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Qualified persons are invited to 
apply by August 9, 2021 

An Invitat ion to 
Apply for 

City Administrator of 
Mountain Lake, MN 
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Mountain Lake, Minnesota is seeking a City Administrator  

1

General Duties: To serve as the Chief Administrative Officer of the City with authority and 
responsibility to plan, control and direct all administrative affairs for the city. To serve as the Planning 
and Zoning Administrator, with responsibility and authority to provide for orderly growth and 
development for the city of Mountain Lake. A full job description can be found on the city’s web site 
under application packet. This job is a full-time exempt position reporting directly to the Mayor and 
City Council. Salary will be based upon education and experience. 

Salary Range: $70,000 to $84,000; excellent benefits package, depending on background and 
experience.   

ANNOUNCEMENT 

POSITION PROFILE 

View the full position profile at 
www.mountainlakemn.com and 
www.mnscsc.org 
 
SEND APPLICATION  
MATERIALS TO 

Mike Humpal, CEcD 
Manager, Local Government Solutions 
South Central Service Cooperative 
2075 Lookout Drive 
North Mankato, MN  56002 
 
Office: 507-389-5107 
Mobile: 507-236-7651 
Email: mhumpal@mnscsc.org 
 

APPLICATION PROCEDURE 

To be considered for this position, an  
applicant’s file must be completed and 
received by August 9, 2021, and must contain: 

1. Cover Letter 

2. Resumé 

3. Formal City Application 

SELECTION TIMELINE 

Application deadline:  08/09/21, 4:30 pm 

Finalists selected: 09/01/21 

Interviews: 09/13–09/14/21 

Candidate selected: 09/20/21 

 

Confidentiality will be maintained unless 
applicant is named as a finalist. 
References will not be contacted until 
mutual interest is established. 
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Minimum Qualifications: A Bachelor’s degree in 
Public Administration, Urban Studies, or related field, 
two years of experience in local government 
management, and two years of experience 
supervising staff. Preferred qualifications include a 
master’s degree in Public Administration, Urban 
Studies, or related field, five years of experience as a 
City/County Administrator, at least two years 
experience in community development, finance, or 
human resources, and experience working with 
municipal electric departments. 
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Purpose and Scope 

To serve as the Chief Administrative Officer of the City with authority and responsibility to plan, 
control and direct all administrative affairs for the city. To serve as the Planning and Zoning 
Administrator with responsibility and authority to provide for orderly growth and development 
for the city of Mountain Lake. A full job description can be found on the city’s web site under 
application packet. This job is a full-time exempt position reporting directly to the Mayor and 
City Council. Salary will be based upon education and experience. 

Essential Duties 

The listed responsibilities may not include all duties performed by the individual in this position. 

1. Recommends the adoption of measures necessary or expedient for the health, safety, and 
welfare of the community and for the improvement of the organization and/or operation of 
municipal government and utilities. Enforces all laws, ordinances, and resolutions of the City 
and makes recommendations for revisions or additions as necessary. 

2. Develops City Council agendas and informational packets. 

3. Facilitates City Council, Board, and Commission meetings as required. Advises City officials, 
both elected and appointed; presents findings and serves as staff liaison to the City Council, 
the City Planning Commission, the Utility Commission, and other community and citizen 
advisory groups as requested or required. 

4. Ensures all meeting notices are posted, published, and mailed as required by law. 

5. Oversees and directs the operation of all departments and offices of the City. 

6. Provides supervision of staff. Reviews qualifications, job descriptions, conducts interviews, 
and recommends new hires. Directs orientation, training, and supervision of new staff. 
Evaluates and directs staff within City guidelines and policies. Interprets personnel rules, 
union contracts, and ensures staff accountability to policies and procedures. Provides 
interpretation of relevant rules, statutes, and policies to staff specific to their program area. 

THE POSITION 
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7. Develops and administers personnel policies; administers the City’s Pay Equity and Affirmative 
Action plans; maintains City-wide personnel files in compliance with state law. 

8. Develops and maintains position descriptions; manages recruitment, application, and 
selection efforts; monitors conformity and completes required reports for all applicable state 
and federal laws. 

9. Directs the investment of City funds, the collection and custody of City revenue, and the 
position of revenues to expenditures. Reviews and approves/denies all expenditures up to 
amount authorized by the City Council. 

10. Prepares necessary resolutions for adoption of budget and tax levies, submits required 
reports to the state, and ensures proper posting and publication as required by law. 

11. Supervises the preparation and implementation of the annual operating and capital budgets. 
Prepares and submits the annual budget and capital improvements program to the City 
Council. 

12. Serves as a voting delegate on the Central Municipal Power Agency/Service (CMPAS Board). 

13. Submits to the City Council, and makes available to the public, a complete report on the 
finances and activities of the City at the end of each fiscal year. Keeps the Council fully 
advised of the financial condition and needs of the City and makes recommendations as 
deemed desirable. 

14. Supervises the City’s purchasing and procurement function. 

15. Administers the functions of zoning, annexations, subdivisions, variances, coordination of the 
development and redevelopment review process, and similar land use requests for the City. 

Essential Duties (continued) 

To 
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Essential Duties (continued) 

To 
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16. Assists the Economic Development Coordinator with preparation and presentation of 
proposals for development of commercial and industrial expansion projects using public 
incentives. 

17. Prepares amendments to the City zoning ordinance, subdivision regulations, and City land 
use plan. 

18. Undertakes planning studies. 

19. Directs and coordinates the administration, enforcement, and interpretation of City zoning 
ordinances; responds to land use complaints; presents findings of fact regarding zoning 
ordinance violations to the City Attorney. 

20. Conducts research and prepares detailed staff reports for City variances; conducts public 
hearings for variances; prepares and publishes legal notices for public hearings. 

21. Makes formal presentations to a wide variety of groups and organizations. 

22. Prepares reports relating to municipal services, projects, and issues for submittal to the City 
Council. Makes such other reports of the activities of the City as are required by the City 
Council. 

23. Provides information and recommendations to the City Council. 

24. Represents the City at meetings and official functions. 

25. Directs special studies as required. 

26. Maintains contact with federal, state, and county agencies with regard to local relationships 
between the City government and the general public. 

27. Attendance during regular scheduled work hours and outside of regular hours as necessary. 

28. Effective and respectful communication and interactions with other employees, supervisors, 
individuals from other organizations, and the general public.  
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Desired Administrator Attributes 

1. Positive and enthusiastic — Public Relations oriented 

2. Ability to wear many hats 

3. Interest in overseeing the City’s Electric Utility 

4. Willingness to learn– experience not required, but energy and openness to learn is important 

5. Demonstrates exceptional communication skills 

6. Excellent organizational skills and detail-oriented 

7. Values community engagement and involvement 

8. Ability to manage positively and intervene in situations that require attention 

9. Has a well developed financial management aptitude 

10. Has an interest in trying new ways of doing things and is not afraid to challenge the status 
quo 

11. Be open and available to staff, Council, and community members 

12. Be knowledgeable and involved in City operations but not a micro-manager as this 
organization has many experienced staff and department heads 

13. Be honest, fair, and consistent with all 

14. Be gracious and help move the organization and community forward 

15. Have delegation skills 
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A master ’s degree in Public Administration, Urban Studies, or related field 
 

Five years of experience as a City/County Administrator 
 

At least two years experience in community development, finance, or human resources 
 

Experience working with municipal electric departments 

 
Goals and Priorities 

1. Help the City develop a plan to attract new businesses to the Mountain Lake 
Commercial Park and grow existing business in the community 

2. Foster relationships with the school district, community organizations, the 
County, and neighboring communities 

3. Lead the Council in continuing its progressive activities and support continued 
community growth 

4. After a period of transition and evaluation, modernize office practices to improve 
service quality 

5. Continue to enhance teamwork with organizational leaders and the Council 

6. Develop a budget process that is inclusive and meets the expectations put forth 
by the City Council 

7. Assist the City Council with establishing a strategic direction for the organization 
that is not only focused on the budget 

8. Kick-start the City’s succession planning process 

9. Update City code, and comprehensive plan 

10. Lead an inclusive government organization and invite Mountain Lake’s diverse 
population to get involved 

11. Develop financial stability in City’s sewer and water utilities 

 

 
 
 

DESIRABLE QUALIFICATIONS 
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Desired Attributes and Goals for the Mountain Lake City Administrator, as 
defined by the City Council 

 01 There appears to be a great deal of consensus when it comes to the 
personal characteristics each council person wants to see in the next 
city administrator. Key personal characteristics such as honesty and 
being prompt, open-minded, ethical, and respectful were important to 
all council members. The council also wants a goal-oriented, motivated 
person who is a good communicator, fair, dependable, and personable. 
The council seeks a strong leader that will support staff and someone 
that is confident with good decision-making skills. The ideal candidate 
possesses strong written and oral communication skills, with the ability 
to be a good listener. Finally, the city council would like someone who is 
confident but not arrogant, and someone who is passionate about the 
job with a willingness to continue to learn and explore new ideas. 

Personal 
Characteristics 

02 

Technical Skills 

03 

The city council’s top desired technical skills included finance and 
budgeting. These, as well as some city administration with utility 
experience, were a priority across the group. Overall management 
capabilities with some emphasis placed upon leadership and taking 
charge in a professional manner were also listed as important. The 
council wants problem-solving skills that include strong people skills 
with the ability to initiate team building amongst city staff. Also, they 
desire an administrator with the strong ability to analyze the city 
council’s objectives and goals that are best for Mountain Lake as a 
whole, and to develop and implement a plan to attain those goals. 
Finally, they want a city administrator who is willing to think outside the 
box. 

Top Priorities 

Across the board, the city council agreed on the top priorities to be 
addressed by the next city administrator in the next one to three years. 
The first priority they identified is community growth, specifically 
maintaining and growing jobs for the community. Their second priority 
is the city administrator should appropriate funds and make sound 
financial/spending decisions to hold the city levy stable.  This must be 
considered when looking at long-term infrastructure improvements 
such as wastewater ponds plus a new fire hall and EMS building. The 
final priority includes creating better communication between the city 
council, staff, and administrator, with some focus on staff evaluations 
at all levels.  This includes the review of staffing and compensation as 
it relates to the city’s overall budget. The council would also like the 
next city administrator to identify their own goals they would like to 
achieve at the same time. 
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The Organization 

The City of Mountain Lake runs on a Mayor-Council System. The City Council is composed of a Mayor and 
four Council members. Council members serve four-year terms and the Mayor serves a two-year term. 
The City Administrator is the Chief Administrative Officer of the City and is responsible for the proper 
administration of all affairs of the City. The Administrator plays a significant role in the management of the 
three utility departments — Water, Sewer, and Electric. 

The Mountain Lake Ambulance service is composed of on-call basic life support trained Emergency 
Medical Technicians and two ambulances. The Fire Department has 25 trained volunteer fire fighters and 
equipment for fire-fighting and rescue. There is also a Police Department serving the City, which has a 
Chief, three full-time officers, and one part time officer. 

Other departments of the City include the Economic Development Authority (EDA), the Library, Planning & 
Zoning, Streets and Parks, and Utilities. 

OUR GOVERNMENT 

! Tree Commission 
! Lake Commission 
! Utility Commission 

! Police Commission 
! Planning/Zoning Commission 
! Economic Development Authority 
! Library Board 

Council 

Administrator 

Billing 
Clerk 

Water/ 
Wastewater Electric 

EDA 
Director 

Police 
Chief 

Library 
Director 

Fire 
Deputy 
Clerk 

Street 
Supervisor 

Ambulance 
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Budget for the City of Mountain Lake  

 

 

 

 

 

 General City Fund Operating Expenditures  

 2020 Budget 2021 Budget 

Mayor and Council $     17,000.00 $     17,000.00 

Administration  $   246,471.55 $   260,776.51 

Planning and Zoning $       7,200.00 $       7,200.00 

Police $   402,143.67 $   411,830.82 

Public Works $   330,673.91 $   391,593.55 

Parks and Recreation $     82,274.32 $     91,621.75 

Cemetery $     54,380.76 $     49,645.26 

Other General Government $   206,057.10 $   332,234.50 

Total General City Fund $1,347,201.31 $1,561,752.39 

 

Electric Fund $3,015,598.19 $3,069,168.22 

Sewer Fund $ 954,004.05 $1,407,541.26 

Water Fund $ 840,436.71 $   868,000.00 

EDA Fund $ 148,655.25 $   161,985.17 

Library Fund $ 183,483.04 $   155,345.49 

Fire Department Fund $ 147,504.00 $   162,620.00 

Ambulance Fund $ 162,475.00 $   190,421.12 

Lake Commission Fund $   15,000.00 $     14,250.00 
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Living and Working in Mountain Lake 

 

OUR COMMUNITY 

1

Situated in southwestern Minnesota, the friendly, safe City of 
Mountain Lake has a population of 2,134 residents and is located 
in Cottonwood County. The City is situated on the four-lane 
Highway 60 corridor and is just 45 minutes to Mankato and 
access to Highway 169. It is also only 90 minutes to Sioux Falls, 
South Dakota. 

History  

The first settler, William Mason, arrived in the area in 1865 
followed by the Sioux City and St. Paul Railroad (now the Union 
Pacific) in 1871. Between 1873–1880, the area settled rapidly with 
the arrival of nearly 1,800 Russian Mennonite immigrants. The 
town was not officially incorporated until 1886. By that time, 
Mountain Lake was a thriving village and a center for homes, 
businesses, education, commerce, and service. 

Today, Mountain Lake enjoys a strong sense of its past while 
looking to its future. The historical Heritage Village, on the city's 
southeastern edge, remembers the challenges German and 
Russian immigrants faced as they built new lives. The 
descendants of those nineteenth century immigrants enjoy a 
culturally diverse community with the recent addition of 
Mountain Lake's newest immigrants, the Laotian, Hispanic and 
Hmong. The community continues to reflect the agricultural base 
on which it was founded. 

Demographics 

As of the 2010 census, there were 2,104 people, 829 households, 
and 526 families residing in the city. The population density was 
1,375.2 inhabitants per square mile (531.0/km2). There were 923 
housing units at an average density of 603.3 per square mile 
(232.9/km2). The racial makeup of the city was 82.8% White, 0.8% 
African American, 0.2% Native American, 10.3% Asian, 0.1% Pacific 
Islander, 3.9% from other races, and 1.9% from two or more races. 
Hispanic or Latino of any race were 10.7% of the population. 

There were 829 households, of which 31.4% had children under 
the age of 18 living with them, 49.9% were married couples living 
together, 9.4% had a female householder with no husband 
present, 4.1% had a male householder with no wife present, and 
36.6% were non-families. Of all households, 34.0% were made up 
of individuals, and 18.3% had someone living alone who was 65 
years of age or older. The average household size was 2.48 and 
the average family size was 3.16. 
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Living and Working in Mountain Lake (continued) 

 

  

Mountain Lake Public School  
(K–12) has a student ratio of 
approximately one teacher to 
every 15 students. 

Mountain Lake 
Christian School is 
inter-denominational 
and serves students 
PreK–12. 
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Education 

The City of Mountain Lake is proud to be home to two strong schools. Mountain Lake Public 
School houses approximately 500 students from Kindergarten through 12th grade and has a 
student ratio of approximately one teacher for every 15 students. Mountain Lake Public School 
offers students a wide variety of after-school sports and activities in fine arts and FFA. They also 
offer a challenging academic curriculum that is engaging, adaptable to a variety of learning 
styles, and tied to Minnesota State Education Standards. 

Mountain Lake Christian School is an inter-denominational, PreK-12 school whose goal is to 
provide excellence in education while instilling humility in Christ.  
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Living and Working in Mountain Lake (continued) 
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Recreation 

Mountain Lake is equipped with great opportunities 
for family fun and recreation.  

The Mountain Lake City Park, in the center of town, 
was a gift from the railroad with the stipulation that 
the site remains as a park. Amenities of the park 
include a shelter house, gazebo, picnic tables, play 
equipment, restrooms, basketball/volleyball courts, a 
Veteran’s Memorial, and a bandshell. This park plays 
an important role in the activities of the community, 
especially the Pow Wow celebration, an annual 
celebration with an abundance of family activities. 

Another City park, Lawcon Park, features a 9-hole 
disk golf course, new playground equipment, a fire 
ring, a picnic shelter, a boat landing, and a fishing pier. 
There are over 12 varieties of edible fruits and berries 
including plums, raspberries, currants, elderberries, 
serviceberries, and apples planted in three plots in 
Lawcon Park. The park sits right across the street 
from the Island View Campground which features 18 
camping sites, water, sewer, and electrical hookups, 
restrooms/showers, and free Wi-Fi. 

The 220-acre shallow Mountain Lake was created in 
the late 1930’s through the collaborative efforts of the 
Village of Mountain Lake and the Works Progress 
Administration. Its watershed is home to numerous 
plant and animal species. The paved walking trail 
makes its way around a great portion of the lake. 

Heritage Village, on the southeast edge of Mountain 
Lake, was established in 1972 to remember and 
celebrate the Russian-Mennonite and German-
Lutheran immigrants that were early settlers in the 
area. Visitors can stroll through 21 buildings filled with 
displays depicting pioneer life. Many of the buildings 
were built in the 19th century and have been 
preserved and restored. Heritage Village is open from 
Memorial Day through Labor Day, and there is a 
festival of ethnic food, fun, and entertainment every 
second Saturday in September. 

 

 

 

 

Bandshell at  
Mountain Lake City Park 

Lawcon Park features new 
playground equipment 

A paved walking trail allows for 
great views of Mountain Lake 

Heritage Village celebrates early 
settlers in the area. 
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Living and Working in Mountain Lake (continued) 

 

THE COMMUNITY/COUNTY 

To City/County is an outstanding community/region to reside and raise  a family.  Statement about 
educational opportunities.  Statement about employment opportunities, sectors.  Housing options available. 
For more information visit the Chamber of Commerce and Economic Development or County Website. 

www.website.org 
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Healthcare 

Providing quality healthcare services to the residents 
and visitors of Mountain Lake is the Sanford Health 
Mountain Lake Clinic. Sanford’s Family Medicine 
specialists provide care for the whole family including 
annual physicals, baby wellness, regular check-ups, 
vaccinations, and much more. The Clinic also provides 
mammography services. 

Folks can find hospital services at the nearby Windom 
Area Hospital, which is also part of the Sanford Health 
System and approximately 15 minutes away. 

 

 
Economic Vitality 

Mountain Lake enjoys a growing industrial base. A business/manufacturing subdivision with 
utilities was annexed and platted in 2018. The site (pictured below) has direct access to 
Highway 60 and is poised to provide economic development and job growth for Mountain 
Lake residents. The Mountain Lake Economic Development Authority and the Chamber of 
Commerce are ready and able to assist any business wanting to expand, relocate, or start-up 
and help advance the economic and civic well being of the Mountain Lake area. 
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Our Community At A Glance 

 

 

Education 

Mountain Lake Public School 

enjoys a 20 to 1 student/teacher 

ratio, while the ratio is 15 to 1 at 

Mountain Lake Christian School. 

Demographics 

As of the 2010 census, there 

were 2,104 people, 829 

households, and 526 families 

residing in the city.  

Employment 

Major employers include 

Mountain Lake Public Schools 

and Good Samaritan Village. The 

median household income in 

Mountain Lake, MN is $47,045. 

Healthcare 

Quality healthcare services are 

provided to Mountain Lake 

residents and visitors by Sanford 

Health Mountain Lake Clinic.  

Retail 

The City is also home to a 

number of unique dining and 

shopping options as well as 

numerous other annual activities 

put on by the Chamber of 

Commerce. 

Childcare 

Mountain Lake’s youngest 

residents are well cared for by 

three local daycares: Country 

Kids, Little Care Bears, and  

Town and Country.  

Housing 

Mountain Lake has approximately 

900 homes and apartments within 

the city. Units rent from $250 - 

$975. The average home price is 

$60,000. 

Green Space 

The City has four different parks 

for you and your family to enjoy, 

The 220-acre Mountain Lake, 

which is surrounded by a paved 

walking trail, is a popular for 

fishing, boating and swimming. 

Recreation 

Residents and visitors enjoy 

access to area lakes, a golf course, 

campground, ice-skating rink and 

miles of biking and walking trails. 



 

Connect with Us  Telephone 

www.mountainlakemn.com 

  City of Mountain Lake, MN 

930 Third Avenue 

Drawer C 

Mountain Lake, MN 56159 

507-427-2999 

 

 


