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CITY OF NEWPORT, MINNESOTA 
JOB DESCRIPTION 

 
 
POSITION:  Assistant to the City Administrator  
DEPARTMENT: Administration 
REVISED:  March 2024 
FLSA:   Exempt 
 
 
PRIMARY OBJECTIVE OF THE POSITION: 
Performs difficult administrative work assisting the City Administrator in a variety of assignments relating to the  
planning, direction, control and evaluation of the operations and programs of the City government, and related 
work as apparent or assigned.  Work is performed under the general direction of the City Administrator.  
Supervision is exercised over assigned staff. 
  
QUALIFICATION REQUIREMENTS: 
To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The 
requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable  
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
ESSENTIAL FUNCTIONS/PRIMARY DUTIES: 
Partners with the City Planning staff to coordinate and oversee the City’s building permit and land use processes; 
may review permits and plans for compliance with City Ordinances; manages permitting process working with 
City contracted building inspections services. Coordinates the City’s Rental Property Licensing Program; 
maintains all rental property records; communicates with property owners. Coordinates and manages all code 
enforcement for the city including zoning, nuisance, building, maintenance, paved driveway for new homes, and 
fire code.  
 
Supervises library and community center staff and seasonal summer staff. Manages overall day-to-day 
operations of related library and community center programs.  
 
Coordinates human resources for the City; creates job ads, job descriptions, personnel policies, and department 
policies; verifies references; performs administrative duties related to the hiring and training process; maintains 
personnel and confidential employee files; coordinates third party benefit services; chairs the Safety Committee. 
 
Gathers information, conducts research, prepares reports, and makes recommendations to the City Council and 
Planning Commission. 
 
Carries out City Council and Planning Commission decisions as directed by the City Administrator and 
participates in discussions as necessary and appropriate.  
 
Provides customer service including utility billing, bank deposits and receipts, and other basic communications.  
 
Provides administrative assistance to the City Administrator and City departments as requested.  
 
Coordinates the annual festival (Pioneer Day); chairs the committee. 
 
Remains cross-trained to perform payroll, assessment searches and utility billing in the Accountant’s absence. 
 
Other duties as assigned or apparent.  
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KNOWLEDGE, SKILLS AND ABILITIES: 
Thorough knowledge of municipal government operations and procedures; general knowledge of the 
principles, practices and techniques of public or business administration; general knowledge of City objectives, 
procedures and organization; general knowledge of standard office software and equipment; thorough 
knowledge of modern office practices and procedures; ability to devise detailed procedures and methodology; 
ability to communicate ideas effectively, both orally and in writing; ability to assess problems and situations, 
and be able to anticipate needs and evaluate alternatives; ability to concurrently coordinate and implement 
multiple programs, projects and activities; ability to conduct research, draw conclusions from data gathered 
and to prepare concise, detailed reports on a variety of subjects including planning, zoning, or administration;  
ability to act in a decisive manner, using good judgment; ability to maintain confidentiality; ability to establish 
and maintain effective working relationships with officials, consultants, employees, and the general public. 
 
EDUCATION AND EXPERIENCE: 
Bachelor's degree with coursework in public administration, planning, urban studies, or related field and 
moderate experience in local government, or equivalent combination of education and experience. 
 
PHYSICAL REQUIREMENTS: 
This work requires the frequent exertion of up to 10 pounds of force and occasional exertion of up to 25 pounds 
of force; work regularly requires sitting, speaking or hearing, using hands to finger, handle or feel and repetitive 
motions, frequently requires standing, walking, reaching with hands and arms and lifting and occasionally 
requires climbing or balancing, stooping, kneeling, crouching or crawling and pushing or pulling; 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; work requires 
preparing and analyzing written or computer data, operating machines, operating motor vehicles or equipment 
and observing general surroundings and activities; work occasionally requires exposure to outdoor weather 
conditions; work is generally in a moderately noisy location (e.g. business office, light traffic). 
 
SPECIAL REQUIREMENTS: 
Valid driver's license. 


