
CITY OF INVER GROVE HEIGHTS 
A G E N D A  

CITY COUNCIL WORK SESSION 
MARCH 5, 2018 6:00 PM 

INVER GROVE HEIGHTS CITY HALL 
COUNCIL CHAMBERS 

A. CALL TO ORDER – MAYOR TOURVILLE
1. FIRE STATION UPDATE
2. COMMUNICATION STRATEGIES
3. SHORT TERM RENTAL

B. ADJOURN 



Item 1  

Fire Station Update – 

No handouts 



CITY OF INVER GROVE HEIGHTS 

MEMORANDUM 

TO: Mayor & City Council 

FROM:  Joe Lynch, City Administrator 

SUBJECT: Communications Division Strategies 

DATE: March 1, 2018 

Encl: Communications Manager position description (draft) 
Marketing Coordinator position description (draft) 

Background: 

I have been continually in communication with the City Council about my concern 
for and recommendation to improve our communications, both internally and 
externally.  I have requested a position in each of the last three (3) budgets and 
have not yet achieved the ability to handle our communications in a 
comprehensive and coordinated manner. 

This is my plan to achieve the objective to have our communications and 
marketing handled by persons with the knowledge, skill and ability to develop a 
Comprehensive Communications Plan and to work with Department Heads, 
supervisor and other staff to carry that plan out for the City. 

We are attempting to handle our communications through a very diffuse system 
with various positions; the Adm. Services Coordinator, City Clerk, Government 
Administration Interns and Department Heads and others attempting to make do 
while doing their other full-time duties. 

We currently have a P.T. Marketing Coordinator position budgeted in 2018.  This 
is a 30 hour a week position.  We have been without a Marketing Coordinator 
since the death of incumbent in September 2017.  We have staff who have 
picked up the duties of this position and filling in admirably, but this is not the 
best situation because communications is not their forte and usually is lower on 
the priority list of things to get done behind the regular aspects of the job. 

We have no comprehensive Communications Plan.  We do not have a 
coordinated effort through centralized services for communications. 



The Council has asked staff to develop and establish standards for things such 
as a Power Point Presentation form and establishing a standard and expected 
response times for dealing with complaints. We should expect at least the same 
for and from our communications. 
 
What’s covered 
 
The following are examples of what we are currently managing through this 
system of part time, occasional, communications management: Website 
management, maintenance and edits, social media information and responses 
for the City including Facebook, Twitter and others, our newsletter, Insights, is 
very popular and has grown in terms of size and need for information on a bi-
monthly basis, Press Releases, news articles/responses to media inquiries 
marketing to our VMCC, Golf Course and recreation program customers, 
marketing to trail and parks users, Disc Golf Course users and bike trail 
enthusiasts, annual Reports to County, State and Federal agencies as a 
requirement for funding or reporting (Annual Utility Report, Audit Communication, 
GASB Reporting, Grant Funding) 
 
What’s needed 
The following are examples of items that have not been addressed and are 
needed or desired:  Police Department social media presence including their own 
Facebook and Twitter, Fire Department social media presence including their 
own Facebook and Twitter, an internal communications device for city 
employees, transportation/construction project communications to neighborhoods 
about the timing/calendar, delays, and detours/closings.  As mentioned above, 
we do not have Master Communications Plan – establishing standard format, 
style, and text.  We also need to market to our community and others in the 
Metro area about access to a regional amenity -Heritage Village Park, access to 
the Mississippi River National Park area, our newest addition of a Dog Park and  
economic development marketing of properties and locations in city for 
development/redevelopment 
 
Strategy 
I recommend that we establish a Communications Manager position in addition 
to Marketing position.  This position would report to City Administrator and the 
Marketing Coordinator position, which is already established, would report to the 
Communications Manager.  The Marketing Coordinator position was part of 
Compensation/Classification Study and is fully funded for 2018.  I have had 
Bjorkland Compensation Consulting review both positions through our 
Classification and Compensation Plan, as well as ensuring compliance with 
Comp Worth.  Both are reflected in the salary scales presented. 
 
The Communications division would work with the Department Heads on 
establishing the Master Communication Plan and then individualizing it for each 
Department needs. 



The Communications Manager would work with Police and Fire Departments on 
establishing the social media outlets and management of information.  Both 
positions would work to create an internal communications medium for providing 
information to employees 
The Communications Manager would manage the website and coordinate the 
City’s  Facebook and Twitter accounts, posts, links and updates. 

Costs 

Marketing Position – report to Communications Manager 
This position is currently in the 2018 budget.  10% ($ 8,373) of the cost is 
allocated to Recreation and 90% ($75,353) of the cost is allocated to the VMCC. 
This is a Part Time, 30 hour a week, benefitted position. 

As a recommendation, the Communications Manager position would be 
established at a proposed pay scale of $81,600 - $103,688.  At the initial step, 
which is where we would start the position, the full cost of salary plus benefits is 
$104,880. 

Funding 

The proposal is to fund the Communication position in the following manner: 

Department allocations: Administration, Finance, Community Development, and 
Public Works would each contribute $5,000 each ($20,000 total). 
The Police and Fire Departments would contribute $10,000 each ($20,000 total). 
The Sewer and Water Funds would contribute $20,000 each ($40,000 total). 
The Sustainability Funds would contribute $20,000 and the Recycling Grant for 
Dakota County would contribute $10,000.  The Dakota County Grant funding is 
budgeted $30,000 higher than it was in 2017 due to the expectations that the city 
do more education and information about several programs including organics 
collection, as well as a reflection of the amount of money that the city has spent 
in the past for these activities. 

The total collected from all of these sources is $110,000 

In recent discussions with all Department Directors, to a person, they support 
the need for this position and centralization of all of our communication efforts, 
as well as the recommended funding for this position in 2018. 

No additional funding is needed for 2018 for establishing both positions.  There 
is no impact to the Tax Levy. 



Recommendation 
 
Authorize the City Administrator to proceed with advertisement for both positions, 
seek candidates and proceed with the process to hire both positions. 
 
 
 
 



 

                 CITY OF INVER GROVE HEIGHTS 
                                                  JOB DESCRIPTION 
 
Job Title:  Communications Manager  Exempt Status:   Exempt 
Revision Date: March 1, 2018 Department:       Administration 
Last Classification Review:  March 1, 2018 Reports To:        City Administrator 
 
Job Summary: 

Under the direction of the City Administrator, the Communications Manager is responsible for all aspects of the City’s 
internal and external communications activities, including print and social media and public relations.  Position 
responsibilities include the development and implementation of the City’s Communications Plan, and managing the 
communications and marketing functions and staff.   

Supervisory Responsibilities: 
 
Direct Supervision: Marketing Coordinator 
Indirect Supervision:  Communications and/or print media consultants, contractors, and temporary staff  
 
Essential Duties and Responsibilities: 

Manages and oversees the City’s Communications functions. 
• Develops and oversees the implementation of the City’s Communication Plan; presents Plan and objectives to 

Council and staff annually.  Monitors and coordinates related efforts of City staff to ensure overall adherence.  
• Manages the Marketing Coordinator position to ensure effective marketing and advertising of city programs and 

services. 
• Manages the City’s website; ensures maintenance, functionality, usability within ADA regulations and 

standardization amongst departments.  
• Oversees City’s website contract and services with third party vendor. 
• Manages social media including but not limited to Twitter, Instagram, Facebook; provides oversight to various 

department Facebook and other social media accounts. 
• Responsible for the management and coordination the City’s bi-monthly newsletter, including compiling, 

writing/editing news articles, and coordinating copy, production, and mailings. 
• Researches and implements the creation of an internal communication device for employees to update staff and 

call attention to programs/products or services available.       
• Coordinates with the cable commission on outreach programming and targeted marketing activities. 

Conducts and performs activities and assists in implementing public relations and public information services for the City. 
• Assists Administration in addressing sensitive public relation issues; provides guidance to other City departments 

and the Police Department’s Public Information Officers. 
• Writes press releases, articles, and creates posts to website or social media outlets to provide public information 

concerning City initiatives or issues. 
• Acts as the City’s spokesperson as directed by the City Administrator. 
• Responds to citizen and council requests and concerns. 

Administers Communications budget and expenditures. 
• Prepares budgetary requests and makes recommendations to the City Administrator. 
• Prepares Communications budget in conjunction and in coordination with the City Administrator. 



 
• Reviews and approves expenditures and submits invoices for payment. 
• Negotiates with vendors providing contracted services.   
• Monitors department revenues. 
• Serves as an adjunct member of the City’s Administration team.  Provides support and feedback for City 

initiatives, issues and/or special projects.  Performs special projects as delegated by the City Administrator. 
 

Performs other duties of a comparable level or type, as required.   
 
Minimum Qualifications:  
 
Requires a minimum of a Bachelor’s Degree in Communications, Marketing or related field and at least 5 years of work 
experience in the areas of government, business, and public communications or an equivalent combination of education 
and experience.  Requires a valid driver’s in the State of MN.  
 
Desired Qualifications: 
 
Five years of experience in managing an organization’s communication, public relations and marketing efforts and have 
government experience.  
 
Essential Knowledge And Specialized Subject Knowledge Required To Perform The Essential Functions 
Of The Job: 

• Pertinent federal, state, local laws and codes. 
• City government organization, City administrative policies and procedures. 
• Computer applications within the department and general business/office productivity software. 
• Website management and social media processes and procedures. 

 
Essential Skills Necessary To Perform The Work: 
 
• Oral and written communications.   
• Public relations, presentational, public information, and social media skills. 
• Organizational and time management skills. 
• Project management skills. 
• Using and operating computers and utilizing general business productivity software/applications (e.g. word 

processing, spreadsheets, presentational software, email, etc.). 
 
Work Environment: 
 
Works in a public service environment. Will deal with clients and public requiring judgment and discretion when dealing 
with the public matters that can involve some disagreeable human interactions.  

Physical Job Requirements: 
 
Employee is required to occasionally stand and walk; frequently sit, reach with hands and arms, and use hands/fingers 
dexterously.  Exerting up to 25 pounds of force occasionally and/or a negligible amount of force frequently or constantly 
to lift, carry, push, pull or otherwise move objects, including the human body.   

_________________________________________________________________________________________________ 

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned 
to the position. 



 
 

__________________________________________________                    ________________________ 

Department Head’s Signature                                                       Date 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a 
logical assignment of the position.   The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job 
change. 

The City is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will provide 
reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 

 

 
 
 



 

                 CITY OF INVER GROVE HEIGHTS 
                                                      JOB DESCRIPTION 
 
Job Title:  Marketing Coordinator Exempt Status:   Non-exempt 
Revision Date:  March 1, 2018 Department:       Administration 
Last Classification Review:  March 1, 2018 Reports To:        Communications Manager 
 
Job Summary: 

Under the direction of the Communications Manager, the Marketing Coordinator is responsible for coordinating and 
implementing all marketing and advertising requirements and activities for the Department of Parks and Recreation 
including the Veterans Memorial Community Center and Inver Wood Golf Course to increase public awareness of City 
programs/services, to increase program participation; increase revenues and appreciation or value of City amenities.  
Assists the Communications Manager in providing marketing and communications support for other departments and 
City-wide programs, publications and social media.    
 
Supervisory Responsibilities: 
 
Direct Supervision: None 
Indirect Supervision:  None 
 
Essential Duties and Responsibilities: 

Designs, coordinates and edits the seasonal Parks & Recreation brochure to promote all park and recreation programs, 
events, leagues and amenities. 

• Receives and reviews descriptions and copy from recreation coordinators. 
• Edits and organizes copy. 
• Takes photos for the publication. 
• Adds, deletes copy and solicits advertising for the brochure. 
• Assembles and directs the printer to produce the marketing material and for distribution to City residents and 

businesses. 
 
Manages social media sites (e.g. Facebook, Twitter, Instagram) for Parks and Recreation programs and other departments 
as assigned, including site content, proper message/intent, and responds to site questions from the public and staff in 
conjunction and coordination with the Communications Manager. 

 
Manages the Park & Recreation portion of the City’s website in coordination with the Communications Manager. 

• Creates content. 
• Makes content interactive and easy to navigate. 
• Monitors and updates site information. 

 
Assists in creating marketing materials including post cards, trifolds and flyers.  Distributes and promotes department 
programs and services through mailings, email, and internal marketing or other sources.  Collaborates with department 
staff and managers to gather materials, facilitate communication and marketing efforts. 
 
Creates outside ads for newspapers, magazines and external websites. 
 
Manages the marketing budget established for the Parks and Recreation department marketing services. 
 



 
 
Assists the departmental personnel in compiling, analyzing program feedback and evaluation through participant/public 
surveys. 
 
Assists the Communications Manager in providing marketing and communications support for other departments and 
City-wide programs, publications and social media.    
 
Completes marketing and communications projects as assigned and provides back-up assistance to the Communications 
Manager to ensure timely communications to the public including posting of press releases on social media.   
 
Performs other duties of a comparable level or type, as required.   
 
Minimum Qualifications: 
  
Requires a minimum of an Associate’s Degree (Bachelor’s preferred) in Marketing, Communications, Graphic Arts or a 
closely related field and 2 years experience in marketing, communication or directly related experience; or an equivalent 
combination of education and experience to perform the work, and a valid MN driver’s license.  Desired qualifications 
include 2 years’ experience with creating graphics, web design, desktop publishing and related publishing tools and 
resources.  
 
Essential Knowledge And Specialized Subject Knowledge Required To Perform The Essential Functions 
Of The Job 
 
• Fundamentals and practices of marketing and communications management. 
• Principles, techniques and methods and approaches to marketing design, implementation and analysis. 
• Principles, techniques, standards and approaches to graphic design, desktop publishing, photography and print 

management. 
• Knowledge of the City of Inver Grove Heights’ communication plan and the Park & Recreation Department’s vision, 

mission and marketing actions plans, objectives and goals in alignment with that plan. 
• Knowledge of social media approaches, vehicles and outreach techniques. 
• Web design and website maintenance. 
• Knowledge of business productivity software, and specialty software/applications (i.e. Adobe, Max Enterprise, Civic 

Plus, etc.). 
 
Essential Skills Necessary To Perform The Work: 
 
• Advanced communication, presentational, and writing skills. 
• Interactions require persuasion, instruction and working with others to gain cooperation and understanding of 

marketing issues/needs/initiatives consistent with the objectives and vision of Park & Recreation. 
• Advising and makes recommendations to managers and staff concerning marketing and communication efforts and 

approaches.  
• Creating digital content and marketing. 
• Implementing and coordinating public relation and communication programs and initiatives. 
• Project and time management. 
• Writing, editing, producing copy and communicating department initiatives and programs to the public. 
• Managing social media and websites to promote, inform and market programs, services, and amenities of the 

department. 
• Performing desktop publishing, layout, design, photography and print management. 
• Utilizing and operating web based and graphic design software and applications. 

 
 



 
 
 

Work Environment: 
 
Work is of an administrative nature.  Duties are performed primarily in a City office setting, where there are minimal 
hazards and risks associated with the performance of assign responsibilities. 
 
 Physical Job Requirements: 
 
Employee uses hands and fingers dexterously to handle or feel continuously; frequently sits, talks, hears and listens ; on 
occasion stoops, kneels and/or crouches in the performance of the job.  Exerting up to 25 lbs. pounds of force 
occasionally, and/or a negligible amount of force constantly to lift, carry, push, pull, or otherwise move objects, including 
the human body.  
____________________________________________________________________________________________ 

This Position Description reflects an accurate and complete description of the duties and responsibilities assigned 
to the position. 

__________________________________________________                    ________________________ 

Department Head’s Signature                                                       Date 

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a 
logical assignment of the position.   The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job 
change. 

The City is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the City will provide 
reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 

 

 






























































