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1. Open Meeting
2. Update on 2022 Budget
Documents:
2 2022 BUDGET UPDATE.PDF
3. Compensation Study Discussion
Documents:
3 COMP STUDY MEMO.PDF
4. Kohler Road Task Force Update
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6. Other Staff Items
7. Future City Council Requests
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8. Adjourn
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Tim Sandvik
Assistant City Administrator

The City of Vadnais Heights
800 East County Road E
Vadnais Heights, MN 55127

651.204.6013 Phone (direct)
Tim.Sandvik@cityvadnaisheights.com

Memorandum:
TO:

Mayor Gunderson and City Council Members

FROM:

Tim Sandvik, Assistant City Administrator

DATE:

September 7, 2021

SUBJECT:

Position, Classification, and Compensation Study Discussion

Background
At the May 18, 2021 City Council Workshop, staff presented options to perform a Job Class, Job
Description and Compensation Study. Staff included materials from four different firms as each
organization addresses this process a bit differently. On June 1, 2021, Council ultimately authorized staff
to execute a contract for services with Abdo, Eick, & Meyers, LLP. Immediately following the June 1
meeting, staff began working with the consultant.
From a high level, this study considered Job Descriptions, Job Classifications and Compensation. As this
is a process the City has not gone through in several years, it was helpful to consider three, high-level
considerations: Compliance in the MN Pay Equity Program, promote retention of current staff, and help
the City attract talent as future positions become available. As was discussed at the May 18, 2021 City
Council Workshop, staff is not advocating that compensation exceeds our comparable organizations;
rather, staff advocates that we remain in compliance and competitive with our counterparts.
The Human Resource Officer led this project from staff-perspective, but there was participation from
Department Heads at various stages, and all staff were able to contribute to the re-writing of job
descriptions. After descriptions were updated, the consultants ‘scored’ each position, and then performed a
market study.
At the September 7, 2021, representatives from Abdo, Eick, & Meyers, LLP will present findings from the
study. Staff will also be available to help facilitate discussion around the findings at a high level while
providing nuance for specific questions, comments, and concerns.
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September 7, 2021

City of Vadnais Heights
800 East County Road E
Vadnais Heights, MN 55127
Executive Summary
Our firm was contracted by the City of Vadnais Heights to provide a complete position classification and compensation study for the
2022 budget year. The City has never conducted a formal independent position classification and compensation study and has
experienced significant turnover with approximately 41% of employees hired within the last two years, organizational changes, and
changing position responsibilities. This independent study was viewed by leadership as an opportunity for Vadnais Heights to
accomplish a variety of important strategic priorities, including job description updates and review, an analysis of the current municipal
compensation markets, a review of current and potential Minnesota Pay Equity compliance requirements, and an evaluation of current
length of service and/or performance based step increase award policies.
As part of our study, AEMWS worked closely with the City to draft updated position descriptions provided for each current and
proposed future position and, as part of the job description analysis, we have provided a Fair Labor Standards Act (FLSA) review
checklist to support the overtime exemption election for all applicable existing positions. The updated Job Descriptions are included
as Appendix A of this report. FLSA testing checklists were provided to the City separate from this report.
To achieve the objectives set forth in our project scope of work, we completed a scoring exercise using a model similar to the State of
Minnesota Hay Study. Using this model, each position was given a score in the following categories; know-how, problem solving,
accountability and special conditions. These categories are intended to measure and rank the level of knowledge, skills, and impact
on City operations for each position.
To complete the evaluation and scoring of Vadnais Heights positions, we reviewed the organizational structure, job descriptions and
requested additional information and clarification from City leadership, as needed. Upon completing the scoring of positions to
determine pay equity, our firm also completed a market wage analysis to compare the City’s current wage scale, by position, to the
overall public employee wage market in Minnesota.
The market analysis consisted of analyzing salary data from comparable local governments in Minnesota by reviewing municipal salary
data published by the League of Minnesota Cities (LMC) through their 2021 annual salary survey and by directly soliciting wage data
from several municipalities that did not participate in the LMC survey.
The results of both the classification (position scoring) and compensation analysis follow.
Methodology
Historically, the City has relied upon an internally developed step and grade compensation model for each position and has performed
its own informal compensation analysis on a regular basis to remain competitive. While some positions may have been paid higher
or lower than the predicted pay scale, the City has maintained consistent compliance with the Minnesota Pay Equity Act, submitting
its most recent reporting in 2020. The City will be required to submit their next Pay Equity Report in 2023.
In recent years, the City has experienced employee turnover, changing position responsibilities, and organizational changes which
have impacted both the job duties and wage demands for many positions. In light of these organizational changes the City of Vadnais
Heights determined that an formal, independent, system-wide position reclassification and market wage analysis was necessary to
assist executive leadership in establishing a new, logical and justifiable employee wage and salary framework to build upon in the
future.
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Scoring Analysis
This section reflects the review and analysis of all Vadnais Heights job descriptions. To complete this task AEM Workforce Solutions,
LLC used updated job description information for current positions, based on direction from the City. Our firm reviewed the changes
and solicited necessary feedback from City representatives to gain the insight needed to score the various positions. The positions
were scored using a plan adapted from the Hay method. The model assigned each position a score in the following categories (adapted
from the State of Minnesota 2009 Hay Manual): Know-How, Problem Solving, Accountability, and Special Conditions.
Know-How represents the knowledge, skills and abilities (KSAs) an employee needs to be successful in a particular job. The Hay
evaluation method places the greatest emphasis on Know-How. Know-How is defined as an expert skill, information or body of
knowledge that imparts an ability to cause a desired result. The Know-How category is the most heavily weighted category. If a
position is more easily learned, the position will point toward the lower end of the scale.
Know-How category is further divided into three parts: Depth and Breadth of Job-Specific Knowledge (aka Technical and
Specialized Know-How and Job-Specific Knowledge); Integrating Know-How (aka Managerial Breadth or Know-How); and Human
Relation Skills (aka Human Relations Know-How). A number is assigned for total Know-How points by making several separate
choices for each of the three elements described and an overall assessment.
Job-Specific Knowledge includes the position’s requirements for knowledge and skills related to practices, procedures,
specialized techniques and professional disciplines. It also includes basic and job-specific supervisory and managerial
knowledge, skills, and abilities (KSAs), when appropriate. This aspect of Know-How does not make distinctions among
differently sized managerial jobs nor does it include human relation skills. It is important to remember that this element
measures the requirements of the position, not the qualifications of an incumbent.
Integrating Know-How considers the need to integrate and manage progressively more diverse functions and is used to rank
managerial breadth and scope, from similar to very different functions. When required, basic and job-specific supervisory
and managerial knowledge, skills and abilities are included in the Job-Specific part of a Know-How rating. The overall size of
an organization directly influences the number of managerial breath categories, because the organizational size often reflects
requirements for increased managerial complexity and diversity.
Human Relation Skills is the third element of a job’s Know-How rating. It is the active, practicing interpersonal skills typically
required for productive working relationships to work with, or through, others inside and/or outside of the organization to
get work accomplished. It assumes that each job requires a foundation of basic human relations skills. To be effective, an
employee must typically be proficient at the highest level of Human Relations Skill regularly required for the position.
Problem Solving is the process of working through details of a problem to reach a solution. Problem solving may include
mathematical or systematic operations and can be a gauge of an individual’s critical thinking skills. Problem Solving measures the
intensity of the mental process that uses Know-How to: (1) identify, (2) define, and (3) resolve problems. It is a percentage of
Know-How, reflecting the fact that “you think with what you know.” This is true of even the most creative work. Ideas are put
together from something already there. The raw material of any thinking is knowledge of facts, principles and means.
Context includes the influences or environment that limit or guide decision-making such as rules, instructions, procedures,
standards, policies, principles from fields of science and academic disciplines. Positions are guided by organizational,
departmental or functional goals, policies, objectives and practices circumscribed by procedures and instructions. In general,
policies describe the “what” of a subject matter, procedures detail the steps needed to follow through on a policy (i.e., how,
where, when, by whom) and instructions outline the specific aspects of how to perform the tasks, such as the operation of a
machine or how to select the appropriate letters to use in particular situations.
Thinking Challenge includes the nature of the problems encountered and the mental processes used to resolve the problems.
The scale ranges from simple problems to very complex issues, with the premise that simple issues recur regularly in the same
form and after a while are resolved by rote or instinct, but very difficult issues require substantial thinking and deliberation.
The types of situations encountered and the processes involved in identifying, defining or resolving related problems are
considered. Thinking Challenge reflects the degree of difficulty in finding improvements and adapting to changes.
Accountability does not mean being responsible for getting one’s own work done. Rather, it reflects responsibility for actions and
their consequences and the measured effect of the job on end results for the organization. Accountability includes three factors:
Freedom to Act/Empowerment, Magnitude, and Job Impact.
3

3
Freedom to Act/Empowerment involves the degree of personal or procedural control or guidance exercised over the
position. For example, what constraints are put on an employee in this job? How closely supervised is the position? What
kinds of decisions are made higher up in the organization?
Magnitude is the portion of the total organization encompassed by the position’s primary purpose. It’s most typically
indicated by the general dollar size of the area(s) most directly affected by the job, i.e., the resources over which the position
has control or influence. A variety of factors are considered such as size of budget is employee responsible for, what degree
of influence is held and is this person a decision maker.
Job Impact is considered to be indirect (indirect or contributory) or direct and measurable (shared or primary). It involves the
way in which the position’s actions affect end results in the agency. For example, how does the employee influence the
business - directly or indirectly? Does the employee provide advisory or interpretive services for others to use in making
decisions? Is the job an information-recording one? Does it provide a necessary service with a relatively small effect on the
business of the agency? “Contributory” and “primary” are, by far, the most frequently used options.”
Special Conditions consider the physical effort, environmental conditions, hazard exposure, and sensory attention demands that
an employee is commonly subject to in the position. For example, two positions may be assigned identical points in all other
areas but the position that is regularly required to work in extreme outdoor conditions (i.e. heat or extreme cold) would receive
additional points for these factors.
The work associated with this scoring represents the primary work conducted for this assignment, which is to review positions and
functions and provide a consistent measurement and "scoring" of functions and responsibilities within the municipality.
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Findings and Recommendations
Position Points
Table 1 represents the total score assigned to each position based on the Methodology discussed.
Table 1: Position Classification and Point Assignment
Position Title

Proposed Score

Administrative Asst II - A

124

Administrative Asst II - B

124

Administrative Asst II - Community Development

124

Administrative Asst II - Fire

124

Public Service Worker I

148

Accounting Tech II

184

Public Service Worker II

189

Deputy Clerk

193

Public Service Worker III - Mechanic

226

Public Service Worker III - Parks

243

Public Service Worker III - Utilities

247

Fire Technician - Administration

249

Fire Technician - Maintenance

249

Fire Technician - Training Officer

249

Recreation Supervisor

251

Building Official

264

Assistant Fire Chief

276

Public Service/Parks Superintendent

291

Assistant City Adminstrator

406

Planning/Comm Dev Director

406

Director of Public Works

456

Fire Chief

464

Finance Director

506

City Administrator

632

Market Analysis
This section documents a sample of the wages offered to the employees of comparable local governmental units in Minnesota.
The comparable government entities identified for this study were communities of comparable size, complexity, geographic location,
and proximity to the metro area.
The City of Vadnais Heights is within 15 miles of both St. Paul and Minneapolis and in close proximity to metro cities with populations
of over 20,000, including Brooklyn Center, New Brighton, and Roseville. As a result, the City is likely competing for talented employees
with these larger northern metro communities. The City should consider a competitive compensation scale to attract and retain
qualified employees that have the knowledge, skills and abilities to provide service levels expected within the community, particularly
considering the current labor market. These factors, coupled with the demand of specific technical and multi-faceted positions within
the City, have resulted in the recommendations provided in this survey.
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The wages of the comparable positions for the municipalities listed in Table 2 were compared with those at the City of Vadnais
Heights. It should be noted that the governments listed do not always have the exact type or number of positions as Vadnais Heights
and, in these cases, assumptions about duties and levels of responsibilities were made based on job titles and supervisory reporting
information and were used to identify comparable positions.
Table 2 - Market Survey
The Market Survey lists government agencies that were included in standard demographics for at least one existing position in the
market analysis.

Arden Hills
Columbia Heights
East Bethel
Farmington
Forest Lake
Hopkins
Hugo
Little Canada
Mahtomedi
Mendota Heights

Mound
Mounds View
New Brighton
Oak Grove
Rogers
St. Anthony Village
Stillwater
Waconia
West St. Paul
White Bear Lake
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The market analysis has been adjusted to reflect comparable 2021 wages for the local governments analyzed. Results, by individual
position, of the market wage study is reflected in Table 3.
Table 3 – 2021 Market Analysis

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

26.56
23.90
24.56
23.85
24.13
44.98
37.04
38.08
59.01
25.41
48.88
49.23
47.92
27.55
25.76
25.76
46.89
25.39
24.44
28.40
27.60
32.43
41.99
27.86

$ 55,236.80
$ 49,714.31
$ 51,079.60
$ 49,612.62
$ 50,199.31
$ 93,563.60
$ 77,039.04
$ 79,215.40
$ 122,736.83
$ 52,852.80
$ 101,670.11
$ 102,399.39
$ 99,669.82
$ 57,307.20
$ 53,586.00
$ 53,586.00
$ 97,530.00
$ 52,815.36
$ 50,826.29
$ 59,063.94
$ 57,408.00
$ 67,446.08
$ 87,335.78
$ 57,949.83

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

1.05
0.68
0.02
0.73
0.45
0.29
2.86
(0.58)
(1.45)
0.63
4.67
(1.00)
0.31
3.50
5.29
5.29
(1.62)
(4.97)
1.72
0.85
1.65
(3.18)
(4.49)
3.19

4%
3%
0%
3%
2%
1%
7%
-2%
-3%
2%
9%
-2%
1%
11%
17%
17%
-4%
-24%
7%
3%
6%
-11%
-12%
10%

AVERAGE

$

0.66

2%

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

33.50
30.91
31.14
30.21
30.62
55.93
46.81
48.56
73.94
32.98
61.71
62.43
61.16
36.46
34.73
34.73
59.63
31.29
31.99
33.84
35.25
35.09
53.08
35.19

$ 69,690.04
$ 64,290.49
$ 64,779.00
$ 62,834.49
$ 63,683.66
$ 116,339.60
$ 97,360.64
$ 101,009.00
$ 153,801.22
$ 68,598.40
$ 128,351.87
$ 129,856.42
$ 127,203.33
$ 75,829.76
$ 72,233.20
$ 72,233.20
$ 124,040.63
$ 65,076.96
$ 66,548.11
$ 70,390.34
$ 73,320.00
$ 72,987.20
$ 110,409.93
$ 73,202.29

%

City Over / (Under)
Current Market
Maximum

Market Max Salary
(2021 Rates)

%

Market Min Salary
(2021 Rates)

Position Title
Accounting Tech II
Administrative Asst II - A
Administrative Asst II - B
Administrative Asst II - Community Development
Administrative Asst II - Fire
Assistant City Adminstrator
Assistant Fire Chief
Building Official
City Administrator
Deputy Clerk
Director of Public Works
Finance Director
Fire Chief
Fire Technician - Administration
Fire Technician - Maintenance
Fire Technician - Training Officer
Planning/Comm Dev Director
Public Service Worker I
Public Service Worker II
Public Service Worker III - Mechanic
Public Service Worker III - Parks
Public Service Worker III - Utilities
Public Service/Parks Superintendent
Recreation Supervisor

City Over / (Under)
Current Market
Minimum

2021 Market Analysis - Combined Sources

$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$
$

(0.36)
(1.42)
(1.65)
(0.72)
(1.13)
(1.61)
1.08
(3.58)
(4.86)
(1.72)
2.56
(4.56)
(3.29)
0.77
2.50
2.50
(5.31)
(6.93)
(0.75)
1.09
(0.32)
(0.16)
(8.10)
2.04

-1%
-5%
-6%
-2%
-4%
-3%
2%
-8%
-7%
-6%
4%
-8%
-6%
2%
7%
7%
-10%
-28%
-2%
3%
-1%
0%
-18%
5%

$

(1.41)

-4%

Key market wage analysis considerations and findings include:













All market and City of Vadnais Heights wage data is based on 2021 compensation scales.
A negative average market variance indicates that the current City of Vadnais Heights wages fall BELOW the market
A positive average market variance indicates that the current City of Vadnais Heights wages fall ABOVE the market
Current pay range MINIMUMS for each position were, on average, 2% above the market minimum pay for similar positions.
It is important to note, however, that this is an average and individual positions vary.
Current pay range MAXIMUMS for each position were, on average, 4% below the market minimum pay for similar positions.
It is important to note, however, that this is an average and individual positions vary. In addition, in cases where Cities are
awarding step increases primarily based on length of service, this lower than average maximum pay can create challenges
related to retention of experienced employees.
The significant market variances for many positions typically indicates that either the position wage range is well above or
below the market or that the position within Vadnais Heights is not comparable, in regard to duties, experience requirements,
and responsibilities, to other positions with similar titles in comparable cities.
The City has included a new Public Service Worker III – Parks position. This position has been scored and a job description
has been finalized.
Overall, a reevaluation of the existing position classification and wage scale will assist in realigning all positions in relation to
the City’s internal organizational structure and to the market. Doing so will, presumably have a positive impact on future
employee recruitment and current employee satisfaction and retention.
The League of Minnesota Cities Survey and other Market Survey results are reflective of 2021 wage data. It is important to
consider that many cities approve annual Cost of Living Adjustments (COLA) and will plan to do so for a January 1, 2022,
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effective date. As a result, it should be noted that, should the City not elect to apply a 2022 COLA adjustment to their current
compensation model or implement the proposed compensation scale updates, current market variances, as reflected in the
following table, may continue to grow.
Many of our clients are budgeting 2022 cost of living adjustments between 2.0% – 3.0%.

Compensation Plan
During initial discussions with City leadership, it was clear that the following key strategic goals and assumptions applied:





The City of Vadnais Heights is motivated to attract and retain qualified talent to facilitate successful City operations and
leadership. In order to do this effectively, both in the past and looking ahead, the City has positioned itself competitively
related to wages, preferring to offer the market averages.
The City wishes to develop a more formalized pay structure across the entire organization that will be both compliant with
Minnesota Pay Equity requirements and offer competitive pay for all positions.
It is important to remember that, while Public Works employees represented by Local 49 Union were included in the market
study and considered during development of the proposed step and grade compensation structure, union employee wages
must be negotiated independently. Adoption of the recommended compensation model would not include these employees
unless otherwise agreed upon.

The proposed compensation model reflects the following structural components:









Step and grade model utilizes a total of 9 steps, including the start step, to achieve maximum compensation within a total
of 21 grade levels.
All 9 steps are intended to be used as the standard compensation scale, to be awarded using the City’s current step award
process, primarily length of service and acceptable performance.
The minimum pay level for the proposed compensation scale is, on average, 2.70% above market minimum pay averages for
each position. The intent of this higher than market starting step is to ensure that the City can effectively recruit for key
positions while still ensuring that employees are able to reach the market maximum pay within 9 steps/years.
The maximum pay level for the proposed compensation scale is, on average, 2.00% above market minimum pay averages for
each position.
The proposed scale includes an 8.40% adjustment between grades.
The Standard Scale reflects a 3.00% adjustment between steps.
The range within each Standard Scale grade (Step 1 through Step 9) is 26.67%.
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Table 4 - Step and Grade Scale – Proposed 2021 Compensation Model
Points
Grade
0
60 1
$

1
13.80

$

2
14.21

$

3
14.64

$

Standard Steps
4
5
15.08 $
15.53

$

6
16.00

7
16.48

$

8
16.97

$

9
17.48

$

61

72

2

14.96

15.41

15.87

16.35

16.84

17.35

17.87

18.41

18.96

73

80

3

16.22

16.71

17.21

17.73

18.26

18.81

19.37

19.95

20.55

81

89

4

17.58

18.11

18.65

19.21

19.79

20.38

20.99

21.62

22.27

90

99

5

19.06

19.63

20.22

20.83

21.45

22.09

22.75

23.43

24.13

100

110

6

20.66

21.28

21.92

22.58

23.26

23.96

24.68

25.42

26.18

111

120

7

22.40

23.07

23.76

24.47

25.20

25.96

26.74

27.54

28.37

121

152

8

24.28

25.01

25.76

26.53

27.33

28.15

28.99

29.86

30.76

153

197

9

26.32

27.11

27.92

28.76

29.62

30.51

31.43

32.37

33.34

198

252

10

28.53

29.39

30.27

31.18

32.12

33.08

34.07

35.09

36.14

253

255

11

30.93

31.86

32.82

33.80

34.81

35.85

36.93

38.04

39.18

256

259

12

33.53

34.54

35.58

36.65

37.75

38.88

40.05

41.25

42.49

260

262

13

36.35

37.44

38.56

39.72

40.91

42.14

43.40

44.70

46.04

263

284

14

39.40

40.58

41.80

43.05

44.34

45.67

47.04

48.45

49.90

285

342

15

42.71

43.99

45.31

46.67

48.07

49.51

51.00

52.53

54.11

343

412

16

46.30

47.69

49.12

50.59

52.11

53.67

55.28

56.94

58.65

413

508

17

50.19

51.70

53.25

54.85

56.50

58.20

59.95

61.75

63.60

509

560

18

54.41

56.04

57.72

59.45

61.23

63.07

64.96

66.91

68.92

561

645

19

58.98

60.75

62.57

64.45

66.38

68.37

70.42

72.53

74.71

646

743

20

63.93

65.85

67.83

69.86

71.96

74.12

76.34

78.63

80.99

744

818

21

69.30

71.38

73.52

75.73

78.00

80.34

82.75

85.23

86.98

Conclusion
Table 5 – Position Point & Grade Assignment with Minimum, Midpoint and Standard Maximum

Position
Administrative Asst II - A
Administrative Asst II - B
Administrative Asst II - Community Development
Administrative Asst II - Fire
Accounting Tech II
Deputy Clerk
Fire Technician - Administration
Fire Technician - Maintenance
Fire Technician - Training Officer
Recreation Supervisor
Building Official
Assistant Fire Chief
Public Service/Parks Superintendent
Planning/Comm Dev Director
Assistant City Adminstrator
Director of Public Works
Fire Chief
Finance Director
City Administrator

Positions Represented by Local 49
Public Service Worker I
Public Service Worker II
Public Service Worker III - Mechanic
Public Service Worker III - Parks
Public Service Worker III - Utilities

Department
Administration
Administration
Community Development
Fire
Finance
Administration
Fire
Fire
Fire
Parks & Recreation
Community Development
Fire
Public Service
Community Development
Administration
Public Service
Fire
Finance
Administration

Public Service
Public Service
Public Service
Public Service
Public Service

Points
124
124
124
124
184
193
249
249
249
251
264
276
291
406
406
456
464
506
632

New
Grade
8
8
8
8
9
9
10
10
10
10
14
14
15
16
16
17
17
17
19

148
189
226
243
247

Respective
Grade
8
9
10
10
10

Current Rate
$
28.67
$
28.67
$
24.58
$
28.67
$
30.38
$
31.26
$
33.09
$
31.05
$
31.05
$
34.13
$
39.97
$
39.90
$
44.98
$
54.32
$
49.79
$
62.47
$
51.41
$
57.87
$
69.08

$
$
$
$
$

21.74
31.24
34.93
34.93

Standard
Min Step
1
$
24.28
$
24.28
$
24.28
$
24.28
$
26.32
$
26.32
$
28.53
$
28.53
$
28.53
$
28.53
$
39.40
$
39.40
$
42.71
$
46.30
$
46.30
$
50.19
$
50.19
$
50.19
$
58.98

Standard
Midpoint
5
$
27.33
$
27.33
$
27.33
$
27.33
$
29.62
$
29.62
$
32.12
$
32.12
$
32.12
$
32.12
$
44.34
$
44.34
$
48.07
$
52.11
$
52.11
$
56.50
$
56.50
$
56.50
$
66.38

Standard
Max Step
9
$
30.76
$
30.76
$
30.76
$
30.76
$
33.34
$
33.34
$
36.14
$
36.14
$
36.14
$
36.14
$
49.90
$
49.90
$
54.11
$
58.65
$
58.65
$
63.60
$
63.60
$
63.60
$
74.71

$
$
$
$
$

$
$
$
$
$

$
$
$
$
$

24.28
26.32
28.53
28.53
28.53

27.33
29.62
32.12
32.12
32.12

30.76
33.34
36.14
36.14
36.14
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When comparing the proposed step and grade scale to the current pay structure, the proposed scale incorporates 2 additional
standard steps and 21 standardized grade levels, compared to the existing scale which establishes a “grade”, or range, for each
position. The range between grades has gone from a variable percentage rate change to a standard 8.40% change. These changes
allow for increased consistency and provide additional incentive for employees who are promoted into new positions to have future
advancement opportunity within the standard scale. It also standardizes the scale to allow for future growth.
When comparing the proposed scale to market, the proposed scale is, on average, 2.70% above market averages on the minimum
salary, 2.00% above market averages for the maximum salary.
In light of our comprehensive study, our recommendation would be as follows:





Approve all updated job description drafts and proposed position scoring for each position; and
Adopt the proposed 2021 step and grade plan, without a COLA, effective December 31, 2021, moving each individual
employee to the next salary step, without a decrease in salary, and
Utilize the step and grade scale to calculate and apply 2022 and all future annual approved cost of living increases (COLA) for
all positions, effective each January 1st; and
Utilize the step and grade scale to calculate and consistently apply 2022 and all future performance and/or longevity based
increases (above cost of living amounts).

It should also be noted that, if there were ever an instance that an employee were awarded a wage above their appropriate grade
maximum step, the City should consider implementing a formal and documented longevity plan that meets the definition of
exceptional service pay to accommodate these types of pay scale exceptions.
Benefits
City officials recognize benefits and time away from work are also important tools in attraction and retention of quality employees.
A high-level assessment and comparison of benefit programs for comparable cities was completed. Analysis and findings of this
assessment can be found in Appendix B.
Pay Equity Compliance
The existing pay scale for the City of Vadnais Heights was tested in the Minnesota Pay Equity Compliance system and was found to be
in compliance. The reports generated from the test have been included in Appendix C of the report
The proposed scale has also been tested in the Minnesota Pay Equity Compliance system and was found to be in compliance. The
reports generated form the test have been included in Appendix D of the report. In addition, Appendix E includes a publication from
the State of Minnesota providing guidance on interpreting and understanding the Minnesota Pay Equity System.
Implementation
The next step in this process is to consider implementation of the Compensation System. Before moving to this step there are several
questions the Council will want to consider.






Should the City adopt a new step and grade plan, including updated job descriptions and position point assignments for all
existing positions?
What is the overall 2021 and 2022 cost of implementation, assuming employees would move to the step and grade program
and are placed at the step closest to, but not below, their current salary? See detailed implementation phases and costs
below.
Because the proposed compensation plan is based on 2021 wage data, will the City adopt the plan and apply a Cost of Living
Adjustment (COLA) effective January 1, 2022, to ensure that the wages remain in line with the market?
How should the City address potential future situations where individual employee longevity and/or performance warrants
exceptional service pay above the maximum wage for the relevant grade?

Phase 1:
If adopted, the proposed step and grade program, based on 2021 data, would place employees at the step that is closest to their
current salary, effective December 31, 2021, without a decrease in salary, and assumes that employees (if any) that are currently being
10
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compensated above the proposed wage scale would remain at their current rate of pay. Estimated costs of Phase 1 adoption are
listed below. It should be noted costs are annualized.
Phase 2:
If approved, the City will likely adopt a 2.50% COLA for the 2022 calendar year, effective January 1, 2022. This COLA would be applied
to the newly adopted step and grade program and all individuals would receive a 2.50% increase in pay. Cost of Living Adjustments
(COLAs) of 2.00% - 3.00% have historically been awarded by the City and should not be considered an “additional” expense related to
adoption of the proposed step and grade program. Estimated costs of Phase 2 adoption are listed below.
Phase 3:
If approved, the proposed step and grade program will make step increases available to some individuals/positions that had
already achieved the maximum step pay on the prior pay scale. These new step increases would be effective either on January 1,
2022, or the employee anniversary date, depending on the City's step award policy. Annual step increases have historically been
awarded based on acceptable performance and length of service. As such, only the portion of the step increase costs attributable
to the 2 additional steps (step 8 and step 9) and the 0.50% increase in step award should be considered “additional” costs. Estimated
costs of Phase 3 adoption are listed below.
Estimated Current 2021 Annual Payroll

$ 2,155,300.00

Phase 1: Total Annual Cost of 2021 Implementation (Annualized for 2022)

$

28,500.00

1.32%

Phase 2: Total Annual Cost of 2022 COLA (2.5%)

$

54,600.00

2.50%

Phase 3: Total Additional Annual Cost of 2022 Steps

$

35,900.00

1.60%

Closing
Should the City decide to move to the new step and grade plan, we recommend approval at a regular meeting of the City Council.
AEM Workforce Solutions, LLC would like to thank the City of Vadnais Heights for the opportunity to prepare and present this Position
Classification and Compensation Analysis. We would especially like to thank the leadership team for their assistance in providing the
necessary data to conduct the study.
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Appendix A
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DEPARTMENT:
ADMINISTRATION
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Deputy City Clerk
Non-exempt
Administration
Assistant City Administrator

Primary Objective of Position
The position is responsible for many administrative functions including but not limited to assisting in the
preparation, custody, reservation, and distribution of official City documents and records, providing administrative
support to the City Administrator and others, issuing licenses, and assisting in the election process.
Qualification Requirements

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
• Provide administrative support to the City Administrator and to other staff members and City Council.
• Answer inquires requiring an understanding of the application of policies, rules and regulations.
• Assist with the preparation, assembly of City Council agenda packets; coordinate with departmental
representatives to assure that agenda items are received by the appropriate deadline and in appropriate
format.
• Issue licenses and permits.
• Post, publish and distribute notices.
• Attend City Council meetings and provide an accurate transcript of the proceedings in accordance with
established policies and procedures.
• Update the City website.
• Process resolutions and ordinances approved at City Council meetings.
• Maintain the roster and membership status of the City Council and Commissions.
• Process administrative contracts/agreements for approval and signatures.
• Type, edit and proofread a variety of letters, reports, forms notices and other correspondence for
grammatical and procedural accuracy.
• Establish and maintain a filing system, both physically and electronically, to aid in the location and retrieval
of requested material.
• Conduct and/or participate in special projects that may include research, writing reports, and full
participation and open communication with other City staff during process.
• Assist in the administration of City Elections.
• Attend regularly scheduled work hours and outside regular hours as necessary.
• Perform other job-related duties as assigned.
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Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
• Associate Degree or Bachelor’s Degree in related field required.
• Minimum of three (3) years related experience required.
• Experience working in municipal City Clerk’s office desired.
Knowledge, Skills and Abilities
• Ability to work with a variety of people and the public.
• Ability to perform and organize work independently.
• Ability to multitask and prioritize various responsibilities.
• Ability to operate general office equipment.
• Ability to understand and follow both written and oral instructions.
• Ability to communicate effectively and professionally, orally and in written form.
• Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
• Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
• Must satisfactorily pass a criminal background examination.
• Must comply with organizational and departmental policies.
• Municipal City Clerk Certification is desired.
Physical Demands
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely require pushing, pulling,
climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, feeling, and repetitive motions;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature

Last Revised: July 2021

___________________
Date

3

CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

City Administrator
Exempt
Administration
City Council

Primary Objective of Position
The City Administrator is the chief administrative officer of the City and is responsible for the proper day to day
administration of all affairs of the City. The City Administrator provides management and direction to all
department personnel within the City.
Qualification Requirements

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
• Oversee and direct the operations of all departments and staff of the City.
• Oversee the formulation of City policies, goals and objectives in alignment with City Council goals. Stay
abreast of City needs and encourage input/ideas from all personnel.
• Provide a leadership style which promotes collaboration, innovation, and a spirit of teamwork that fosters
individual and organizational growth.
• Develop and issue administrative policies, rules, regulations, and procedures necessary to ensure the
proper management of all departments, and offices.
• Actively listen to and collaborate to consistently strengthen the quality and quantity of resources available
in the City of Vadnais Heights.
• Enforce all laws, ordinances, and resolutions of the City, and make recommendations for revisions or
additions as necessary.
• Supervise the preparation and implementation of the annual operating and capital budgets.
• Assume final authority relative to the recruitment, retention, transferring, disciplining, and termination of
all employees.
• Oversee the development of the annual City budget, monitor and advise the City Council concerning the
financial condition of the City.
• Supervise the city’s purchasing and procurement function.
• Develop City Council agendas and packets and attend and actively participate in City Council meetings.
• Maintain ordinances and official records.
• Prepare reports relating to municipal services, projects, and issues for submittal to the City Council.
• Represent the City in various capacities to the public and attend meetings of City Boards and Commissions.
• Attend regularly scheduled work hours and outside regular hours as necessary.
• Perform other job-related duties as assigned.
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Supervision of Others
This position directly supervises the directors of each department within the City and indirectly supervises all other
department personnel.
Education and/or Experience
• Bachelor’s degree in Business or Public Administration or related field is required.
• Master’s degree in Business or Public Administration or related field is desired.
• Minimum of seven (7) years of municipal experience in high level position or equivalent related experience
is required.
Knowledge, Skills and Abilities
• Knowledge of the principles of public administration.
• Knowledge of municipal organization and procedures.
• Knowledge of municipal finance practices.
• Knowledge of the laws, rules, and regulations governing the operation of municipal government.
• Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
• Ability to manage all affairs of the City and coordinate the work of all City personnel.
• Ability to delegate authority and responsibility.
• Ability to secure the confidence of all City personnel and the public.
• Ability to establish and maintain effective working relationships with the community, City Council,
subordinate employees, and public officials from other jurisdictions.
• Ability to cooperate with a wide range of individuals.
• Ability to maintain confidentiality as needed.
• Ability to effectively communicate and cooperate with citizens and citizen groups.
Conditions of Employment
• Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
• Must satisfactorily pass a criminal background examination.
• Must comply with organizational and departmental policies.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, repetitive motions, and reaching with hands and arms; work may rarely require pushing, pulling,
lifting, carrying climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and feeling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office) and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
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I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Assistant City Administrator
Exempt
Administration
City Administrator

Primary Objective of Position
This position is responsible for directing the Human Resources, Communications, Recreation and front office
functions. This position is also responsible for managing the election process along with completing specialized
duties and projects assigned by the City Administrator. This position acts as Acting City Administrator is his/her
absence.
Qualification Requirements

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
• Oversee and direct the operations of all departments assigned ensuring legal compliance and the highest
level of service.
• Serve as an integral and participating member of the City’s leadership team.
• Work with City Administrator and serve as trusted resource to set the strategic direction for the City.
• Manage human resource functions including compensation, benefits, recruitments, retention, training,
bargaining, regulatory compliance and personnel policies.
• Provide a leadership style which promotes collaboration, innovation, and a spirit of teamwork that fosters
individual and organizational growth.
• Manage the Vadnais Heights Commons facility.
• Manage City communication activities including City newsletter, quarterly utility bulletin, News and Views
newspaper column, cable TV, City’s website, and social networks.
• Provide leadership and supervision to all staff involved in recreation operations.
• Oversee and monitor building maintenance at City Hall.
• Prepare annual budgets and ensure budget compliance for assigned departments.
• Manage City contracts, including negotiation of collective bargaining agreements.
• Create training opportunities to enhance professional and leadership development competency.
• Serve as City’s data compliance official.
• Oversee and administer elections.
• Attend regularly scheduled work hours and outside regular hours as necessary.
• Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises the staff of each department assigned and indirectly supervises all other
department personnel.
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Education and/or Experience
• Bachelor’s degree in Business or Public Administration or related field is required.
• Master’s degree in Business or Public Administration or related field is desired.
• Minimum of three (3) years of municipal experience in high level position or equivalent related experience
is required.
Knowledge, Skills and Abilities
• Knowledge of the principles of public administration.
• Knowledge of municipal organization and procedures.
• Knowledge of election laws.
• Knowledge of the laws, rules, and regulations governing the operation of municipal government.
• Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
• Ability to manage and coordinate the work of City personnel.
• Ability to delegate authority and responsibility.
• Ability to secure the confidence of City personnel and the public.
• Ability to establish and maintain effective working relationships with the community, City Council, and
subordinate employees.
• Ability to cooperate with a wide range of individuals.
• Ability to maintain confidentiality as needed.
• Ability to effectively communicate with employees and members of the public.
Conditions of Employment
• Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
• Must satisfactorily pass a criminal background examination.
• Must comply with organizational and departmental policies.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, repetitive motions, and reaching with hands and arms; work may rarely require pushing, pulling,
lifting, carrying climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and feeling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office) and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
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____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Administrative Assistant II (B)
Non-exempt
Administration
Assistant City Administrator

Primary Objective of Position
The position performs intermediate skilled clerical work and customer service functions in an office environment.
Qualification Requirements

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
• Greet customers, answer telephone, provide information, take and dispatch massages.
• Receive and receipts utility and other payments.
• Prepare bank deposits.
• Maintain and update the City website and social media accounts.
• Process City licenses and maintain databases.
• Maintain developer/applicant payment books and prepare monthly invoices.
• Maintain inventory and orders office supplies.
• Receipt and prepare paver certificates.
• Process program registrations when required.
• Type general correspondence, memoranda, reports, schedules, graphs, charts and other materials from
rough draft, copy, marginal notes or verbal instruction.
• Assist with copying, assembling and mailing various packets and agenda.
• Review data for accuracy, completeness and conformance to established standards and procedures.
• Maintain files and records and generate reports.
• Assist with special projects as assigned.
• Attend regularly scheduled work hours and outside regular hours as necessary.
• Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
• High School diploma or GED is required.
• Minimum of two (2) years related experience required.
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Knowledge, Skills and Abilities
• Ability to work with a variety of people and the public.
• Ability to perform and organize work independently.
• Ability to multitask and prioritize various responsibilities.
• Ability to operate general office equipment.
• Ability to understand and follow both written and oral instructions.
• Ability to communicate effectively and professionally, orally and in written form.
• Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
• Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
• Must satisfactorily pass a criminal background examination.
• Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely require pushing, pulling,
climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, feeling, and repetitive motions;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Administrative Assistant II (A)
Non-exempt
Administration
Assistant City Administrator

Primary Objective of Position
The position performs intermediate skilled clerical work and customer service functions in an office environment.
Qualification Requirements

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
• Greet customers, answer telephones, provide information, take and dispatch massages.
• Process recreation registrations, answer questions regarding recreation programs, conformations, etc.
• Assist with copying, assembling and mailing various packets and agendas.
• Review data for accuracy, completeness and conformance to established standards and procedures.
• Receipt payments and prepare bank deposit.
• Maintain schedule for use of public meeting room and conference rooms.
• Process and distribute meeting minutes and maintain records.
• Issue animal licenses and update database.
• Mail job application forms and maintain list of perspective candidates.
• Maintain bulletin board.
• Type general correspondence, memoranda, reports, schedules, graphs, charts and other materials from
rough draft, copy, marginal notes or verbal instruction.
• Collect and prepare data for records and reports.
• Maintain files and records and generates reports.
• Enter data into computer, prepare spreadsheets, and update database.
• Process outgoing and incoming mail.
• Assist with special projects as assigned.
• Attend regularly scheduled work hours and outside regular hours as necessary.
• Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
• High School diploma or GED is required.
• Minimum of two (2) years related experience required.
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Knowledge, Skills and Abilities
• Ability to work with a variety of people and the public.
• Ability to perform and organize work independently.
• Ability to multitask and prioritize various responsibilities.
• Ability to operate general office equipment.
• Ability to understand and follow both written and oral instructions.
• Ability to communicate effectively and professionally, orally and in written form.
• Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
• Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
• Must satisfactorily pass a criminal background examination.
• Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely require pushing, pulling,
climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, feeling, and repetitive motions;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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DEPARTMENT:
COMMUNITY DEVELOPMENT
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Administrative Assistant-Community Development
Non-exempt
Community Development
Community Development Director

Primary Objective of Position
The position performs intermediate skilled clerical work and customer service functions in an office environment.
This position is responsible for the preparation, issuance and maintenance of permits.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Greet and direct customers, answer questions, and provide support for permitting process.
 Receive, process and issue building, zoning, land use, construction and other permits.
 Maintain orderly permit records and files.
 Monitor and assure completeness of the submission and review of permit applications.
 Support maintenance of electronic permitting system.
 Schedule inspections, complete reports, work orders, and purchase orders.
 Serve as a resource of permitting rules, procedures, policies, precedents, and allowable activities.
 Compile and process data for office, City, and State agency reports.
 Record, distribute, and follow up on all incoming complaints.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High School diploma or GED is required.
 Minimum of two (2) years related experience required.
Knowledge, Skills and Abilities
 Knowledge of Microsoft applications.
 Ability to work with a variety of people and the public.
 Ability to perform and organize work independently.
 Ability to multitask and prioritize various responsibilities.
 Ability to operate general office equipment.
 Ability to understand and follow both written and oral instructions.
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Ability to communicate effectively and professionally, orally and in written form.
Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.

Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely require pushing, pulling,
climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, feeling, and repetitive motions;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Building Official
Non-Exempt
Community Development
Planning and Community Development Director

Primary Objective of Position
The Building Official is responsible for overseeing the administration and enforcement of State and local building
codes and related City ordinances.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Planning, coordinating and participating in building plan review and inspections; preparing and maintaining
appropriate records and files.
 Plan, coordinate, and participate in the building, mechanical and plumbing inspection activities with
responsibility for enforcing the laws, ordinances and codes relating to the construction and alteration of
buildings within the City.
 Examine and approve building, mechanical and plumbing construction plans and specifications.
 Perform zoning permit reviews and inspections.
 Issue building permits; train and review the work of inspectors in plan review (when applicable).
 Work with contractors to explain building code and compliance requirements.
 Investigate complaints of inspection activities and takes appropriate action.
 Work in a team environment with the Fire Department, City Engineer, Community Development Director,
and others to implement noted concerns in building/development plans.
 Prepare evidence and testifies in court on code violation cases.
 Prepare reports and correspondence on inspection and code compliance matters.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High School Diploma or GED is required.
 One year of formal training beyond high school required i.e. training in trades, Certified Building
Inspections etc. is required.
 Minimum of five (5) years of construction or equivalent related experience is required.
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Knowledge, Skills and Abilities
 Knowledge of the principles and practices of building, plumbing and mechanical codes and enforcement
practices.
 Knowledge of building, construction, engineering and structural engineering principles and practices.
 Ability to establish and maintain effective working relationships with residents, contractors, and fellow
employees.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, staff of other agencies,
and the general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
 Must possess a Minnesota Certified Building Official Certification.
 A Building Inspection Technology Certificate is desired.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires standing, walking, speaking or hearing, exerting little physical effort; work frequently
requires sitting, balancing, stooping, kneeling, crouching and grasping, and reaching with hands and arms; work
may rarely require pushing, pulling, lifting, carrying climbing, balancing, stooping, kneeling, grasping, crawling,
handling, and feeling; work has standard vision requirements; vocal communication is required for expressing or
exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken word
levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work both inside and outside of an office, and will occasionally be exposed to environmental
conditions such as working in the extreme heat, extreme cold, humidity, and in a noisy location.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Planning/Community Development Director
Exempt
Community Development
City Administrator

Primary Objective of Position
This position is responsible for directing Planning and Community Development related activities in the City. This
position also provides oversight of the Building inspections.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Plan, organize and direct the planning, zoning, community development, economic and redevelopment
efforts, and building code inspection programs.
 Serve as principal planner, zoning administrator, and community development director for the City.
 Review site plans and development plans for conformity to design criteria and Code requirements.
 Prepare and maintain the comprehensive plan for the development of the City and multi-year program
plans as directed by the City Administrator.
 Provide a leadership style which promotes collaboration, innovation, and a spirit of teamwork that fosters
individual and organizational growth.
 Provide regular staff assistance to the Planning Commission and City Council and occasional assistance to
the Economic Development Authority and Park, Recreation and Trails Commission.
 Update, prepare, and enforce ordinances to implement growth and development policies.
 Implement economic development, community development, and redevelopment initiatives of the City
Council.
 Make recommendations to officials of the municipality, County, Metropolitan Council, State and Federal
government in order to coordinate all phases of City planning and community development.
 Supervise and oversee the building code inspection function and staff.
 Meet and advises public and private bodies on new or contemplated plans, projects or programs.
 Prepare presentations, reports, and Development Agreements dealing with the planned development of the
community.
 Identify financial grant opportunities and assist in grant application preparation.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises department staff and acts as a resource for other city staff and residents.

Last Revised: July 2021

3

Education and/or Experience
 Bachelor’s degree in Urban Planning, Geography, Landscape Architect or related field is required.
 Minimum of five (5) years of experience with a municipal entity and three (3) years of administrative or
supervisory experience in related role; or an equivalent combination of education and experience sufficient
to successfully perform the essential duties of the job such as those listed above.
 Master’s degree in Urban Planning, Geography, Landscape Architect is desired.
Knowledge, Skills and Abilities
 Knowledge of advanced principles and practices of municipal planning and community development.
 Knowledge of planning related economics, municipal finance, and sociology.
 Knowledge of related landscape architecture and traffic engineering.
 Knowledge of the laws, rules, and regulations governing the operation of municipal government.
 Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
 Ability to delegate authority and responsibility.
 Ability to secure the confidence of City personnel and the public.
 Ability to communicate effectively and professionally orally and in writing.
 Ability to establish and maintain effective working relationships with the community, City Council, and
subordinate employees.
 Ability to maintain confidentiality as needed.
 Ability to effectively communicate with employees and members of the public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, repetitive motions, and reaching with hands and arms; work may rarely require pushing, pulling,
lifting, carrying climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and feeling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office) and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
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____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Accounting Technician II
Non-exempt
Finance
Finance Director

Primary Objective of Position
The position is responsible for performing intermediate and administrative accounting work reviewing and
analyzing accounting transactions; maintaining records of financial activity and ensuring compliance with legal
guidelines and generally accepted accounting principles.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Prepares bank reconciliations and similar periodic reports for management by reviewing, analyzing and
compiling financial information.
 Prepares accounts payable invoices for payment and maintains associated computerized records.
 Verifies accuracy of bank deposits and proper credits for investment interest and principal.
 Assists with internal audits.
 Assists with preparation of audit work papers and requests for information for the annual audit.
 Maintains computerized general ledger.
 Maintains general ledger, including cash and investments, journals and other financial control records by
classifying and recording transactions.
 Monitors internal controls, reconciles subsidiary ledgers and recommends corrective actions as necessary.
 Prepares accounting adjusting journal entries.
 Completes special reports requiring financial information.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 Two years of related education beyond high school is required.
 Minimum of two (2) years related experience or equivalent required.
 Associate Degree in Accounting or related field is desired.
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Knowledge, Skills and Abilities
 Knowledge of generally accepted accounting procedures.
 Knowledge of accounting/bookkeeping terminology, methods, procedures, and equipment.
 Ability to work with a variety of people and the public.
 Ability to perform and organize work independently.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, repetitive motions, exerting little physical effort; work
occasionally requires standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely
require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and
feeling; work has standard vision requirements; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Finance Director
Exempt
Finance
City Administrator

Primary Objective of Position
This position is responsible for directing the day to day financial activities of the City in addition to; long-term
planning, investments, budget development, annual reporting, policy development, risk management, debt
management, and information technology systems.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Plan, organize, and direct the activities of the Finance Department, including accounts receivable, accounts
payable, payroll, purchasing, revenue collections, customer service and billing.
 Oversee the preparation of the annual City budget, financial statements and all reports of the financial
condition of the City.
 Plan and structure the debt management activities of the City.
 Oversee and direct receipt and investment of City funds.
 Develop internal control and financial policies to minimize risk to the City.
 Provide a leadership style which promotes collaboration, innovation, and a spirit of teamwork that fosters
individual and organizational growth.
 Serve as liaison between the public and City on special complaints, requests, projects and suggestions as
assigned.
 Assist Community Foundation by providing accounting for public assistance.
 Oversee and coordinate information technology and communication systems and operations.
 Participate as a member of the City negotiating team in arranging financial aspects of development
agreements with developers and redevelopers.
 Directly communicate with legislators and other who are influential in establishing policy affecting City
funding sources and practices.
 Facilitate quarterly finance committee meetings.
 Coordinate special projects as assigned by the City Administrator.
 Represent the City Administrator and the Council at assigned meetings, conferences and functions.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises department staff and acts as a resource for other city staff and residents.
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Education and/or Experience
 Bachelor’s degree in Finance or related field is required.
 Minimum of seven (7) years of government experience in high level position or equivalent related
experience is required.
 Minimum of five (5) years of related management and/or supervisory experience is required.
 Master’s degree in Finance, Business or related field is desired.
Knowledge, Skills and Abilities
 Knowledge of the laws and administrative policies of public finance.
 Knowledge of generally accepted accounting principles.
 Knowledge of municipal best practices.
 Knowledge of the laws, rules, and regulations governing the operation of municipal government.
 Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
 Ability to delegate authority and responsibility.
 Ability to secure the confidence of City personnel and the public.
 Ability to communicate effectively and professionally orally and in writing.
 Ability to establish and maintain effective working relationships with the community, City Council, and
subordinate employees.
 Ability to maintain confidentiality as needed.
 Ability to effectively communicate with employees and members of the public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, repetitive motions, and reaching with hands and arms; work may rarely require pushing, pulling,
lifting, carrying climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and feeling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office) and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
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____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Administrative Assistant - Fire
Non-exempt
Fire
Fire Chief

Primary Objective of Position
The position performs intermediate skilled clerical work and customer service functions in an office environment.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Greet and direct customers, answer questions, and provide support for fire department operations.
 Update business rental records, schedule, and coordinate inspections and necessary paperwork.
 Maintain orderly training and department records and files.
 Maintain orderly network filing system.
 Compose letters, forms, and reports for Department FCOO program.
 Compile and process data for office, City, and State agency reports.
 Record, distribute, and follow up on all incoming complaints.
 Type general correspondence, memoranda, reports, schedules, graphs, charts and other materials from
rough draft, copy, marginal notes or verbal instruction.
 Enter data into computer, prepare spreadsheets, and update database.
 Process outgoing and incoming mail.
 Assist with special projects as assigned.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High School diploma or GED is required.
 Minimum of two (2) years related experience required.
Knowledge, Skills and Abilities
 Knowledge of Microsoft applications.
 Ability to work with a variety of people and the public.
 Ability to perform and organize work independently.
 Ability to multitask and prioritize various responsibilities.
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operate general office equipment.
understand and follow both written and oral instructions.
maintain confidentiality as needed.
communicate effectively and professionally, orally and in written form.
develop and maintain effective working relationships with City personnel, and the general public.

Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, lifting, carrying, and reaching with hands and arms; work may rarely require pushing, pulling,
climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, feeling, and repetitive motions;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Assistant Fire Chief
Exempt
Fire
Fire Chief

Primary Objective of Position
The Assistant Fire Chief is responsible for assisting in the planning, organizing, and directing of programs and
operations of the Fire Department including fire prevention, fire suppression, emergency medical service, Fire
Marshal, and Code Enforcement. This position serves as Assistant Emergency Management Director and Incident
Command during fire and medical emergencies when necessary and serves as the Fire Chief in his/her absence.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Assist with planning and management of personnel and operations associated with the Fire
Department including but not limited to fire suppression, fire prevention, training, apparatus,
equipment and facilities.
 Assist with supervising, and when necessary, performs the functions of Code Enforcement
including certificates of occupancy and rental inspections.
 Assist with managing the safety related plans for all businesses within the City and review fire
safety related plans for all new buildings for compliance with the Minnesota State Fire Code
and other applicable codes and ordinances.
 Perform the duties of the Assistant Emergency Management Director by assisting in planning
for all possible emergency situations, maintaining the City Emergency Plan and keeping the
plan current with all State and Federal guidelines.
 Assist with planning, coordinating, supervising, and evaluating Fire and Emergency Medical Service
operations.
 Assist with establishing policies and procedures for Fire and Emergency Medical Service practices in order
to implement directives from the City Council.
 Manage and conduct training and drills.
 Assist with keeping accurate and necessary records of attendance at and of training, emergency
responses, medical, safety, building, apparatus, equipment maintenance and improvements.
 Assist with preparing department operating and capital improvement budgets and approve and
monitor expenditures.
 Oversee inspections of commercial, industrial and institutional buildings, and multi-family
dwellings for life safety and fire hazards and general compliance with fire codes, and fire
detection/suppression equipment.
 Assist with investigations of all major fire incidents and all suspicious or undetermined causes
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of fire and other arson investigations.
Assist with overseeing public education in fire prevention, including presentations, and
demonstrations before community groups, schools and other organizations or institutions.
Assist with maintaining the City's emergency operations plan and makes recommendations to
ensure compliance with all State and Federal rules and regulations and City's safety needs.
Work with City staff, County Emergency Management Director and State of Minnesota
Emergency Management Officials to be prepared for all types of emergencies, including
homeland security issues.
Respond to fire/medical and other emergency incidents on an as needed basis.
Serve as the Fire Chief in his/her absence.
Attend regularly scheduled work hours and outside regular hours as necessary.
Perform other job-related duties as assigned.

Supervision of Others
This position directly supervises full and part time staff and acts as a resource for other city staff and residents.
Education and/or Experience
 Associate’s degree in Fire Science or related field and three (3) years fire service experience in related role;
or an equivalent combination of education and experience sufficient to successfully perform the essential
duties of the job such as those listed above.
 Experience in fire inspections, fire investigations, plan review and code enforcement is desired.
Knowledge, Skills and Abilities
 Knowledge of firefighting and emergency rescue techniques and practices.
 Knowledge of operation and routine maintenance of firefighting tools, equipment and apparatus.
 Knowledge of modern principles and techniques of fire prevention.
 Knowledge of statues and ordinances regarding fire suppression and prevention.
 Knowledge of current emergency management practices.
 Ability to work with a variety of people and the public.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must possess certifications for Firefighter I, Firefighter II, Hazardous Materials Technician, and Certified
Fire Inspector I.
 Must possess a National Registry Emergency Medical Technician certification.
 Residency within 10 minute response time to the City limits is required within six (6) months of hire date.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
 Certification for Fire Inspector II and Local Hazard Zone Management certification desired.
Physical Demands
Work regularly requires speaking or hearing, exerting medium physical effort; work frequently requires sitting,
standing, walking, lifting, carrying, and reaching with hands and arms handling, grasping and repetitive motions;
work may occasionally require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
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Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work outside of an office, and will frequently be exposed to environmental conditions such as
working in the extreme heat, extreme cold, humidity, and in a noisy location. This position may also be exposed to
occasional snow and rain storms, and various kinds of hazards. This position also requires the ability to work
weekends, holidays, and evenings on a regular basis.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Fire Chief
Exempt
Fire
City Administrator

Primary Objective of Position
The Fire Chief is responsible for planning, organizing, and directing of programs and operations of the Fire
Department including fire prevention, fire suppression, emergency medical service, Fire Marshal, and Code
Enforcement. This position serves as Emergency Management Director.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Plan, direct and manage personnel and operations associated with the Fire Department, including but not
limited to fire suppression, fire prevention, training, apparatus, equipment and facilities.
 Supervise, oversee and assist with functions of Code enforcement position including certificate of
occupancy and rental inspections.
 Manage safety related plans for all businesses and review fire safety related plans for all new buildings for
compliance with the International Fire Code and other State code and City ordinances.
 Oversee inspections of commercial, industrial and institutional buildings, and multi-family dwellings for life
safety and fire hazards and general compliance with fire codes, and fire detection/suppression equipment.
 Perform duties of Emergency Management Director by planning for possible emergency situations,
maintaining the City Emergency Plan and keeping the plan current with all State and Federal guidelines.
 Plan, coordinate, supervise, and evaluates Fire and E.M.S. operations.
 Provide a leadership style which promotes collaboration, innovation, and a spirit of teamwork that fosters
individual and organizational growth.
 Establish policies and procedures for Fire and E.M.S. practices in order to implement directives from the
City Council.
 Oversee all training and drills and ensure and employees remain current on training and best practices.
 Prepare department operating and capital improvement budgets and approve and monitor expenditures.
 Assist with investigations of all major fire incidents and all suspicious or undetermined causes of fire and
other arson investigations.
 Oversee public education in fire prevention, including presentations, and demonstrations before community
groups, schools and other organizations or institutions.
 Maintain the City's emergency operations plan and makes recommendations to ensure compliance with all
State and Federal rules and regulations and City's safety needs.
 Work with City staff, County Emergency Management Director and State of Minnesota Emergency
Management Officials to be prepared for all types of emergencies, including homeland security issues.
Last Revised: July 2021

3







Represent the City on public safety communication dispatch boards.
Attend City Council, commission, and county and state meetings.
Acts as Staff Liaison to Health and Public Safety Commission.
Respond to fire/medical and other emergency incidents on an as needed basis.
Attend regularly scheduled work hours and outside regular hours as necessary.
Perform other job-related duties as assigned.

Supervision of Others
This position directly and indirectly supervises full and part time staff and acts as a resource for other city staff and
residents.
Education and/or Experience
 Bachelor’s Degree in Fire Science or related field; seven (7) years fire service experience and five (5) years
of administrative or supervisory experience in related role; or an equivalent combination of education and
experience sufficient to successfully perform the essential duties of the job such as those listed above.
Knowledge, Skills and Abilities
 Knowledge of firefighting and emergency rescue techniques and practices.
 Knowledge of operation and routine maintenance of firefighting tools, equipment and apparatus.
 Knowledge of modern principles and techniques of fire prevention.
 Knowledge of statues and ordinances regarding fire suppression and prevention.
 Knowledge of current emergency management practices.
 Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
 Ability to work with a variety of people and the public.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must possess certifications for Firefighter I, Firefighter II, Hazardous Materials Technician, and Incident
Command Education.
 Must possess a National Registry Emergency Medical Technician certification.
 Residency within 10 minute response time to the City limits is required within six (6) months of hire date.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires speaking or hearing, exerting medium physical effort; work frequently requires sitting,
standing, walking, lifting, carrying, and reaching with hands and arms handling, grasping and repetitive motions;
work may occasionally require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work outside of an office, and will frequently be exposed to environmental conditions such as
working in the extreme heat, extreme cold, humidity, and in a noisy location. This position may also be exposed to
occasional snow and rain storms, and various kinds of hazards. This position also requires the ability to work
weekends, holidays, and evenings on a regular basis.
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Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature

Last Revised: July 2021

___________________
Date

3

CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Fire Technician – Administrative Officer
Non-exempt
Fire
Fire Chief

Primary Objective of Position
The position is responsible for fire suppression and emergency medical service response as well as fire prevention,
community outreach, plan review for new construction, fire investigation and fire code enforcement. This position
also serves as the administrative officer and assists in City code enforcement and the certificate of occupancy
program.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Assist in City code enforcement and certificate of occupancy program.
 Serve as Deputy Emergency Manager.
 Administer Aladtec, a computer program for staffing of duty crew shits.
 Assist in call tracking and record keeping using Image Trend software.
 Provide fire suppression activities, conduct rescues, respond to hazardous material incidents, and provide
emergency medical services.
 Investigate fires, false alarms, explosions, and hazardous material spills, to determine cause, origin and
heat source. Collaborate with other agencies as necessary.
 Perform fire inspections, conduct building inspections and enforcement of the fire code. Answer and
investigate complaints and reports of hazardous conditions and order corrections.
 Perform certificate of occupancy inspections on commercial and rental housing units.
 Review, plan and/or inspect commercial, industrial, institutional and other buildings and dwellings for life
safety, fire hazards and general compliance with fire prevention code, fire detection and suppression
equipment.
 Assist the City’s Code Enforcement Officer by answering citizen complaints and regularly inspecting
properties in the community for code compliance violations.
 Prepare and update fire preplan documents.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
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Education and/or Experience
 High school diploma or GED required.
 Minimum of two (2) years formal training beyond high school or three (3) years related experience is
required.
Knowledge, Skills and Abilities
 Knowledge of firefighting and emergency rescue techniques and practices.
 Knowledge of operation and routine maintenance of firefighting tools, equipment and apparatus.
 Knowledge of modern principles and techniques of fire prevention.
 Knowledge of statues and ordinances regarding fire suppression and prevention.
 Knowledge of current emergency management practices.
 Ability to work with a variety of people and the public.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must possess certifications for Firefighter I, Firefighter II, and Hazardous Materials Technician.
 Must possess a Certified Fire Inspector I or receive within six (6) months of employment.
 Must possess a National Registry Emergency Medical Technician certification.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires speaking or hearing, exerting medium physical effort; work frequently requires sitting,
standing, walking, lifting, carrying, and reaching with hands and arms handling, grasping and repetitive motions;
work may occasionally require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work outside of an office, and will frequently be exposed to environmental conditions such as
working in the extreme heat, extreme cold, humidity, and in a noisy location. This position may also be exposed to
occasional snow and rain storms, and various kinds of hazards. This position also requires the ability to work
weekends, holidays, and evenings on a regular basis.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Fire Technician – Maintenance Officer
Non-exempt
Fire
Fire Chief

Primary Objective of Position
The position is responsible for fire suppression and emergency medical service response as well as fire prevention,
community outreach, plan review for new construction, fire investigation and fire code enforcement. This position
also serves as the maintenance officer and performs technical work in fire apparatus, equipment, and building
maintenance.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Perform intermediate technical work on fire apparatus maintenance, small engine repair, SCBA
maintenance, air compressors and general building maintenance.
 Develop, organize, and retain up to date maintenance records.
 Provide fire suppression activities, conduct rescues, respond to hazardous material incidents, and provide
emergency medical services.
 Investigate fires, false alarms, explosions, and hazardous material spills, to determine cause, origin and
heat source. Collaborate with other agencies as necessary.
 Perform fire inspections, conduct building inspections and enforcement of the fire code. Answer and
investigate complaints and reports of hazardous conditions and order corrections.
 Perform certificate of occupancy inspections on commercial and rental housing units.
 Review, plan and/or inspect commercial, industrial, institutional and other buildings and dwellings for life
safety, fire hazards and general compliance with fire prevention code, fire detection and suppression
equipment.
 Assist the City’s Code Enforcement Officer by answering citizen complaints and regularly inspecting
properties in the community for code compliance violations.
 Prepare and update fire preplan documents.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High school diploma or GED required.
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Minimum of two (2) years formal training beyond high school or three (3) years related experience is
required.

Knowledge, Skills and Abilities
 Knowledge of firefighting and emergency rescue techniques and practices.
 Knowledge of operation and routine maintenance of firefighting tools, equipment and apparatus.
 Knowledge of modern principles and techniques of fire prevention.
 Knowledge of statues and ordinances regarding fire suppression and prevention.
 Knowledge of current emergency management practices.
 Ability to work with a variety of people and the public.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must possess certifications for Firefighter I, Firefighter II, and Hazardous Materials Technician.
 Must possess a Certified Fire Inspector I or receive within six (6) months of employment.
 Must possess a National Registry Emergency Medical Technician certification.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires speaking or hearing, exerting medium physical effort; work frequently requires sitting,
standing, walking, lifting, carrying, and reaching with hands and arms handling, grasping and repetitive motions;
work may occasionally require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work outside of an office, and will frequently be exposed to environmental conditions such as
working in the extreme heat, extreme cold, humidity, and in a noisy location. This position may also be exposed to
occasional snow and rain storms, and various kinds of hazards. This position also requires the ability to work
weekends, holidays, and evenings on a regular basis.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Fire Technician – Training Officer
Non-exempt
Fire
Fire Chief

Primary Objective of Position
The position is responsible for fire suppression and emergency medical service response as well as fire prevention,
community outreach, plan review for new construction, fire investigation and fire code enforcement. This position
also serves as the training officer and provides public education to the community.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Develop and/or present training classes on fire suppression, medical emergencies, and related matters for
Fire Department staff.
 Maintain records of training and certifications for Fire Department personnel.
 Conduct public education, fire drills and presentations and training on fire hazards and prevention.
 Provide fire suppression activities, conduct rescues, respond to hazardous material incidents, and provide
emergency medical services.
 Investigate fires, false alarms, explosions, and hazardous material spills, to determine cause, origin and
heat source. Collaborate with other agencies as necessary.
 Perform fire inspections, conduct building inspections and enforcement of the fire code. Answer and
investigate complaints and reports of hazardous conditions and order corrections.
 Perform certificate of occupancy inspections on commercial and rental housing units.
 Review, plan and/or inspect commercial, industrial, institutional and other buildings and dwellings for life
safety, fire hazards and general compliance with fire prevention code, fire detection and suppression
equipment.
 Assist the City’s Code Enforcement Officer by answering citizen complaints and regularly inspecting
properties in the community for code compliance violations.
 Prepare and update fire preplan documents.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High school diploma or GED required.
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Minimum of two (2) years formal training beyond high school or three (3) years related experience is
required.

Knowledge, Skills and Abilities
 Knowledge of firefighting and emergency rescue techniques and practices.
 Knowledge of operation and routine maintenance of firefighting tools, equipment and apparatus.
 Knowledge of modern principles and techniques of fire prevention.
 Knowledge of statues and ordinances regarding fire suppression and prevention.
 Knowledge of current emergency management practices.
 Ability to work with a variety of people and the public.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must possess certifications for Firefighter I, Firefighter II, and Hazardous Materials Technician.
 Must possess a Certified Fire Inspector I or receive within six (6) months of employment.
 Must possess a National Registry Emergency Medical Technician certification.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires speaking or hearing, exerting medium physical effort; work frequently requires sitting,
standing, walking, lifting, carrying, and reaching with hands and arms handling, grasping and repetitive motions;
work may occasionally require pushing, pulling, climbing, balancing, stooping, kneeling, crouching, and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
This position will work outside of an office, and will frequently be exposed to environmental conditions such as
working in the extreme heat, extreme cold, humidity, and in a noisy location. This position may also be exposed to
occasional snow and rain storms, and various kinds of hazards. This position also requires the ability to work
weekends, holidays, and evenings on a regular basis.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

City Engineer/Public Works Director
Exempt
Public Service
City Administrator

Primary Objective of Position
This position is responsible for directing the Public Service Department and Civil Engineering activities in the City.
This position provides oversight over engineering services, street and utility construction and maintenance,
trails/sidewalks, and parks operations.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Provide direction, leadership, and supervision, to Public Service Supervisor.
 Responsible for the basic City infrastructure including the construction and maintenance of all public
utilities, streets, storm sewer system, parks and trails/sidewalks, and public buildings and grounds.
 Maintain project management over all in-house/consulting engineering services and also contractors
assigned to work within the City.
 Recommend department operating and capital improvement budgets and monitors expenditures.
 Prepare feasibility studies, projected cost budgets, and other technical reports as necessary to evaluate
and carry out new public service construction and maintenance projects.
 Function as City’s liaison and advisor with consulting engineers, utility companies, other government
agencies, developers and others on projects involving engineering and parks/public service department
matters.
 Act as City’s direct liaison with Ramsey County Public Works and MN Department of Transportation.
 Attend City Council and commission meetings as necessary.
 Recognize and recommend opportunities to secure funding of desirable projects from Federal, State,
County and/or other agencies.
 Maintain adequate and readily available records to ensure information is available.
 Establish appropriate administrative and department policies to effectively manage operations of the
department.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly and indirectly supervises department staff and acts as a resource for other City staff and
residents.
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Education and/or Experience
 Bachelor’s degree in Civil Engineering or related field is required.
 Minimum of five (5) years of experience with a municipal entity and three (3) years of administrative or
supervisory experience in related role; or an equivalent combination of education and experience sufficient
to successfully perform the essential duties of the job such as those listed above.
Knowledge, Skills and Abilities
 Knowledge of advanced principles and practices of municipal engineering, municipal public works and
parks.
 Knowledge of planning related economics, municipal finance, and sociology.
 Knowledge of related landscape architecture and traffic engineering.
 Knowledge of the laws, rules, and regulations governing the operation of municipal government.
 Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
 Ability to delegate authority and responsibility.
 Ability to secure the confidence of City personnel and the public.
 Ability to communicate effectively and professionally orally and in writing.
 Ability to establish and maintain effective working relationships with the community, City Council, and
subordinate employees.
 Ability to maintain confidentiality as needed.
 Ability to effectively communicate with employees and members of the public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
 Registered as a Professional Engineer in State of Minnesota.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires sitting, speaking or hearing, exerting little physical effort; work occasionally requires
standing, walking, repetitive motions, and reaching with hands and arms; work may rarely require pushing, pulling,
lifting, carrying climbing, balancing, stooping, kneeling, crouching, crawling, handling, grasping, and feeling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office) and will rarely have exposure to
environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.

Acknowledgement/Signature
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I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service Worker I
Non-exempt
Public Service
Public Service Superintendent

Primary Objective of Position
The position is responsible for providing unskilled and semiskilled manual work assisting in a variety of public
works, parks, landscape and utilities, and maintenance and repair projects.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Mow grass, trim weeds and assist with grounds maintenance and landscaping work.
 Assist with park and playground maintenance and repair.
 Assist with street, sidewalk, trails, building and grounds maintenance and repairs.
 Dig trenches and ditches, clean catch basins, manholes and drainage lines.
 Assist with the installation of storm sewers and drainage lines.
 Maintain athletic fields, ice rink and park facilities.
 Assist with the maintenance of utility lines and facilities.
 Pick up paper and debris on public property and streets and in park areas.
 Perform other street, parks and utility maintenance duties.
 Occasionally operates mowers, trimmers, tractors and pickup trucks.
 Assist with installation of roadway and warning signs.
 Assist with snow and ice removal.
 Assist with custodial, building and grounds maintenance work.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High School diploma or GED is required.
 One (1) year of relevant related experience is required.
 Two (2) years of relevant related experience is desired.
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Knowledge, Skills and Abilities
 General knowledge of streets drainage, buildings and grounds, utilities, parks, trails, and landscaping.
 General knowledge on use of maintenance and landscaping equipment.
 Ability to work with a variety of people and the public.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively.
 Ability to develop and maintain effective working relationships with City personnel, and the general public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License or the ability to obtain within twelve (12) months
of employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires walking, standing, speaking or hearing, repetitive motions, exerting medium physical
effort; work frequently requires lifting, carrying, pushing, pulling, balancing, stooping, kneeling, crouching,
handling, grasping, and feeling, and reaching with hands and arms; work may rarely require, sitting, climbing and
crawling; work has standard vision requirements; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in an outdoor location (e.g. park), and will frequently have exposure to environmental
conditions and may have exposure to hazardous materials.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service Worker II
Non-exempt
Public Service
Public Service Superintendent

Primary Objective of Position
The position is responsible for providing intermediate semiskilled manual work assisting in a variety of public works,
parks, landscape and utilities, and maintenance and repair projects.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Perform maintenance and repair of streets, storm sewer, public utilities, parks, buildings and grounds and
related facilities.
 Prepare and maintains athletic fields, ice rinks, playground equipment and other parks, public facilities and
grounds.
 Mow grass, trim weeds, maintain trails and assist with landscaping.
 Flush fire hydrants and mains.
 Repair water meters, perform water turn-ons and turn-offs.
 Clean gutters, culverts, catch basins and other drainage structures.
 Load and unload stone, gravel, dirt, asphalt, timber and heavy mechanical equipment.
 Dig and backfill ditches, assists with maintenance of utility lines and facilities.
 Collect and transport garbage.
 Prepare, maintain and repair storm water systems.
 Assist with snow and ice removal and street sweeping.
 Perform locates as required by locating company.
 Operate dump trucks, mowers, tractors, jack hammers, loaders, backhoes, sewer vac and similar
equipment.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not regularly directly supervise others but acts as a lead worker on occasion.
Education and/or Experience
 High School diploma or GED is required.
 Minimum of two (2) years related experience or equivalent is required.
 Three (3) years of related experience or equivalent is desired.
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Knowledge, Skills and Abilities
 Knowledge of construction, maintenance and repair of buildings.
 Knowledge of streets drainage, utilities, parks, trails, and landscaping.
 Knowledge on use of maintenance and landscaping equipment.
 Ability to work with a variety of people and the public.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively.
 Ability to develop and maintain effective working relationships with City personnel, and the general public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License or the ability to obtain within six (6) months of
employment.
 Must possess a Class C Water license and a Class SC Sewer license or the ability to obtain within twelve
(12) months of employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires standing, speaking or hearing, repetitive motions, exerting medium physical effort; work
frequently requires walking, lifting, carrying, pushing, pulling, balancing, stooping, kneeling, crouching, handling,
grasping, and feeling, and reaching with hands and arms; work may rarely require, sitting, climbing and crawling;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in an outdoor location (e.g. park), and will frequently have exposure to environmental
conditions and may have exposure to hazardous materials.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service Worker III/Mechanic
Non-exempt
Public Service
Public Service Superintendent

Primary Objective of Position
The position is responsible for performing skilled mechanic work maintaining and repairing a variety of light and
heavy duty vehicles and equipment.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Perform work on light, medium and heavy duty equipment to include computerized diagnostic analyzation
and testing.
 Perform scheduled preventive maintenance service and diagnoses problems.
 Perform motor, repair and replacement work, cleaning and replacing spark plugs, hydraulics and installing
radiator hoses.
 Change oil, lubricate vehicle; check lights, brakes, tires, radiator hoses, fan belts, etc.
 Install radio equipment.
 Flush radiators and replace thermostats.
 Maintain inventory of parts and supplies.
 Perform welding, fabrication and body repair work.
 Change, repair and replaces tires.
 Tune motors using standard testing equipment and repair hydraulic systems.
 Perform electrical work on automotive equipment, such as diagnosing electrical shorts, installing batteries
and terminals, repairing and adjusting lights, and repairing generators and starters.
 Maintain organized records of work completed on all equipment.
 Perform the duties of a Public Service Worker II as required.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position does not directly supervise others but acts as a resource for other city staff and residents.
Education and/or Experience
 High School diploma or GED is required.
 Two years of training beyond high school is required.
 Minimum of three (3) years related experience or equivalent required.
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Knowledge, Skills and Abilities
 Knowledge of methods, tools and equipment used in he repair and maintenance of passenger cars, trucks,
and light and heavy duty construction equipment.
 Knowledge of occupational hazards and safety precautions.
 Knowledge in operation of tools and machinery used for repair work.
 Ability to work with a variety of people and the public.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 State of Minnesota DOT Inspector certification is required.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires walking, standing, speaking or hearing, repetitive motions, exerting medium physical
effort; work frequently requires sitting, climbing and crawling lifting, carrying, pushing, pulling, stooping, kneeling,
crouching, handling, grasping, and feeling, and reaching with hands and arms; work may rarely require balancing;
work has standard vision requirements; vocal communication is required for expressing or exchanging ideas by
means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in an outdoor location (e.g. maintenance garage), and will frequently have exposure
to environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature

Last Revised: July 2021

___________________
Date
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service Worker III - Parks
Non-exempt
Public Service
Public Service Superintendent

Primary Objective of Position
The position is responsible for providing intermediate skilled and administrative work supervising the maintenance
and repair of parks, trails, buildings, and other public facilities.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Schedule work projects, monitor progress, and assign staff and equipment.
 Assist with hiring, mentoring, and training new employees.
 Provide timely updates to supervisor on relevant matters.
 Receive requests for emergency and unscheduled work and coordinates completion of task.
 Assist crewmembers on difficult jobs and maintains athletic fields, ice rinks, playground equipment and
other parks, public facilities and grounds.
 Assist in the coordination of the use of available equipment, materials and staff to obtain maximum
effectiveness and economy.
 Operates a variety of vehicles and equipment required to complete department projects.
 Maintain a work order system, keeps records and makes detailed reports, investigates accidents related to
grass mowing, field maintenance, and trails maintenance.
 Respond to complaints regarding parks and building maintenance.
 Participate in snow and ice removal; street sweeping and street striping.
 Assist in maintaining time and work records.
 Assist with department projects.
 Serve as the Superintendent in his/her absence as appropriate.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises and provides work direction to staff and acts as a resource for other city staff and
residents.
Education and/or Experience
 High School diploma or GED is required.
 Minimum of three (3) years related experience or equivalent is required.
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Minimum of five (5) years related experience or equivalent is desired.

Knowledge, Skills and Abilities
 Knowledge of construction, maintenance and repair of buildings.
 Knowledge of streets drainage, utilities, parks, trails, and landscaping.
 Knowledge on use of maintenance and landscaping equipment.
 Knowledge of occupational hazards and safety precautions.
 Ability to work with a variety of people and the public.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to delegate effectively.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, and the general public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires walking, standing, speaking or hearing, repetitive motions, exerting medium physical
effort; work frequently requires lifting, carrying, pushing, pulling, balancing, stooping, kneeling, crouching,
handling, grasping, and feeling, and reaching with hands and arms; work may rarely require, sitting, climbing and
crawling; work has standard vision requirements; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in an outdoor location (e.g. park), and will frequently have exposure to environmental
conditions and may have exposure to hazardous materials.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature

Last Revised: July 2021

___________________
Date
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service Worker III - Utilities
Non-exempt
Public Service
Public Service Superintendent

Primary Objective of Position
The position is responsible for providing intermediate skilled and administrative work supervising the maintenance
and repair of streets, trails, storm sewer, water, sanitary sewer and other public facilities.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Schedule work projects, monitor progress, and assign staff and equipment.
 Inspect street maintenance and give advice and assistance to employees.
 Assist with hiring, mentoring, and training new employees.
 Provide timely updates to supervisor on relevant matters.
 Receive requests for emergency and unscheduled work and coordinates completion of task.
 Assist crewmembers on difficult jobs.
 Assist in the coordination of the use of available equipment, materials and staff to obtain maximum
effectiveness and economy.
 Maintain a work order system, keeps records and makes detailed reports, investigates accidents.
 Respond to complaints; operates equipment; assist with building maintenance.
 Participate in snow and ice removal; street sweeping and street striping.
 Assist in maintaining time and work records.
 Flush hydrants and sewer mains.
 Assist with department projects.
 Perform a variety of work in connection with the maintenance of streets, trails, storm sewer, water and
sewer lines and appurtenances.
 Serve as the Superintendent in his/her absence.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises and provides work direction to staff and acts as a resource for other city staff and
residents.
Education and/or Experience
 High School diploma or GED is required.
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Minimum of three (3) years related experience or equivalent is required.
Minimum of five (5) years related experience or equivalent is desired.

Knowledge, Skills and Abilities
 Knowledge of construction, maintenance and repair of buildings.
 Knowledge of streets drainage, utilities, parks, trails, and landscaping.
 Knowledge on use of maintenance and landscaping equipment.
 Knowledge of occupational hazards and safety precautions.
 Ability to work with a variety of people and the public.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to delegate effectively.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, and the general public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License.
 Must possess a Class C Water license and a Class SC Sewer license.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires walking, standing, speaking or hearing, repetitive motions, exerting medium physical
effort; work frequently requires lifting, carrying, pushing, pulling, balancing, stooping, kneeling, crouching,
handling, grasping, and feeling, and reaching with hands and arms; work may rarely require, sitting, climbing and
crawling; work has standard vision requirements; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in an outdoor location (e.g. park), and will frequently have exposure to environmental
conditions and may have exposure to hazardous materials. This position will occasionally work in confined spaces.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Public Service/Parks Superintendent
Non-Exempt
Public Service
City Engineer/Public Works Director

Primary Objective of Position
This position is responsible for providing oversight to the street maintenance, utility, drainage, buildings and
grounds, parks and recreation, signs and related operations.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Plan, organize, direct, and coordinate the activities of public works and parks and recreation services and
programs.
 Monitor public works and utility projects progress to ensure timely completion.
 Direct and coordinate the evaluation and supervision of departmental employees.
 Oversee the preparation of department operating and capital improvement budgets and monitor
expenditures.
 Oversee the maintenance and repairs of City vehicles and equipment.
 Review cost estimates for public works projects with the City Engineer.
 Establish operating policies and procedures for the department.
 Manage contracts for services in area of responsibility.
 Provide communication on department activities and status of ongoing activities to department leadership.
 Process citizen inquiries or complaints.
 Represent the department at local, regional and state meetings.
 Attend City Council and commission meetings when required and addresses items relating to department
matters.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position directly supervises department staff and acts as a resource for other city staff and residents.
Education and/or Experience
 High school diploma or GED is required.
 Two (2) years of training beyond high school and five (5) years of experience in a related role or an
equivalent combination of education and experience sufficient to successfully perform the essential duties
of the job such as those listed above.
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Knowledge, Skills and Abilities
 Knowledge of practices of municipal engineering, public works and parks.
 Knowledge of maintenance of public facilities and equipment.
 Knowledge of the laws, rules, and regulations governing the operation of municipal government.
 Ability to formulate operational policies, management principles and practices, and procedures and
budgets.
 Ability to delegate authority and responsibility.
 Ability to secure the confidence of City personnel and the public.
 Ability to communicate effectively and professionally orally and in writing.
 Ability to establish and maintain effective working relationships with the community, City Council, and
subordinate employees.
 Ability to maintain confidentiality as needed.
 Ability to effectively communicate with employees and members of the public.
Conditions of Employment
 Must possess a valid Class B Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must possess a Class C Water and Class SC Sewer certification or the ability to obtain within six (6) months
of employment.
 Must comply with organizational and departmental policies.
Physical Demands
This position requires the employee to work alone, with others, around others and have contact with the public.
Work regularly requires walking, standing, speaking or hearing, repetitive motions, exerting light physical effort;
work frequently requires lifting, carrying, kneeling, pushing, pulling, balancing, handling, grasping, and feeling, and
reaching with hands and arms; work may rarely require climbing, balancing, stooping, crouching, crawling; work
has standard vision requirements; vocal communication is required for expressing or exchanging ideas by means of
the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is performed both in a moderately noisy location (e.g. business office) and also in an outdoor location (e.g.
park), and will occasionally have exposure to environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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CITY OF VADNAIS HEIGHTS
JOB DESCRIPTION

Job Title:
FLSA Classification:
Department:
Accountable To:

Recreation Supervisor
Non-exempt
Parks & Recreation
Assistant City Administrator

Primary Objective of Position
The position is responsible for coordinating recreation programs and community events to promote health and
wellness and community engagement. This position will be expected to work collaboratively with a variety of
community partners.
Qualification Requirements
To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skill and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential
functions listed below are intended as illustrations of the various types of work that may be performed. The
omission of specific duties does not exclude them if the work is similar, related or a logical assignment to the
position.
Essential Functions of the Position
 Plan, organize and direct a variety of recreation programs and special events.
 Determine program structure, select site, hire instructors/contractors/performers; may serve as instructor
for certain programs.
 Screen applications; conducts interviews; recommends personnel for hire.
 Assess recreational needs of the public and plans and implements programs to meet community needs.
 Evaluate effectiveness of programs offered and recommends changes as appropriate.
 Work with co-sponsors and a variety of groups in planning/implementing recreation programs and events.
 Prepare necessary recreation equipment and supplies for programs.
 Perform a variety of public information functions to advertise and promote programs.
 Prepare program budget and monitors expenditures.
 Oversee program registration activities, establishes registration fees for future programs.
 Purchase materials and supplies for programs, prepares specifications, reviews bids and quotes.
 Inspect sites to ensure safety and other policies, rules and regulations are being followed.
 Work with field scheduling, rentals.
 Represent department on various boards and committees, regularly works with public.
 Attend regularly scheduled work hours and outside regular hours as necessary.
 Perform other job-related duties as assigned.
Supervision of Others
This position supervises seasonal employees and acts as a resource for other city staff and residents.
Education and/or Experience
 Bachelor’s degree in Parks & Recreation is required.
 Minimum of two (2) years related experience or equivalent required.
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Knowledge, Skills and Abilities
 Knowledge of recreation program organization and promotion
 Knowledge of safety procedures and minimal first aid methods
 Ability to work with a variety of people and the public.
 Ability to perform and organize work independently.
 Ability to multitask and prioritize various responsibilities.
 Ability to understand and follow both written and oral instructions.
 Ability to communicate effectively and professionally, orally and in written form.
 Ability to develop and maintain effective working relationships with City personnel, City Council, and the
general public.
Conditions of Employment
 Must possess a valid Minnesota Driver’s License or the ability to obtain within thirty (30) days of
employment.
 Must satisfactorily pass a criminal background examination.
 Must comply with organizational and departmental policies.
Physical Demands
Work regularly requires sitting, speaking or hearing, repetitive motions, exerting little physical effort; work
frequently requires standing, walking, lifting, carrying, pushing, pulling, balancing, stooping, kneeling, crouching,
handling, grasping, and feeling, and reaching with hands and arms; work may rarely require, climbing and
crawling; work has standard vision requirements; vocal communication is required for expressing or exchanging
ideas by means of the spoken word; hearing is required to perceive information at normal spoken word levels.
Working Conditions
This position requires the employee to work alone, with others, around others and have contact with the public.
Work is generally performed in a moderately noisy location (e.g. business office), and will occasionally have
exposure to environmental conditions.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of all activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at
any time with or without notice.
Acknowledgement/Signature
I have read this job description and fully understand the requirements set forth herein. I understand that this is to
be used as a guide and that I will be responsible for performing other duties as assigned. I further understand this
job description does not constitute an employment contract with the City of Vadnais Heights.
____________________________________________________
Employee Signature
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$2,100/$2,100
Yes, Offered

$1,800/$1,800
Yes, Offered

Health Savings Account (HSA)
Dental Insurance

Retirement
Other

Vacation/PTO

Long Term Disability

Short Term Disability

Life Insurance

17 days off during years 1‐4
Maximum of 27 days after 15
years

Yes, Offered

Yes, Offered

90%
60%
$2,400/$4,800

100%
95%
$3,800/$7,600

$50,000

Yes, Offered
Multi

Yes, Offered
Multi

Vision Insurance

Comparison #1

City of Vadnais Heights

Salary and Benefit Survey Data

Health Insurance
Plan Options
Employer Contribution
Single Coverage
Family Coverage
Deductible

Yes, Offered

$2,000/$3,700
Yes, Offered

93%
78%
$2,800/$5,600

Yes, Offered
Multi

Comparison #2

Yes, Offered

Yes, Offered

Yes, Offered
Multi

Comparison #3

Yes, Offered

Yes, Offered

Yes, Offered
Multi

Comparison #4

Yes, Offered

Yes, Offered

Yes, Offered
Multi

Comparison #5

Yes, Offered

Yes, Offered

Yes, Offered
Multi

Comparison #6

Retirement
Other

Vacation/PTO

Long Term Disability

Short Term Disability

Life Insurance

Vision Insurance

Four of the cities provided traditional vacation and sick leave plans and
two cities provided paid time off in lieu of vacation and sick leave. The
City of Vadnais Heights provides paid time off.
‐‐Of the cities that offer paid time off Vadnais Heights is lower than the
average providing 17 days of during years 1 ‐ 4 while other cities
provided 18 and 19 days. Vadnais Heights is also lower than average
as the maximum paid time off is 27 days after 15 years of service
where one other city offered 30 days at 15 years and the other city
offered 28.75 days after 16 years and 32.50 days after 21 years.
‐‐Four other cities offered both vacation and sick time. All four offered
twelve days of sick time per year. Vacation time was offered at 80
hours for years 1 ‐ 4 for three cities with one city offering 120 hours
for years 1‐10 and variations existed between years 5 ‐ 15. At fifteen
years of service vacation hours provided varied at 216, 200, and 160
hours per year.

All six cities offer long‐term disability coverage, and four of those cities
paid for that coverage. The City of Vadnais Heights offers and pays for
the cost of long‐term disability coverage which is above average.

All of the cities offer short‐term disability coverage and one city paid
for that coverage. The City of Vadnais Heights offers and pays for the
cost of short‐term disability coverage which is above average.

Five of the cities offer paid life insurance coverage for the employee.
The average coverage is $33,000. The City of Vadnais Heights provides
$50,000 worth of coverage which is above the average.

Three of the cities provided vision insurance; the average cost for
single is $7.71 and $20.28 for family coverage. The City of Vadnais
Heights offers vision insurance and its' rates are slightly lower than the
average. Vadnais Heights does not contribute towards the premiums
which is consistent with other organizations.

All cities provided dental insurance. One city contributed 100% to the
cost of both single and family coverage and one city covered 100% of
the cost of single coverage. The remainder of the cities do not
contribute to the coverage for employees. The City of Vadnais Heights
also provides dental insurance and the costs are slightly above
average. The City does not contribute to the coverage which is
consistent with the practice of most participants.

All cities offer health insurance, the majority offered different levels
and types of plans. Two comparable cities plans were analyzed. The
employer contribution for single coverage was between 90% and 93%.
Family insurance coverage had an employer contribution of 60% and
78%. The City of Vadnais Heights has an employer contribution of
100% for single coverage and 95% for family coverage which is above
average. Deductible levels were $2,400/$4,800, $2,800/$5,600 for
other cities and Vadnais Heights deductibles are higher at
$3,800/$7,600.
The City of Vadnais Heights is lower than the comparable cities.

Salary and Benefit Survey Summary

Health Savings Account (HSA)
Dental Insurance

Health Insurance
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Compliance Report
Jurisdiction: Vadnais Heights
800 East County Road E

Report Year: 2023
Case: 1 - 2021 - Current Scale (Private
(Jur Only))

Vadnais Heights, MN 55127
Contact: Tim Sandvik

Phone: (651) 204-6013

E-Mail: tim.sandvik@cityvadnai
sheights.com

The statistical analysis, salary range and exceptional service pay test results are shown below. Part I is general information
from your pay equity report data. Parts II, III and IV give you the test results.
For more detail on each test, refer to the Guide to Pay Equity Compliance and Computer Reports.

I. GENERAL JOB CLASS INFORMATION
# Job Classes
# Employees
Avg. Max Monthly Pay per employee

Male Classes
16
22
7249.69

Female Classes
7
7
5437.36

Balanced Classes
0
0

All Job Classes
23
29
6812.23

II. STATISTICAL ANALYSIS TEST
A. Underpayment Ratio = 145.8333 *
Male Classes
Female Classes
a. # At or above Predicted Pay
6
4
b. # Below Predicted Pay
10
3
c. TOTAL
16
7
d. % Below Predicted Pay (b divided by c = d)
62.50
42.86
*(Result is % of male classes below predicted pay divided by % of female classes below predicted pay.)
B. T-test Results
Degrees of Freedom (DF) = 27
a. Avg. diff. in pay from predicted pay for male jobs = 10
b. Avg. diff. in pay from predicted pay for female jobs = -4

Value of T = 0.086

III. SALARY RANGE TEST = 100.00 (Result is A divided by B)
A. Avg. # of years to max salary for male jobs = 5.00
B. Avg. # of years to max salary for female jobs = 5.00

IV. EXCEPTIONAL SERVICE PAY TEST = 0.00 (Result is B divided by A)
A. % of male classes receiving ESP = 0.00 *
B. % of female classes receiving ESP = 0.00
*(If 20% or less, test result will be 0.00)
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Job Class Data Entry Verification List
Case: 2021 - Current Scale
Job Nbr

Class Title

18
Public Service Worker I
2
Administrative Asst II - A
3
Administrative Asst II - B
4
Administrative Asst II - Commu
5
Administrative Asst II - Fire
19
Public Service Worker II
10
Deputy Clerk
1
Accounting Tech II
20
Public Service Worker III - Me
21
Public Service Worker III - Ut
7
Assistant Fire Chief
23
Recreation Supervisor
14
Fire Technician - Administrati
15
Fire Technician - Maintenance
16
Fire Technician - Training Off
22
Public Service/Parks Superinte
8
Building Official
17
Planning/Comm Dev Director
6
Assistant City Adminstrator
12
Finance Director
13
Fire Chief
11
Director of Public Works
9
City Administrator
Job Number Count: 23

Vadnais Heights
Nbr
Males
1
0
0
0
0
7
0
0
1
1
1
0
1
1
1
1
1
1
1
1
1
1
1

Nbr
NonFemales Binary
0
0
1
0
1
0
1
0
1
0
0
0
1
0
1
0
0
0
0
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Class
Type
M
F
F
F
F
M
F
F
M
M
M
F
M
M
M
M
M
M
M
M
M
M
M

Jobs
Points
137
176
176
176
176
204
220
233
251
251
276
280
282
282
282
356
382
526
535
548
554
600
674

Min Mo
Salary
3539.40
4260.45
4260.45
4260.45
4260.45
4534.31
4513.51
4785.64
5069.90
5069.90
6915.87
5381.90
5381.90
5381.90
5381.90
6499.88
6499.88
7846.65
7846.65
8359.71
8359.71
9281.82
9976.87
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LGID: 1363

Max Mo Salary

Yrs to Max Salary

4222.32
5111.50
5111.50
5111.50
5111.50
5414.83
5418.30
5744.16
6054.42
6054.42
8300.77
6453.08
6453.08
6453.08
6453.08
7796.38
7796.38
9415.29
9415.29
10030.61
10030.61
11139.92
11973.64

5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00
5.00

Yrs of
Service
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Exceptional Service Pay
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Predicted Pay Report for: Vadnais Heights
Case: 2021 - Current Scale
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Predicted Pay Report for: Vadnais Heights
Case: 2021 - Current Scale
Job Nbr

Job Title

18
Public Service Worker I
2
Administrative Asst II - A
3
Administrative Asst II - B
4
Administrative Asst II - Commu
5
Administrative Asst II - Fire
19
Public Service Worker II
10
Deputy Clerk
1
Accounting Tech II
20
Public Service Worker III - Me
21
Public Service Worker III - Ut
7
Assistant Fire Chief
23
Recreation Supervisor
14
Fire Technician - Administrati
15
Fire Technician - Maintenance
16
Fire Technician - Training Off
22
Public Service/Parks Superinte
8
Building Official
17
Planning/Comm Dev Director
6
Assistant City Adminstrator
12
Finance Director
13
Fire Chief
11
Director of Public Works
9
City Administrator
Job Number Count: 23

Nbr
Males
1
0
0
0
0
7
0
0
1
1
1
0
1
1
1
1
1
1
1
1
1
1
1

Nbr
NonFemales Binary
0
0
1
0
1
0
1
0
1
0
0
0
1
0
1
0
0
0
0
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Total
Nbr
1
1
1
1
1
7
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Job Type
Male
Female
Female
Female
Female
Male
Female
Female
Male
Male
Male
Female
Male
Male
Male
Male
Male
Male
Male
Male
Male
Male
Male

Page 2 of 2

Job
Points
137
176
176
176
176
204
220
233
251
251
276
280
282
282
282
356
382
526
535
548
554
600
674

Max Mo Salary

Predicted Pay

Pay Difference

4222.3200
5111.5000
5111.5000
5111.5000
5111.5000
5414.8300
5418.3000
5744.1600
6054.4200
6054.4200
8300.7700
6453.0800
6453.0800
6453.0800
6453.0800
7796.3800
7796.3800
9415.2900
9415.2900
10030.6100
10030.6100
11139.9200
11973.6400

4191.9663
4903.9145
4903.9145
4903.9145
4903.9145
5415.3208
5702.3998
5942.1967
6274.1468
6274.1468
6742.5455
6828.4925
6871.7545
6871.7545
6871.7545
7616.0082
7846.0757
9334.1313
9571.7722
9894.8988
10040.2338
10820.4538
12145.9595

30.3537
207.5855
207.5855
207.5855
207.5855
-0.4908
-284.0998
-198.0367
-219.7268
-219.7268
1558.2245
-375.4125
-418.6745
-418.6745
-418.6745
180.3718
-49.6957
81.1587
-156.4822
135.7112
-9.6238
319.4662
-172.3195
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Compliance Report
Jurisdiction: Vadnais Heights
800 East County Road E

Report Year: 2023
Case: 2 - 2021 - Proposed Scale
(Private (Jur Only))

Vadnais Heights, MN 55127
Contact: Tim Sandvik

Phone: (651) 204-6013

E-Mail: tim.sandvik@cityvadnai
sheights.com

The statistical analysis, salary range and exceptional service pay test results are shown below. Part I is general information
from your pay equity report data. Parts II, III and IV give you the test results.
For more detail on each test, refer to the Guide to Pay Equity Compliance and Computer Reports.

I. GENERAL JOB CLASS INFORMATION
# Job Classes
# Employees
Avg. Max Monthly Pay per employee

Male Classes
16
22
7733.35

Female Classes
7
7
5592.62

Balanced Classes
0
0

All Job Classes
23
29
7216.62

II. STATISTICAL ANALYSIS TEST
A. Underpayment Ratio = 196.875 *
Male Classes
Female Classes
a. # At or above Predicted Pay
7
5
b. # Below Predicted Pay
9
2
c. TOTAL
16
7
d. % Below Predicted Pay (b divided by c = d)
56.25
28.57
*(Result is % of male classes below predicted pay divided by % of female classes below predicted pay.)
B. T-test Results
Degrees of Freedom (DF) = 27
a. Avg. diff. in pay from predicted pay for male jobs = -25
b. Avg. diff. in pay from predicted pay for female jobs = 450

Value of T = -2.547

III. SALARY RANGE TEST = 100.00 (Result is A divided by B)
A. Avg. # of years to max salary for male jobs = 7.00
B. Avg. # of years to max salary for female jobs = 7.00

IV. EXCEPTIONAL SERVICE PAY TEST = 0.00 (Result is B divided by A)
A. % of male classes receiving ESP = 0.00 *
B. % of female classes receiving ESP = 0.00
*(If 20% or less, test result will be 0.00)
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Job Class Data Entry Verification List
Case: 2021 - Proposed Scale
Job Nbr
2
3
4
5
18
1
19
10
20
21
14
15
16
23
8
7
22
17
6
11
13
12
9

Class Title
Administrative Asst II - A
Administrative Asst II - B
Administrative Asst II - Commu
Administrative Asst II - Fire
Public Service Worker I
Accounting Tech II
Public Service Worker II
Deputy Clerk
Public Service Worker III - Me
Public Service Worker III - Ut
Fire Technician - Administrati
Fire Technician - Maintenance
Fire Technician - Training Off
Recreation Supervisor
Building Official
Assistant Fire Chief
Public Service/Parks Superinte
Planning/Comm Dev Director
Assistant City Adminstrator
Director of Public Works
Fire Chief
Finance Director
City Administrator

Nbr
Males
0
0
0
0
1
0
7
0
1
1
1
1
1
0
1
1
1
1
1
1
1
1
1

Vadnais Heights
Nbr
NonFemales Binary
1
0
1
0
1
0
1
0
0
0
1
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Class
Type
F
F
F
F
M
F
M
F
M
M
M
M
M
F
M
M
M
M
M
M
M
M
M

Jobs
Points
124
124
124
124
148
184
189
193
226
247
249
249
249
251
264
276
291
406
406
456
464
506
632

Min Mo
Salary
4208.45
4208.45
4208.45
4208.45
4208.45
4562.05
4562.05
4562.05
4945.10
4945.10
4945.10
4945.10
4945.10
4945.10
6829.20
6829.20
7402.92
8025.18
8025.18
8699.43
8699.43
8699.43
10223.0
0

LGID: 1363

Max Mo Salary

Yrs to Max Salary

5331.63
5331.63
5331.63
5331.63
5331.63
5778.82
5778.82
5778.82
6264.15
6264.15
6264.15
6264.15
6264.15
6264.15
8649.17
8649.17
9378.89
10165.80
10165.80
11023.79
11023.79
11023.79
12949.48

7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00
7.00

Yrs of
Service
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Exceptional Service Pay

Job Number Count: 23
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Predicted Pay Report for: Vadnais Heights
Case: 2021 - Proposed Scale
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Predicted Pay Report for: Vadnais Heights
Case: 2021 - Proposed Scale
Job Nbr

Job Title

2
Administrative Asst II - A
3
Administrative Asst II - B
4
Administrative Asst II - Commu
5
Administrative Asst II - Fire
18
Public Service Worker I
1
Accounting Tech II
19
Public Service Worker II
10
Deputy Clerk
20
Public Service Worker III - Me
21
Public Service Worker III - Ut
14
Fire Technician - Administrati
15
Fire Technician - Maintenance
16
Fire Technician - Training Off
23
Recreation Supervisor
8
Building Official
7
Assistant Fire Chief
22
Public Service/Parks Superinte
17
Planning/Comm Dev Director
6
Assistant City Adminstrator
11
Director of Public Works
13
Fire Chief
12
Finance Director
9
City Administrator
Job Number Count: 23

Nbr
Males
0
0
0
0
1
0
7
0
1
1
1
1
1
0
1
1
1
1
1
1
1
1
1

Nbr
NonFemales Binary
1
0
1
0
1
0
1
0
0
0
1
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
1
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

Total
Nbr
1
1
1
1
1
1
7
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

Job Type
Female
Female
Female
Female
Male
Female
Male
Female
Male
Male
Male
Male
Male
Female
Male
Male
Male
Male
Male
Male
Male
Male
Male

Page 2 of 2

Job
Points
124
124
124
124
148
184
189
193
226
247
249
249
249
251
264
276
291
406
406
456
464
506
632

Max Mo Salary

Predicted Pay

Pay Difference

5331.6300
5331.6300
5331.6300
5331.6300
5331.6300
5778.8200
5778.8200
5778.8200
6264.1500
6264.1500
6264.1500
6264.1500
6264.1500
6264.1500
8649.1700
8649.1700
9378.8900
10165.8000
10165.8000
11023.7900
11023.7900
11023.7900
12949.4800

4401.9116
4401.9116
4401.9116
4401.9116
4898.1847
5643.6459
5747.2114
5829.7483
6493.6729
6674.3000
6797.4571
6797.4571
6797.4571
6920.6141
7717.2377
8454.6212
9773.7066
10170.4599
10170.4599
10763.6666
10842.8671
11258.7328
12844.4893

929.7184
929.7184
929.7184
929.7184
433.4453
135.1741
31.6086
-50.9283
-229.5229
-410.1500
-533.3071
-533.3071
-533.3071
-656.4641
931.9323
194.5488
-394.8166
-4.6599
-4.6599
260.1234
180.9229
-234.9428
104.9907
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Interpreting Results of Compliance Tests

3

Your jurisdiction is required to pass four tests to be in compliance.

1.

Completeness and Accuracy Test

2.

Statistical or Alternative Test

3.

4.

Report is submitted on time
Data is correct
Required information has been provided
For more information, refer to the Guide to Understanding Pay Equity Compliance

Compares salary data to determine if female classes are paid consistently below male
classes of comparable work value (job points). The Minnesota Pay Equity Management
System will generate results applying the Statistical Analysis Test. Underpayment ratio
results of 80 and above are passing. In some cases, the Alternative Analysis is required and
consists of a manual review of the data. Refer to the following page to determine which
test applies to your report. For more information, refer to the Guide to Understanding Pay
Equity Compliance.

Salary Range Test

Compares the average number of years required for female classes to move through a
salary range consisting of a time-phased step progression to the average number of years
required for male classes. Results of 0 or 80 and above are passing scores. (Test does not
apply if years to achieve maximum salary are not defined or if salary ranges are not
defined). For more information, refer to the Guide to Understanding Pay Equity
Compliance.

Exceptional Service Pay Test

Compares the percentage of female classes receiving longevity or performance pay to the
percentage of male classes receiving longevity or performance pay. In noting exceptional
service pay, recipients must exceed the maximum salary reported. Results of 0 or 80 and
above are passing scores. (Test does not apply if exceptional service pay is not available in
your jurisdiction). For more information, refer to the Guide to Understanding Pay Equity
Compliance.

Interpreting Results of Compliance Tests
When to use Statistical and Alternative Analysis Tests

Statistical
Analysis
80 or greater

Yes

Compliance

No

At least 6 male
classes & at
least one salary
range

Yes

T-Test results
equal to or
less than
Value of T

Yes

No

Refer to T-Test Table

Out of
Compliance

No

Alternative
Analysis
More than 20%
female classes are
at a disadvantage

No

Compliance

Yes

A disadvantage occurs when a female job class:
• has more points and less pay than a male class and there are no male classes with more
points
• has the same points as a male class and less pay
• has points between two male classes and less pay than either
• rated lower than all male classes and pay is not reasonably proportionate to points as
other classes
AND the difference cannot be explained by years of service or performance

3

3

Guide to Understanding
Pay Equity
Compliance
Pay Equity Office
Minnesota Management & Budget
400 Centennial Office Building
658 Cedar Street
St. Paul, MN 55155

Local Government Pay Equity Webpage
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Guide to Understanding Pay Equity Compliance
This booklet gives a general overview of how data from the local government reports is analyzed and how
the tests for compliance are conducted. Complete details of compliance requirements are in Minnesota
Rules Chapter 3920.
This booklet also describes the computer software developed by MMB. This software calculates several
of the tests for compliance and the reports produced by the software are explained on pages three through
five.
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Tests for Compliance
1. Completeness and Accuracy Test determines whether jurisdictions have filed
reports on time, included correct data and
supplied all required information.

Determining Whether the Alternative or
Statistical Analysis Will Be Used
1. Alternative analysis - jurisdiction has:
•

NOTE: Jurisdictions with three or
fewer male classes may want to skip
over the information on pages two
through seven describing the statistical
analysis and computer reports.

2. Statistical Analysis Test - described on
pages three through five, compares salary
data to determine if female classes are paid
consistently below male classes of
comparable work value (job points). MMB
has developed software that calculates the
results for this test. This test is generally
applied to larger jurisdictions. For smaller
jurisdictions, the alternative analysis is used.

3. Alternative Analysis Test - described on
pages 14 through 17, compares salary data
to determine if female classes are paid
below male classes even though the female
classes have similar or greater work value
(job points). The software is not used for
this test.

Three or fewer male classes.

2. Statistical analysis - jurisdiction has:
•

Six or more male classes and at least
one class with an established salary
range, or

•

Four or five male classes and an
underpayment ratio of 80% or more.
May or may not have classes with an
established salary range.

3. Start in statistical analysis but go to
alternative analysis - jurisdiction has:

4. Salary Range Test - described on page 18,
compares the average number of years it
takes for individuals to move through salary
ranges established for female classes
compared to male classes. This test only
applies to jurisdictions that have a system
where there is an established number of
years to move through salary ranges.

•

Four or five male classes and an
underpayment ratio below 80%, or

•

An underpayment ratio below 80%, six
or more male classes, but no classes
with a salary range.

Explanation of Computer Reports
5. Exceptional Service Pay Test - described
on page 19, compares how often individuals
in male classes receive longevity or
performance pay above the normal salary
range compared to how often individuals in
female classes receive this type of pay. This
test applies only to jurisdictions that have a
system that includes exceptional service pay.

Guide to Understanding Pay Equity Compliance Tests – 10/16

Information contained in the next few pages is
intended to explain the three reports produced by
the Pay Equity Management System Software.
Look at the sample reports as you read the
following explanations. Each numbered
explanation corresponds to a shaded number on
the examples on pages three, five and six. For
informational purposes, a sample of a graph
produced with the Pay Equity Analysis software
is shown on page seven.
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Compliance Report
The statistical analysis, salary range and
exceptional service pay test results are shown
below. Part I is general information from the
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Pay Equity Implementation Report data. Parts
II, III and IV of the Compliance Report give test
results. For more detail on each test, refer to
Minnesota Rules Chapter 3920.
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Compliance Report
Explanations below correspond to shaded
numbers on page three.

6. Percentage of Female Classes Below
Predicted Pay

1. Average Maximum Monthly Salary for
Employees in Male Classes
2. Average Maximum Monthly Salary for
Employees in Female Classes
3. Overall Average Maximum Monthly
Salary for an Employee
4. Underpayment Ratio
The minimum requirement to pass the
statistical analysis test is an underpayment
ratio of 80%. The underpayment ratio is
calculated by dividing the percentage of
male classes below predicted pay (item five)
by the percentage of female classes below
predicted pay (item six). In the example on
page three, 37.5 ÷ 25 = 150%. Jurisdictions
with an underpayment ratio below 80% can
improve their score by increasing salaries
for female classes to at or above predicted
pay. More details regarding predicted pay
are on pages six through 13.
If the underpayment ratio is less than 80%, a
jurisdiction may still pass the statistical
analysis test if the t-test results (explained in
item 7) are not statistically significant. The
t-test measures the average dollar difference
from predicted pay for male and female
classes.

5. Percentage of Male Classes Below
Predicted Pay
This percentage is calculated by dividing the
number of male classes below predicted pay
by the overall total of male classes. In the
example on page three, the total of male
classes is eight, and three fall below
predicted pay. Therefore, 3 ÷ 8 = 37.50%.

This percentage is calculated by dividing the
number of female classes below predicted
pay by the overall total of female classes. In
the example on page three, the total of
female classes is four and one of those falls
below predicted pay. Therefore, 1 ÷ 4 =
25%.

7. T-Test & Degrees of Freedom
These numbers are used only for
jurisdictions with an underpayment ratio
below 80%, at least six male classes and at
least one class with a salary range. If the
underpayment ratio is 80% or more, these
numbers are not used nor are they used for
jurisdictions in the alternative analysis.
These numbers show the average dollar
amount that males and females are from
predicted pay and answer the question: Are
females paid less than males on average and,
is the underpayment of females statistically
significant?
To determine if these numbers show
statistical significance, they must be checked
against the table on page five. Find the DF
number in the “Degrees of Freedom”
column and then look across for the “Value
of T.” If the “value of t” on the compliance
report is less than the “value of t” on the
table, it means that either there is no
underpayment of female classes or that the
underpayment is not statistically significant.
If the t-test number is the same or more than
the “value of t” on the table, the
underpayment for female classes is
statistically significant and the jurisdiction
would not pass the test.
Salary increases for female classes sufficient
to eliminate statistical significance would
allow a jurisdiction to pass the statistical
analysis test even with an underpayment
ratio below 80%.
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and then look across to find the value of t at
1.746. Since our t-test number is -3.732,
well below the value of t on the table, these
results would show that on average, females
are not underpaid compared to males.

In the example on page three, t-test results
would not be used because the
underpayment ratio is above 80%, but let's
assume we needed to check these results.
First, we would find 16 in the DF column

T-Test Table
(5% Significance)
DF

Value of t

DF

Value of t

1
2
3
4
5
6
7
8
9
10
11

6.314
2.920
2.353
2.132
2.015
1.943
1.895
1.860
1.833
1.812
1.796

12
13
14
15
16
17
18
19
20
21
22

1.782
1.771
1.761
1.753
1.746
1.740
1.734
1.729
1.725
1.721
1.717

While the entire method for calculating t-test
results cannot be explained here, it is a
commonly accepted mathematical technique
for measuring statistical significance. The
formula is fairly complex, but basically it
factors in predicted pay, the dollar
difference from predicted pay and the
number of employees. The DF number is
the total number of employees in male or
female dominated classes only, minus two.

8. Average Dollar Amount Male Classes are

DF
23
24
25
26
27
28
29
30
40
60
120
Infinity

Value of t
1.714
1.711
1.708
1.706
1.703
1.701
1.699
1.697
1.684
1.671
1.658
1.645

by reducing the number of years it takes for
female classes to reach maximum salaries,
increasing the number of years for males to
reach maximum salaries, or some
combination of both. A result of 0% would
mean that either there are no male classes
with an established number of years to move
through a salary range, no female classes
with an established number of years to move
through a salary range, or both. A
description of how the salary range test is
calculated is on page 18.

Above or Below Predicted Pay

11. Exceptional Service Pay Test
In the example on page three, the maximum
monthly salary for male classes, on average,
is $2 above predicted pay.

9. Average Dollar Amount Female Classes
are Above or Below Predicted Pay
In the example on page three, the maximum
monthly salary for female classes, on
average, is $75 above predicted pay.

10. Salary Range Test
This number must be either 0% or 80% or
more to pass this test. In the example on
page three, 105.71% is passing.
Jurisdictions not passing this test can pass it
Guide to Understanding Pay Equity Compliance Tests – 10/16

This number must be either 0% or 80% or
more to pass this test. In the example on
page three, 50% is not passing. Jurisdictions
not passing this test can pass it by either
increasing the number of female classes that
receive exceptional service pay, decreasing
the number of male classes that receive
exceptional service pay, or some
combination of both. A result of 0% could
mean that fewer than 20% of male classes
receive exceptional service pay or that no
female classes receive exceptional service
pay. A description of how the exceptional
service pay test is calculated is on page 19.
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Statistical Analysis
Explanations correspond to shaded numbers below.
This report can be printed after the results are computed. The predicted pay and pay difference columns
are helpful in analyzing the cost of adjusting the salary for any given class.
1. Predicted Pay
The most simplistic definition of predicted pay is that it is the average pay of male classes at any
given point value. Predicted pay is calculated by averaging the maximum monthly salaries for male
classes in the jurisdiction. It is the standard for comparing how males and females are compensated.
Predicted pay is a mirror, or reflection, of the current compensation practice within a jurisdiction for
male classes, but is not necessarily the salary that "should" be paid at any particular point level.
Specific details of the method used to calculate predicted pay is explained in pages eight through 13.
The graph on page seven shows a “predicted pay line” and how male and female classes scatter
around that line. Predicted pay amounts are determined only from the jurisdiction itself, not from any
external factors or salaries.
2. Pay Difference
Shows the dollar amount that maximum monthly salaries fall above or below predicted pay. If a
jurisdiction does not pass the statistical test and needs to increase salaries for female classes, either to
reach an underpayment ratio of 80% or eliminate the statistical significance of the t-test, this
information is useful in calculating the cost. For example, the cost to increase the female class of
“stage manager” to predicted pay would be $6.20 per month.

1
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Predicted Pay Graph

.

Job Class Data Entry List Report
Shows the data that has been entered for computation. This report should be carefully reviewed before
computing the results. If any errors are found, they must be corrected before computing results.
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Method Used for Predicted Pay Calculation in the Statistical Analysis
The following explanation is a general description of how predicted pay is calculated but does not include
all details of the formula in Minnesota Rules Chapter 3920.

Basis of the Statistical Analysis
The definition in the Local Government Pay Equity Act for equitable compensation relationship says
“...compensation for female-dominated classes is not consistently below the compensation for maledominated classes of comparable value...”
The formula for the statistical analysis is based on three concepts found in the above definition:
comparable value, male compensation and consistently below.

I. Defining “Comparable Value”
Except for classes in the lower and upper 10% of the point range, comparable value is defined by
drawing a 20% window around the job class being analyzed. Each window extends 10% of the range
of points on each side of the class. In the example, there is a range of 200 points from lowest to
highest, so 10% would be 20 points. Each window must have at least three male classes (two of
which have different points) and must include at least 20% of all male classes in the jurisdiction. If
this criteria is not met, the window will expand at 5% increments on either side until the required
number of male classes are included. The drawing below shows one window for one class.
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II. Defining “Male Compensation” or “Predicted Pay
A. The first step in defining male compensation is to draw a "mini" regression line through the male
classes in the window.

B. The second step in defining male compensation is to look at the class being analyzed and the
same point on the mini regression line. This point is called predicted pay.
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III. Defining “Consistently Below”
A. A determination is made as to whether the class being analyzed falls above or below predicted
pay. In the example, the female class being analyzed is above predicted pay.

B. A new window is drawn when the next class is analyzed. This continues until all classes have
been analyzed.
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C. When all the classes have been analyzed, a predicted pay line is drawn.

D. The tabulation of the number of male and female classes above and below the predicted pay line is
made.
For example:
F above
F below
Total

=
=
=

3
1
4

M above
M below
Total

=
=
=

5
3
8

E. The percentage of male and female classes below predicted pay is calculated by dividing the number
of classes below by the total number of classes in each group.
Female classes:
Male classes:

1÷4
3÷8

=
=

25.00%
37.50%

F. The percentage of male classes below predicted pay is divided by the percentage of female classes
below predicted pay. This produces the “underpayment ratio.”
37.50% ÷ 25.00% = 150.00%

G. An underpayment ratio below 80% shows that female classes are compensated “consistently below”
male classes of comparable value. If the underpayment ratio is below 80%, further analysis is done to
determine if the underpayment of females is statistically significant. Using the t-test, a determination
is made whether or not the dollar difference is statistically significant. Details of the t-test can be
found on page four.
Guide to Understanding Pay Equity Compliance Tests – 10/16
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Alternative Analysis Test
The minimum requirement to pass this test is that:
a. there is no compensation disadvantage for at least 80% of female classes compared to male
classes; or,
b. compensation differences can be accounted for by years of service or performance.
On the next few pages the four possibilities that exist for inequities or a compensation disadvantage are
described.

1. A female class with higher points has less compensation than a male class with lower points.
Example: In this case, the female job class of city clerk has more points but less pay than the male
job class of maintenance supervisor.

Job Title
City Clerk
Maint. Sup.

Type
F
M

Class
Points
275
171

Max.
Monthly
Salary
$1665
$1925

The minimum requirement to correct this inequity is that the female class must have a salary at least equal
to that of the male class.
Graph illustrating inequity for female job class.
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2. A female class has the same points as a male class but less compensation.
Example: In this case, the female job class of secretary and the male job class of maintenance have the
same points but the secretary receives less pay.

Job Title
City Clerk
Maintenance
Secretary

Type
F
M
F

Class
Points
275
171
171

Max.
Monthly
Salary
$2265
$1900
$1630

The minimum requirement to correct this inequity is that the female class must have a salary at least equal
to the male class.
Graph illustrating inequity for female job class.
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3. A female class has points between two male classes but compensation is not between or above
the two male classes.
Example: In this case, the female job class of receptionist has points between two male classes but
receives less pay than either of them.

Job Title
City Clerk
Maintenance
Receptionist
Custodian

Type
F
M
F
M

Class
Points
275
171
141
111

Max.
Monthly
Salary
$2370
$1900
$1250
$1500

The minimum requirement to correct this inequity is that the female class must have a salary somewhere
between the two male classes.
Graph illustrating inequity for female job class.
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4. A female class, rated lower than all male classes, is not compensated as reasonably
proportionate to points as other classes.
Example: In this case, the retail clerk has a salary of $700 per month below the custodian but only six
fewer points. For all other job classes where there is a salary difference, there is a larger difference in
points. For example, the maintenance supervisor’s salary is $300/month less than the police officer and
there is a difference of 23 points.

Job Title
City Clerk/Admin
Police Officer
Maintenance Sup
Admin. Sec.
Custodian
Retail Clerk

Type
F
M
M
F
M
F

Class
Points
275
236
213
173
111
105

Max.
Monthly
Salary
$3800
$3200
$2900
$2400
$1800
$1100

While some difference in salary is acceptable due to the point difference, the salary for the retail clerk
with 105 points must be much closer to the salary for the custodian with 111 points. When there is a
question regarding the salary for female class or classes rated lower than all male classes, the judgment is
made on a case-by-case basis, and the main considerations are the relationship of points and pay between
other classes in the jurisdiction and past history of pay relationships that were previously in compliance.
In this case, the minimum requirement to correct this inequity would be that the salary for the retail clerk
would be approximately $1,650/month.
Graph illustrating inequity for female class.
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Salary Range Test
This is an example to show how the salary range test is calculated. It is not necessary to calculate this test
manually if the software is being used. If the software is not being used, the following steps will produce
a result for this test. Information is recorded for male or female classes only, not balanced classes. The
information for this example is taken from the Data Entry List Report on page seven.
JURISDICTION: Stageville Theatre
Step 1
Look at the “years to max” column and identify male classes with an established number of years to
move through a salary range.
Title
Stage Crew
Props Chief
Set Tech
Lighting Tech
Effects Tech
Writer
Marketing Director
7
total classes

Years to Max
5
5
5
6
6
6
4
37 total years

Step 2
Calculate the average years to reach maximum salary for male classes:

A. Total years from Step 1
B. Total classes from Step 1
C. Divide 2A by 2B

37 ÷ 7 =

37
7
5.28

average years to max

Step 3
Look at the “years to max” column and identify female classes with an established number of years
to move through a salary range.
Title
Costume Designer
Stage Manager
2
total classes

Years to Max
5
5
10 total years

Step 4
Calculate the average years to reach maximum salary for female classes:

A. Total years from Step 3
B. Total classes from Step 3
C. Divide 4A by 4B

10 ÷ 2 =

10
2
5

average years to max

Step 5
Divide 2C by 4C and multiply by 100.

5.28 ÷ 5 = 1.05 x 100 = 105%

Enter this result in Part C of the Pay Equity Implementation Report.
Guide to Understanding Pay Equity Compliance Tests – 10/16
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3
Exceptional Service Pay Test
This is an example to show how the exceptional service pay test is calculated. It is not necessary to
calculate this test manually if the software is being used. If the software is not being used, the following
steps will produce a result for this test. The information for this example is taken from the Data Entry
List Report on page seven. Information is recorded for male or female classes only, not balanced classes.
Step 1
Look at the “exceptional service pay” column and calculate the percentage of male classes receiving
exceptional service pay.
4

A. Total number of male classes where an employee
receives exceptional service pay.

8

B. Total number of male classes in the jurisdiction.
C. Divide 1A by 1B and multiply by 100.

4 ÷ 8 = .50 x 100

=

50%

If result of 1C is 20% or less, stop here and check appropriate box in Part D of report form.
If result is more than 20%, go on to Step 2.
Step 2
Look at the “exceptional service pay” column and calculate the percentage of female classes
receiving exceptional service pay.
1

A. Total number of female classes where an employee
receives exceptional service pay.

4

B. Total number of female classes.
C. Divide 2A by 2B and multiply by 100.

1 ÷ 4 = .25 x 100

=

25%

Step 3
Calculate the ratio of female/male classes receiving exceptional service pay.
Divide 2C by 1C and multiply by 100.

.25 ÷ .50 = .50 x 100

Guide to Understanding Pay Equity Compliance Tests – 10/16
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4
Tim Sandvik
Assistant City Administrator

The City of Vadnais Heights
800 East County Road E
Vadnais Heights, MN 55127

651.204.6013 Phone
651.204.6113 Fax
tim.sandvik@cityvadnaisheights.com

Memorandum:
TO:

Mayor Gunderson and City Council Members

FROM:

Tim Sandvik, Assistant City Administrator

DATE:

September 7, 2021

SUBJECT:

Kohler Road Task Force

Background
Staff will provide a verbal update on the Kohler Road Task Force at the meeting on September 7, 2021.

5
Nolan W. Wall, AICP
Planning/Community Development Director
651.204.6027 Phone
651.204.6100 Fax
nolan.wall@cityvadnaisheights.com

The City of Vadnais Heights
800 East County Road E
Vadnais Heights, MN 55127

Memorandum:
TO:

Mayor Gunderson and City Council Members

FROM:

Nolan Wall, Planning/Community Development Director

DATE:

September 7, 2021

SUBJECT:

Shared Entry-Level Planning Position with White Bear Township

Background
White Bear Township’s long-time Planner retired earlier this summer. Currently, they are using
consulting planning services and have approached the City of Vadnais Heights about potentially sharing
a full-time, entry-level position. This is an opportunity that the Township proposed and it fits
appropriately within our current budgeting process to bring forward for discussion.
An entry-level position most likely costs approximately $80,000, including benefits, and would be split
equally; so the City’s share would be approximately $40,000 annually. It is preferred that this potential
position be primarily focused on day-to-day planning/zoning tasks.
Staff believes the opportunity could have the following benefits to the organization:
• Relieves department head (Planning/Community Development Director) of many administrative
tasks (zoning permits, application review, zoning inquiries, building permit review, etc.) and
delivers a higher level of service.
• Increases resiliency within the department to respond promptly when current staff is unavailable
or out of the office.
• Allows department head to focus on developing/implementing long-range, proactive community
and economic development policies – based on City Council direction and goals.
• Fulfills the following goals in recent City Council work plans:
o Develop a proactive Economic Development Plan.
o Maintain or increase housing values through a Housing Preservation Plan.
o Maintain, retain, and attract a high performing municipal team.
o Identify and prioritize development and redevelopment opportunities.
This is an opportunity-based scenario that could add immediate value to the organization in alignment
with recent priorities and objectives for the City Council and the organization.
Finally, this scenario could be considered as a cost-benefit analysis. Currently, department head staff
reviews fence permits that could be reviewed by an entry-level position at approximately $30/hour. The
work gets completed either way, with the same level of scrutiny and review as from a more experienced,
higher paid professional. A part-time, entry-level position could conduct those types of reviews and
allows the department head more time to perform sophisticated strategic initiatives.
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