
City of WILLMAR HUMAN RESOURCE DIRECTOR 
Position Title: Human Resource Director 
Department: Administration 
Department Head: City Administrator 
Immediate Supervisor: Same 
Pay Range: _ FLSA Status: Exempt 

Purpose 

APPROVED: __________ _ 
REVISED: __________ _ 
REVISED: __________ _ 

This is a director level position, responsible for directing the Human Resources functions within the 
Administration Department. The successful applicant will be able to proactively and cohesively lead 
the depmiment's many facets in alignment with the City's core values, strategic plan, and best 
practices. It is a fundamental expectation that this position will work collaboratively with staff 
among all departments to human resource functions across the organization and develop effective 
and communicative working relationships. 

Organizational Relationships 
Communicates with: Internally - City Administrator, other department directors, City Council, 
Administrative Assistant,· Externally - other Human Resource Professionals, League of MN City 
attorneys. 

Supervises: None. 

Essential Functions 
1. Ability to identity unmet needs and proactively develop recommendations to maintain 

compliance with best practices, internal controls, and core values 
2. Assist with overseeing the formulation of City personnel policies, goals and objectives in 

alignment with City Council goals. 
3. Provide a leadership style which promotes collaboration, innovation, and a spirit of 

teamwork that fosters individual and organizational growth. 
4. Encourage and promote individual staff development to ensure the highest quality of service 

and knowledge. 
5. Develop and maintain an effective, well trained staff. Work with employees to plan staffing 

needs and participate in the selection of personnel. Promote proper training and supervision of 
all employees to provide flexibility, broaden expertise and provide overall growth and career 
development. 

6. Actively participate as an integral, engaged, contributing member of the senior management 
team and serve as a team resource in areas of human resources. 

7. Performs other duties and assumes other responsibilities as apparent or as delegated. 

Human Resources functions 
• Manages the day-to-day human resource programs to include employee relations, 

recruitment, selection, orientation, compensation, records management, position descriptions 
and evaluation systems. 

• Research and make recommendations for personnel policies and procedures in compliance 
with state and federal laws. 
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• Plan and direct administration of benefits programs; analyze existing benefits policies; 
recommend benefit plan changes. 

• Responsible Authority for the Data Practices Act as it relates to personnel. 
• Acts as member of City's Safety Committee, responsible for assisting departmental safety 

practices, programs and policies are in compliance, including safety training. 
• Manages the recruitment and selection process for City positions in conjunction with 

department heads including: advertising, screening, interviewing, testing, applicant 
conespondence and background checks. 

• Develops and revises job descriptions, establishes minimum qualifications, evaluates 
classification and compensation issues and oversees or perfmms job evaluation work. 

• Prepares and submits Pay Equity compliance reports and ensures the City meets all 
requirements. 

• Serves as internal contact for questions concerning employment issues. Provides advice and 
coaching to employees and management on a variety of issues and approves personnel 
actions regarding promotion, performance management, discipline, grievances, etc. 

• Conducts research, identifies concerns and develops proposals and responses for union 
negotiations; assists the City Administrator in negotiating the labor agreements and interprets 
and administers the contracts. 

• Reviews and analyzes state and federal laws, rules and regulations related to employment and 
labor relations to determine actions necessary for compliance and to reduce liability. 

• Oversees the development, updating and enforcement of personnel policies; ensures any 
changes are disseminated to all affected employees and provides training on policies as 
needed. 

• Oversees employee leaves of absences, including FMLA, Parenting Leave, Military Leave, 
etc; advises employees on eligibility for continued benefits during the leaves and administers 
COBRA. 

• Oversees the Workers' Compensation program, including investigating and processing 
claims, and reviewing claims for trends; identifies actions to reduce the number and severity 
of injuries and manages return to work issues. 

• Oversees and manages the grievance and discipline process in conjunction with the City 
Administrator and advises management staff on these and other performance issues and 
concerns. 

• Serves as the ADA Coordinator for Employment, Data Compliance Officer for Personnel and 
Labor Relations Data and HIPP A Privacy Officer for employee health plans. 

• Administers the City's drug and alcohol testing programs; works with outside providers for 
refenals to substance abuse professionals and compliance with relevant laws and rules. 

• Obtains market information periodically; analyzes various salary surveys and may 
recommend adjustments to the salary schedule. Oversees the City's data entry for the LMC 
salary survey. 

• Determines and recommends employee relations practices and personnel policies necessary 
to establish a positive employer-employee relationship and promote a high level of employee 
morale. 
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• Administers the City's employee benefit program including employee insurance, time off, 

holidays, etc.; works with outside insurance agents and plan administrators to ensure 
contractual requirements are met and employee concerns are resolved. 

• Manages the employee insurance renewal process and open emollment meetings and 
conducts new employee orientation; oversees benefit emollment and changes. 

• Determines FLSA status for all positions and assists in ensuring compliance with federal and 
state laws. 

• Establishes and maintains all permanent personnel files; approves all items entered and 
removed from the files. 

Other functions 
• Conduct research and makes recommendation on city-wide personnel initiatives. 
• Assume additional responsibilities as apparent or assigned. 

Required Knowledge, Skills, and Abilities 
• Thorough knowledge of personnel, labor/employee relations, policies, and practices including 

applicable federal and state laws and regulations. 
• Working knowledge of the principles and practices of public administration and a working 

knowledge of these techniques as applied to governmental activities. 
• Working knowledge of state, federal, and organization requirements. 
• Ability to develop, mentor, and coach assigned personnel. 

Competencies Common to All City Positions: 
• Develop and maintain a thorough working knowledge, and comply with all departmental and 

applicable City policies. 
• Demonstration, by personal example, of the service, excellence, and integrity expected from all 

staff in alignment with City's core values. 
• Develop respectful and cooperative working relationships with co-workers. 
• Confer regularly with and keep immediate supervisor informed of all important matters 
• Represent the City of Willmar in a professional manner to the general public, fellow co-workers, 

and outside contacts and constituencies. 
• Ability to take initiative and develop ideas in solving problems presented. 
• Experience working independently with strong self-motivation and time management skills. 
• Possess unquestioned honesty and integrity and a high sense of personal and professional ethics. 
• Ability to effectively communicate tactfully, professionally, and courteously, both orally and 

in writing. 
• Able to speak professionally and effectively in public. 

Minimum Qualifications 
• Bachelor's degree in human resources, public administration, business administration or related 

field 
• A minimum of five years progressively responsible experience. 
• Three years professional experience in Human Resources/Labor Relations 
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• Considerable knowledge of computer applications to include word processing, spreadsheet, and 

presentation software. 
• Valid driver's license with Minnesota driving privileges 
• Successful completion of pre-employment physical and drug screen. 
• Successful completion of comprehensive pre-employment background investigation. 

Desired Qualifications 
• Master's degree in public administration, business administration or related field. 
• Previous experience with public sector/municipal personnel administration. 

Working Conditions 
The physical demands described herein are representative of those that must be met by an 
employee to successfully perform the essential duties of this job. 

While performing the duties ofthisjob, the employee is frequently required to sit, use hands to 
finger, handle, feel, operate objects, tools or keyboards, speak intelligibly, hear and read. The 
employee is frequently required to stand, walk, and reach hands and arms. The employee must 
frequently move, tum, lift and carry objects weighing up to 50 pounds. Examples of lifting and 
carrying include, but are not limited to, paper, electronic equipment, books, and exhibit displays. 
Specific vision abilities required for this job include close vision and the ability to adjust focus. 
and other visual activities. Uses fine motor skills. 
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Sample Job Add 
The City of Willmar is accepting applications for a full-time Human Resources Director. This 
director level position is responsible for directing the Human Resources functions within the 
Administration Department. The successful applicant will be able to proactively and cohesively 
lead the department's many facets in alignment with the City's core values, strategic plan, and 
best practices. It is a fundamental expectation that this position will work collaboratively with 
staff among all depmiments to align internal services functions across the organization and 
develop effective and communicative working relationships. 

Minimum Qualifications: Bachelor's degree in human resources, public administration, 
business administration or related field. A minimum of five years progressively responsible 
experience. Three years professional experience in Human Resources/Labor Relations. 
Considerable knowledge of computer software. Valid Minnesota drivers license. Successful 
completion of pre-employment physical and drug screen. Successful completion of 
comprehensive pre-employment background investigation Starting Salary: $, depending on 
qualifications, plus full benefits. Application Deadline: June1 _, 2016. For more 
information and to apply, please visit www.willmarmn.gov. EOE. TTY/TDD: (320) 214-5160. 
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DATE: 

SUBJECT: 

WTLLMAR 

COUNCIL ACTION REQUEST 

May 5, 2016 

Public Works Vacation Leave Adjustment 

City Administrator 

City Office Building 
333 SW 61

h Street 
Willmar, MN 56201 

Main Number 320-214-5160 
Fax Number 320-235-4917 

RECOMMENDATION: It is respectfully requested the City Council consider the following recommendation : 

Effective at Public Works Director Sean Christensen's two year anniversary recognize his prior 13 years of 
experience for the purposes of vacation accruals setting his annual accrual rate at 15 years (25 days of 
vacation). 

BACKGROUND: Public Works Director and City Engineer Christensen began work in April of 2014 and has 
successfully completed two years of service with the City of Willmar. Currently Mr. Christensen earns 80 hours 
of vacation per year. Although that amount was agreed to at hiring, for vacation leave purposes, I believe it is 
now necessary to recognize his prior 13 years of experience. I believe this accommodation is a positive 
retention investment. 

FINANCIAL CONSIDERATION: This would not change the Public Works budget. 

LEGAL: The City Council has the authority to recognize the experience of employees and slotting them at an 
appropriate level. 

Department/Responsible Party: Larry Kruse, City Administrator 

Reviewed by: Larry Kruse, City Administrator ~.I( 



Mr. Sean E. Christensen 
2401 Davidson Avenue 
Cody, WY 82414 

Dear Mr. Christensen: 

January 23, 2014 

The Willmar City Council, at its regularly scheduled meeting of January 21, 2014, 
voted unanimously to ratify your appointment as Public Works Director/City Engineer for 
the City of Willmar. Your appointment is effective as of March 13, 2014 at a salary of 
$91,924, vehicle allowance, and $5,000 for relocation allowance. You will also receive 
ten vacation days and five days of sick leave for 2014 as well as any leave accrued 
under the labor agreements and per personnel policy. The appointment includes a 
one-year probationary period. 

I congratulate you on your appointment and look forward to having you on our 
management team. Best wishes for many years of success with the City of Willmar. 
Please do not hesitate to contact me if I can assist you in your transition to Willmar. 

CS:ap 

Cc: Tim Opdahl 

Sincerely, 

CITY OF WILLMAR 

Charlene Stevens 
City Administrator 
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