
City Administrator  
Position and Community Profile 



The Rhinelander Community:  

Nestled in the heart of the Northwoods, the city of Rhinelander is the shopping, industri-
al, and recreational hub of Oneida county, other Northwoods communities and surround-
ing Upper Peninsula. It is also the only fully incorporated municipality in the county. The 
bustling downtown is bounded on the east by the beautiful Oneida County Courthouse 
and historic courthouse district of homes, and to the west by the Ahlstrom Munksjö Paper 
mill. The mill was originally opened in 1903 and has operated continuously under several 
owners since first opening.  

Surrounding Rhinelander is an outdoor enthusiast’s paradise, with year-round activities 
ranging from golf on one of the nation’s most challenging courses, hiking, biking, atv/utv 
trails, and fishing in the summer, to snowmobiling, skiing, snow-shoeing, and ice fishing in 
the winter. But Fall is probably the most stunning season with the surrounding forests be-
coming lushly brilliant and giving forest travelers, and those on the roads, a stunning 
show of color.   

The city itself boasts full-time fire and police departments, Public Works divisions includ-
ing: streets, parks, waste water treatment plant,  18-hole golf course, many beautifully-
maintained parks, a dog park, commercially served airport, hospital complex, schools 
ranging from 4K through 12, as well as Nicolet Area Technical College. The City is gov-
erned by an eight-person City Council, a Mayor, and City Administrator.   

Learn more about the City of Rhinelander by visiting its website at rhinelandercityhall.org. 
and the Community at explorerhinelander.com 



The Position: 
The City Administrator, subject to the limitations defined in resolutions and ordinances of 
the City of Rhinelander and Wisconsin Statutes, shall be the chief administrative officer 
of the City, responsible only to the Mayor and the Council for the proper administration 
of the business affairs of the City, pursuant to the Statutes of the State of Wisconsin, the 
ordinances of the City of Rhinelander, and the resolutions and directives of the Council. 
To plan, coordinate, and execute economic development objectives as identified by the 
City. 
 

Essential Duties and Responsibilities 

• Responsible for administration of all day-to-day operations of the City government including 
the monitoring of all City ordinances, resolutions, Council minutes, and State Statutes 

• Prepares a plan of administration, including an organization chart, which defines authority 
and responsibility for all non-statutory positions of the City; and submits it to the City Council 
for adoption as the official organization and administrative procedure plan for the City 

• Establishes necessary administrative procedures to increase the effectiveness and efficien-
cy of city government according to current practices in local government, not inconsistent 
with City ordinance subsection (4)(a)3 or directives of the Mayor and Council 

• Serves as a member of all boards, commissions, and committees of the City, as determined 
by the Mayor and Council 

• Keeps informed concerning the availability of federal, state, and county funds for local pro-
grams.  Assists department heads and the Council in obtaining these funds under the direc-
tion of the Mayor and the Council 

• Represents the City in matters involving legislative and inter-governmental affairs as author-
ized and directed as to that representation by the Mayor and Council 

• Acts as public information officer for the City with the responsibility of assuring that the news 
media are kept informed about the operations of the City and that all open meeting rules 
and regulations are followed 

• Establishes and maintains procedures to facilitate communications between citizens and 
City government  

• Promotes the economic well-being and growth of the City through public and private sector 
cooperation 

• Assist in the preparation of meeting agendas, ordinances and resolutions as requested by 
the Mayor or the Council or as needed. 

• Keeps the Mayor and Council regularly informed about the activities of the Administrator 
• Responsible for the administrative direction and coordination of all employees of the City  
• Serve as personnel officer with responsibilities to see that complete and current personnel 

records including specific job descriptions for all City employees are kept, evaluates the per-
formance of employees, recommends salary and wage scales for City employees, develops 
and enforces high standards of performance by City employees,  

• Assists in labor contract negotiations and collective bargaining issues 
• Responsible for the preparation of the annual City budget, in accordance with guidelines as 

may be provided by the City Council and in coordination with department heads, and pursu-
ant to state statutes for review and approval by the Mayor and the Council 

• Prepares and Administers the budget as adopted by the Council 



Qualifications 
• A minimum of a Bachelor’s Degree in public or business administration, political 

science, finance, urban planning, or related field; a master’s degree is a plus.  

• Five or more years of municipal leadership experience is required. Considera-
tion of candidates with private sector experience will be made if they can 
demonstrate accomplishments that relate to required skills.  

 
The successful candidate must demonstrate a verifiable record of past accomplish-

ments in the following areas: budget development and monitoring, capital improve-

ment planning, governmental accounting, and human resources as well as proven 

track record in economic development. The next Administrator must be innovative 

in their approach to community problem-solving and work harmoniously with elect-

ed officials. 

The salary for the position ranges from $90,667.20 - $115,003.20 DOQ, plus an ex-

cellent benefit package. Rhinelander is fiscally sound, with low debt and healthy re-

serves. A $9.6M total annual budget supports 77FT and ~25PT employees.  

Interested candidates should email a cover letter, résumé, five professional references and salary 
history as a single PDF to Rachel Pearson , HR Manager, at rpearson@rhinelanderwi.us.  


