


CITY OF 

airTt 
TO: 

PROGRESS MEET 

Honorable Mayor Zieman 
Members of the City Council 

FROM: Todd Prafke 
City Administrator 

RE: Department Presentations: Finance Department 

ACTION/RECOMMENDATION 

None needed. For Council information and discussion only. 

BACKGROUND 

Memorandum 

DATE: 4/16/20 

The workshop on Monday evening will feature Finance Director Sally Vogel who will provide an 
update on activities in the Department. 

Please feel free to contact me if you have any questions or concerns on this agenda item. 

TP/bal 







Memorandum 

TO: Todd Prafke DATE: 04/16/20 
City Administrator 

FROM: Joey Schugel 
Recreation and Leisure Services Director 

RE: Library Supervisor Position Description 

ACTION/RECOMMENDATION 

None needed. For Council discussion and review only. 

BACKGROUND 

As you know, it is our practice to review all position descriptions whenever a position becomes 
vacant. This is done to ensure the minimum and desired qualifications, physical requirements and 
information about the essential job functions all accurately describe the position . 

We currently have a vacancy in the position of Library Supervisor. Upon review of the position 
description, only a couple of changes are recommended. These changes are recommended to 
be added to the essential functions for which this position is responsible and include the following: 

• Provide professional development training for library staff 
• Plan, direct, and supervise the Library's acquisitions and collection development 

I believe this modified description best meets the current duties of the position. The Council last 
discussed and modified this description in 2017. At that time it is my understanding discussion 
centered around a few duty items, but was more driven by a review in organizational structure 
related to the recruitment of a new Recreation and Leisure Services Director. If adopted at your 
next Council meeting, the recruitment process to fill this vacant position would be implemented 
using the updated description. 

Please feel free to contact me should you have any questions or concerns on this agenda item. 

JS/ 



POSITION TITLE: 

DEPARTMENT: 

SUPERVISOR: 

OVERVIEW OF POSITION: 

CITY OF SAINT PETER, MINNESOTA 
POSITION DESCRIPTION 

PAY EQUITY POINTS: 2!17~3==== 
LIBRARY SUPERVISOR 

RECREATION AND LEISURE SERVICES 

RECREATION AND LEISURE SERVICES DIRECTOR 

Under the direction and general supervision of the Recreation and Leisure Services Director, the 
Library Supervisor supervises the operation of the library and is responsible for assisting in the 
development, implementation, monitoring and evaluation of youth and adult all Library programs 
and activities. 

ESSENTIAL JOB FUNCTIONS: 

g,Provide an inviting atmosphere for patrons and ensure high quality customer service. 

Plan, direct and supervise Library programs, activities, and events in a positive and safe 
environment to meet the needs of a diverse community and promote library usage. 

Analyze community needs; research and develop new strategies to meet those needs. 

Recruit, interview, train and supervise library staff. 

Provide professional development training for library staff. 

Promote and market Library services and programs as part of the Recreation and Leisure 
Services Department using a variety of communication tools. 

Evaluate Provide for evaluation of Library programs. 

Research and recommend new programs, activities and events. 

Communicate with City and community boards and committees as directed. 

Assist in the preparation of the Library operational and program budgets. Monitor 
revenues and expenditures to keep within the approved budget guidelines. Oversee use 
of petty cash funds. 

Act as the City'sRecreation and Leisure Services Department liaison to Friends of the 
Library and other literacy and library focused organizations. Coordinate with groups to 
best address the literacy and library needs of the community. 

Coordinate scheduling of various facilities, equipment and personnel. 

Inspect and assess program equipment and technology application needs as needed. 

Make recommendations on purchase and replacement of Library materials and 
equipment. 
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CITY OF SAINT PETER, MINNESOTA 
POSITION DESCRIPTION 

Plan, direct, and supervise Library acquisitions and collection development. 

Assist in the preparation of written communications relative to library programs, including 
preparing news releases, informational bulletins, and other written communications 
designed to interest and inform the public. 

Maintain organized files and provide reports 

Perform related duties as assigned or apparent. 

REQUIRED INTERPERSONAL SKILLS: 

Ability to~ communicate effectively both orally and in writing; provide leadership ability; accept 
responsibility; secure the confidence of recreation participants; maintain confidentiality as 
needed; demonstrate tact; deal with the public; interact appropriately with other staff; interact 
positively with the public, staff, and with diverse groups and individuals; interact positively and 
ability to apply effective conflict resolution techniques; and, work independently with minimal 
supervision. 

ESSENTIAL PHYSICAL REQUIREMENTS: 

The Library Supervisor is required to be capable of performing the following physical functions 
or a combination thereof for any given workday. 

Speak, read, write and understand English. 
Hearing normal or corrected to normal. 
Eyesight 30/40 or corrected to 30/40 in one usable eye or both eyes together 
In an 8 hour day, sit for up to 8 hours and/or stand for up to 8 hours. 
Frequently bend, stoop, squat, crouch, kneel, and balance. 
Occasionally reach above shoulder level. 
Use hands for simple grasping and fine manipulating. 
Ability to perform repetitive motions of the hands and wrists for up to 8 hours. 
Ability to operate a computer keyboard for up to 8 hours in a workday. 
Ability to lift and carry up to thirty (30) pounds. 

MINIMUM QUALIFICATIONS: 
Bachelor's Degree in Library Media Science, Education or related field. 
Two years demonstrated of experience in provision of •.vith library operations. 
Two years demonstrated programming experience in libraries, recreation, educational or 
related area, or equivalent. 
Demonstrated pP.ersonal fGomputer experience. 
Valid gQriver's !hicense. 
Experience working with the public. 

DESIRED QUALIFICATIONS: 
Demonstrated experience of Ttwo or more years demonstrated experience in provision 

of library operations. 

_-_Two or more years of demonstrated ef..employee supervisory-experienceexperienoe. 

'7 
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-CITY OF 

aint 
TO: Honorable Mayor Zieman 

Members of the City Council 

FROM: Todd Prafke 
City Administrator 

RE: Park Naming Process 

ACTION/RECOMMENDATION 

None needed. For your information and discussion. 

BACKGROUND 

Memorandum 

DATE: 4/16/2020 

Members may recall that you took action to name a new park off your agenda a couple of months 
back. Staff was asked to put the process for naming of parks on your Goal Session agenda; 
however, since the session was cancelled, I have included this item on the agenda for your 
workshop. I believe the suggestion from that meeting was for further discussion on the process 
for naming. 

Information that was included in your packet for that Council meeting is attached as is the 
ordinance listing the duties of the Park and Recreation Advisory Board. You will note that the 
Code does not specifically state the Board is responsible for naming parks. Your City Code does 
not assign that duty to any specific Board or the City Council. 

From a historical and maybe more practical view, parks have been named in three primary ways. 
One of which is a name solely determined by the Council. An example of this was Community 
Spirit Park. In this instance you had a "contest" for the naming and that contest was 
sponsored/directed by the City Council. A second path has been recommendations from the Park 
Board. An example of this is Gault Park which as a part of the recommended acceptance of land, 
the park use/design and name was accepted by the Council. Lastly, I believe, although I have 
struggled to find an example of this, a park has been named through Planning and Zoning as a 
part of acceptance of a final plat. 

Another note of interest, the current dog park (east of the river) does not have a name and while 
it is a park, a dog park, it is on leased land and was thought of more as leased land after a really 
arduous process to site a dog park. Therefore we did not have the same discussion that occurred 
as compared to other "parks". 

Lastly, there is no Code citation that I can find that says parks must carry a name. I think it is 
logical that they do have a name, and not just an address, but there is no rule that says they must. 



I don't believe that there is a right or a wrong starting point for the discussion on a name of a park 
or whether it is just a Council action or a recommendation through some other commission or 
board of the Council. I do think it is logical to name parks and that it is ultimately something, 
whether a standalone action or as a part of acceptance of a donation, a plat or other process that 
should be approved by the Council. 

My goal for this meeting would be to focus you on a process and determine the best way to codify 
or develop policy around that preferred process. Lastly, to complete the discussion on the name 
of the dog park, whether through a new process or based on the action already taken. 

Please feel free to contact me if you have any questions or concerns about this agenda item. 

TP/bal 

ID 



DIVISION 4.- PARKS AND RECREATION ADVISORY BOARD 

Sec. 2-460. -Continued. 

A Parks and Recreation Advisory Board is hereby continued to study the needs of the City in 

the area of public parks and recreational programming and to make recommendations to the 

Council on park and recreational policies. 

(Code 1989, § 2.21; Ord. No. 157(2nd Ser.), § 9, 12-12-1988; Ord. No. 360(2nd Ser.), § 1, 1-12-2004) 

Sec. 2-461.- Composition. 

The Parks and Recreation Advisory Board shall consist of 11 members. Two members shall be 

members of the City Council and each of these members shall be appointed for a one-year term. 

One member shall be recommended by the Saint Peter School District #508 Board from their 

members or staff and shall be appointed for a one-year term. All remaining members shall be 

appointed for three-year terms. All members of this Board shall be appointed by the City Council. 

In addition to these 11 members, ex-officio nonvoting members of the Board shall be the 

Recreation and Leisure Services Director, the Public Works Director and the City Clerk­

Administrator. Vacancies during the term of any member shall be filled by the Council for the 

unexpired portion of the term. 

(Code 1989, § 2.21; Ord. No. 157(2nd Ser.), § 9, 12-12-1988; Ord. No. 360(2nd Ser.), § 1, 1-12-2004; 

Ord. No. 36 (3rd Ser.), § 1, 5-14-2018) 

Sec. 2-462. - Meetings. 

Subd. 1. The Parks and Recreation Advisory Board shall meet as needed either upon call by 

its membership or upon request of the Council. 

Subd. 2. The Board shall elect from its members officers as needed including a Chairman, 

Vice-Chairman, and a Secretary. The Chairman shall preside at all meetings of the 

Board and the Vice-Chairman shall preside in his absence. The Secretary shall take 

minutes of the meetings and be responsible for such duties and obligations as 

directed by the Board or Chairman. 

(Code 1989, § 2.21; Ord. No. 157(2nd Ser.), § 9, 12-12-1988; Ord. No. 360(2nd Ser.), § 1, 1-12-2004) 

II 



Sec. 2-463. - Duties and responsibilities. 

The duties and responsibilities of the Parks and Recreation Advisory Board shall include, but 

are not limited to, the following: 

(1) Review and make recommendations on park policy to the Council; 

(2) Review the need for additional park land; 

(3) Prepare a park land acquisition and development plan; 

(4) Prepare a capital equipment and improvement program for the park system; 

(5) Make budget recommendations annually; 

(6) Study and recommend park utilization; 

(7) Study and meet with other governmental organizations and bodies on use of 

parks. 

(Code 1989, § 2.21; Ord. No. 157(2nd Ser.), § 9, 12-12-1988; Ord. No. 360(2nd Ser.), § 1, 1-12-2004) 

Sees. 2-464-2-494. - Reserved. 
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C ITY OF 

TO: Honorable Mayor Zieman 
Members of the City Council 

FROM: Todd Prafke 
City Administrator 

RE: League of Minnesota Cities Conference 

ACTION/RECOMMENDATION 

None needed. For Council information and discussion only. 

BACKGROUND 

Memorandum 

DATE: 4/16/20 

The annual League of Minnesota Cities (LMC) conference will take place in St. Paul on June 
24-26, 2020. The conference brochure has already been mailed to Councilmembers by the 
League and copies are attached. 

Time has been included on the workshop agenda for Council discussion about attending the 
conference and it is my hope that should any of you wish to attend, you would let us know soon 
enough to qualify for the early bird pricing levels. Early bird registration ends at the end of April 
and there is a substantial early bird registration savings for first time attendees. 

In addition , it's important to note that hotel reservations will need to be made as soon as 
possible to ensure Councilmembers can stay at the conference hotel. 

My goal for your meeting is to see who has interest, discuss calendars and start the process 
should any members wish to go. 

Please feel free to contact me if you have any questions or concerns on this agenda item. 

TP/bal 

IS 















-CITY OF 

TO: Honorable Mayor Zieman 
Members of the City Council 

FROM: Todd Prafke 
City Administrator 

RE: COVID-19 Update 

ACTION/RECOMMENDATION 

None needed. For Council information and discussion only. 

BACKGROUND 

Memorandum 

DATE: 4/17/2020 

During the State and Local declared emergency it is my hope to give members an update and 
what some might call a "laundry list" of things related to COVID-19 and hit some high points on 
what we know, what we are doing, and what we should be looking forward or planning on. 

My goals for your discussion at the workshop include: 

• Updating you on what might be viewed as important issues that we are aware of about 
the community. Closures, openings, activities, and cooperative efforts all fall into this 
category. 

• Updating you on the City organization. This is the internal stuff like policies, workloads, 
City activities, projects and programs. 

• Looking forward at the impact on community and whether there are things we are missing, 
gaps that need to be filled, and/or information that needs to be provided either to you or 
the broader community while also looking forward on the plan that you (City) have for work 
for the rest of the year and updating you with our thoughts on those and seeking your input 
and direction on those. 

I have previously distributed a check list document that can provide some additional consistent 
and helpful information as this agenda item is likely to be reoccurring. 

Please feel free to contact me if you have any questions or concerns about this agenda item. 

TP/bal 


