.70
$47.08
$47.08
$40.00
$60.52
$60.52
$45.63
$56.69
$48.17
$51.04
$63.80
$63.80
$62.12
$73.08
$65.77
$32.13
$43.42
$43.03
Average:
$58.45

$42.88

$53.55

% of Benchmark Avg:

Reports To:
City Council
City Council
Council
Council
City Council
Mayor/Council
City Council
City Council
City Council
City Council
Mayor/Council
City Council
City Council
City Council

$53.55 City Council
92%

COLA
Adjust
Adjusted
Entry Date Factor
Range Min
3/15/2021
100.00%
$45.51
3/31/2021
100.00%
$50.76
8/11/2020
102.50%
$39.23
2/11/2021
100.00%
$50.05
3/29/2021
100.00%
$51.97
5/4/2021
100.00%
$44.88
4/16/2021
100.00%
$53.42
5/7/2021
100.00%
$50.14
4/14/2021
100.00%
$41.36
6/27/2019
105.00%
$39.59
12/7/2020
102.50%
$41.00
4/30/2021
100.00%
$45.63
5/21/2020
102.50%
$52.32
4/27/2021
100.00%
$62.12
5/5/2021
100.00%
$32.13
Average Hourly Range**:
$46.67
Average Annual Range: $97,074
4/21/2021 100.00%
Current Pay Range*!
Annual Range:

$42.88

Adjusted Pay
Range
Range
Max
Spread
$63.44
39%
$63.25
25%
$57.71
47%
$58.65
17%
$63.91
23%
$56.10
25%
$67.67
27%
$64.76
29%
$64.69
56%
$49.43
25%
$62.03
51%
$56.69
24%
$65.40
25%
$73.08
18%
$43.42
35%
$60.68
31%
$126,214

$53.55

92%
88%
$89,192 $111,389

*Data set includes 90% of the identified benchmark community information. We do not anticipate the final number will change much.
** The average pay range for benchmark communities is $46.67 - $60.68/hr.
*! The current pay range for the Watertown City Administrator meets 92% of the minimum and 88% of the maximum of its benchmark communities.

25%

Watertown City Administrator Search Timeline.
This timeline is tentative. The final timeline will be approved at the June 8th Council Meeting. Dates highlighted
in yellow require Council participation.
ITEM

Decision by City Council to
proceed
Information gathering

Professional position profile
Approve position profile
Candidate recruitment

Screening of applicants
Personality Index
Video interview

TASK

COMPLETION DATE

May 11, 2021
▪ Gather all pertinent background information
▪ Gather salary information and review job description
▪ Meet with staff, stakeholders, and each member of the City
Council
Develop position profile and advertisement
City Council approves profile, job description, salary range, and
hiring process
▪ Post position immediately upon approval of profile
▪ Comprehensively advertise
▪ Email and phone calls to prospective candidates
DDA will review and rank applicants based on job related
criteria and select semifinalists
DDA will administer a work-related personality index to all
semifinalists
Each semifinalist will complete a video interview

May 24, 2021

June 1, 2021
June 8, 2021
June 9, 2021July 7, 2021
July 8, 2021
July 18, 2021
July 18, 2021

Selection of finalists

▪ City Council selects finalists for interviews
▪ DDA will notify candidates not selected as finalists

Background check of all
finalists

Decision

Includes:
▪ Criminal background: county, state, national
▪ Sex offender registry
▪ Social Security number verification
▪ Employment and education verification
▪ Credit check
DDA will conduct reference checks with current and former
employers on all finalists
DDA will administer an intellect profile measuring verbal
reasoning, mathematical and logical reasoning, and overall
mental aptitude.
DDA will provide the Council information including:
▪ Summary of references
▪ Results of background checks
▪ Personality index reports
▪ Video interview
▪ Resumes, etc.
DDA will prepare all interview materials and be present at all
interviews and other functions. It is recommended that Council
interviews be at a special meeting
City Council will select candidate for offer

Offer and agreement

DDA will negotiate agreement with selected candidate

August 20, 2021

Projected start date

New Administrator begins

September 2021

Follow up

DDA will follow up periodically with the new Administrator

September 2022

Reference check on all
finalists
Intellect profile

Finalist packet

Interviews

July 27, 2021
Special Meeting

August 10, 2021

August 10, 2021
August 10, 2021

August 11, 2021

August 18, 2021
August 18, 2021

