
  
 

  STAFF REPORT 
 

 

TO:  Mayor Fischer and Members of City Council 
 

FROM: Chris Heineman, City Administrator 
 

DATE:  March 8, 2023 
 

RE:  Organizational Study & Gap Analysis 

 

PRESENTATION: 

Pat Melvin from DDA Human Resources will be in attendance at the City Council workshop to present 

his findings and the final report on the City of Little Canada Organizational Study & Gap Analysis. 

 

BACKGROUND: 

In April of 2022, the City Council and staff members participated in a 2-day strategic planning workshop 

to review and update the City of Little Canada’s 5-year Strategic Plan.  As a result of this process, the 

City Council identified nine outcome areas with several strategic directions and action steps.  One of the 

1-year action steps was conducting an organizational study focused on staff capacity and gap analysis. 

 

The City Council discussed the Strategic Plan at the City Council Workshop on July 13, 2022 and several 

City Council members expressed the importance of conducting an organizational study & gap analysis 

as soon as possible.  The organizational study will provide an analysis of our current staffing structure 

with specific attention focused on communication, community engagement, and outreach to the public. 

City Council members recommended moving this forward as a top priority, as so many of the other 

strategic initiatives depend on existing staff capacity. 

 

Staff reached out to two consultants that conduct classification and compensation analysis in August and 

received two proposals.  DDA Human Resources (David Drown Associates) was the most competitive 

and the proposal was tailored to our needs.  Staff has also checked with a few of the other cities listed as 

references and feels very comfortable recommending DDA Human Resources. 

 

In September, the City Council approved a contract with David Drown & Associates (DDA/HR) to 

conduct an Organizational Study & Staff Gap Analysis to review our current staffing structure with 

specific attention focused on communication, community engagement, and outreach to the public. 

 

It is important to note that the findings and recommendations provide a basis for future staffing decisions, 

however they are not necessarily a final plan or organizational roadmap.  The Organizational Study will 

be utilized by the City Administrator and Leadership Team to recommend adjustments in staffing to the 

City Council.  Final decisions on organizational staffing levels will be evaluated based on priority, 

potential impact on municipal operations, and the availability of funding and impact on the levy. 

 

Pat Melvin from DDA Human Resources will be in attendance at the March 8 City Council workshop 

to present his findings and the final report on the Little Canada Organizational Study & Gap Analysis.  

The City Council is encouraged to review the Organizational Study prior to the workshop and be 

prepared to ask questions of the consultant at the workshop. 
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Using Data to Drive Optimal Decision Making 
You have many questions about how to best lead your parks and recreation agency. The questions may be 
about budget size, optimal staffing or revenues generated from agency activities. Perhaps you are looking 
towards the future and seeking opportunities where your agency can better serve its community while also 
outperforming its peers elsewhere in the U.S. 

In your hands is one resource that can assist you with answering these many questions. The customized 
Parks and Recreation Agency Performance Report shows you how your community’s parks and recreation 
services compare to those of its peers throughout the U.S. The data in this report comes from what your 
agency and other agencies entered in NRPA’s Park Metrics website and compares specific measures of 
parks and recreation efficiency and effectiveness against thousands of other parks and recreation agencies 
across the country. Use this report to make informed decisions about your parks and recreation agency. 
Capitalize on your strengths and address your weaknesses – and increase the positive impact of your parks 
and recreation offerings on those in the community you serve. 

Of course, data itself does not provide complete answers to your many questions. But combined with the 
collective knowledge of yourself, your team, your external partners and other resources, the insights 
contained within this report are an important step to lead your agency into the future. 

About this Report 
Earlier this year, your agency submitted operational information into the National Recreation and Park 
Association’s (NRPA) Park Metrics website by completing your Agency Performance Survey. Thanks to the 
participation of park and recreation agencies throughout the U.S., NRPA is providing the field with key data 
on the management and operation of park and recreation agencies. The Agency Performance Review is a 
customized look at your agency in comparison to all agencies that responded to the survey and a subset of 
agencies that serve a similar population density (the online NRPA Park Metrics system allows you to create 
much more detailed data aggregations to compare your agency to agencies that meet specific criteria of 
your choice).  The results contained in this report offer broad “yardsticks” on your agency’s management 
and operations, allowing you to gauge your agency’s strengths, weaknesses and improvement 
opportunities. 

The aggregated data contained in this report was derived from 2019 – 2021 data in the NRPA Park Metrics 
database as of February 2022. As the NRPA Park Metrics system is available 24/7/365, the data can and 
will change throughout the year. NRPA Park Metrics allows you to run reports on-demand, based on real-
time data, so the reports you create will always be based on the most current data available. To run 
additional reports, simply login to your account and go to the “Reports” tab to use Agency Performance 
Reports or Agency Performance Dashboards to drill-down into the full data set to compare your agency 
alongside agencies that meet your search criteria in areas such as Jurisdiction Population, Budget Size, 
State, Population Density, etc. 

Introduction 
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EXAMPLES OF PERFORMANCE CRITERIA 

• Demonstrates considerable ability to deal pleasantly and effectively with city personnel, general public and
contractors.

• Skilled in applying judgment and discretion in addressing issues, problems and concerns raised by the
public.

• Familiarity with building codes, ordinances, city code, and procedures to provide accurate and timely
response to inquiries and to minimize time spent by supervisor on routine inquiries.

• Familiarity with the computer to perform work functions quickly and accurately.

• Work priorities are independently maintained so that seasonal and periodic rush work assignments are
effectively and efficiently met.

KNOWLEDGE, SKILLS, & ABILITIES 

• Demonstrated proficiency with office skills and procedures, including use of word processing,
spreadsheet programs and file maintenance.

• Ability to develop and maintain positive and effective working relationships with other employees, citizens,
contractors, and developers.

• Ability to work with speed and accuracy in a fast-paced environment, prioritize work responsibilities and
effectively utilize time.

• Ability to effectively communicate both orally and in writing.

• Thorough knowledge of building codes, ordinances, zoning regulations, legal descriptions, and
plan review techniques.

• Knowledge of the principles of drafting and architecture.

• Ability to use architectural and engineering scales and perform accurate mathematical equations.

MINIMUM QUALIFICATIONS 

• High school diploma or equivalent

• One year of experience processing permits for building, fire, engineering and housing maintenance
divisions using automated permit system.

• Knowledge of city and state regulations related to building, housing, zoning, and rental licensing codes.

• Two years of related office experience. One year of post high school administrative education may be
substituted for one year of clerical experience.

DESIRED QUALIFICATIONS 

• Permit Technician Certification.

• Experience in service-oriented position in a municipal building inspection or substantially similar
environment.

• Two years of experience processing permits for building, fire and housing maintenance divisions using
automated permit system.

PERMIT TECHNICIAN PHYSICAL REQUIREMENTS 

Physical Activities 
Very Frequent (Often required to perform the job) 

• Standing

• Sitting

• Walking

• Lifting

• Pushing/Pulling
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• Carrying

• Crouching (bending at knees)

• Reaching (extending hands and arms in any direction)

• Handling objects (grasping, turning or otherwise using hands or hand)

• Repetitive hand motion

• Stationary desk or bench work with neck bent forward
Frequent (Usually required for the job) 

• Kneeling (bending leg at knee and resting on knee)
Occasional (Sometimes required to perform the job) 

• Climbing

• Crawling (moving about on hands and knees)

• Bending at waist

• Use of arm muscles over extended periods

• Use of leg muscles over extended periods

• Overhead work (over shoulder height)
Slightly Important (Sometimes needed to perform job) 

NA 
Not Important (Do not need it to perform job) 

NA 

Weights Lifted/Carried 

• The employee must be able to lift items from 0 to 34 pounds from 0 to 5 feet. The employee must be
able to lift items such as files, binders, office equipment, construction plans, boxes of office supplies,
reams/boxes of paper.

• The employee must be able to carry items from 0 to 34 pounds from 0 to 100 feet. The employee must
be able to carry items such as files, binders, office equipment, construction plans, boxes of office
supplies, reams/boxes of paper.

Job Requirements 

• Working outdoors? No 

• Working indoors? Yes 

• Operating forklifts or other machinery? No 

• Supervising other employees? No 

• Working with chemicals? No 

• Working near fumes/vapors? No 

• Driving a city vehicle or personal vehicle? No, driving is not an essential function
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Citizens of Little Canada

Mayor & City Council

City Administration

Community 
Development 

Director/Planner
-Planning

-Bldg. inspections
-Fire inspections

-Zoning
-Site Plan Review

-Code Enforcement
-Rental licensing

-Grants

City Administrator
-Council agendas

-City-wide budget & CIP
-Policy & Ordinances

-Purchasing
-Front counter

-Waste/recycling
-HR

-E.D.A.
-Records retention

-Data Privacy
-Elections
-Licensing

-Safety Committee
-Econ development

Public Works 
Director
-Streets
-Parks
-Water

-Sanitary sewers
-Storm sewers
-Project mgmt.
-Tree & weed

inspector
-Waste/Recycling

Finance 
Director

-General ledger
-Payroll

-Utility Billing
-Payroll

-Cash receipts
-Accts. Payable
-Investments

-TIF
-Grant mgmt.
-Debt mgmt.

-Financial
-Contracts

-Front desk-
phone backup

Parks & Recreation/
Community Services Director

-Communications
-community building

-Parks Mntc.
-Recreation Programming

-I.T. & technology
-Tree inspection

Public Safety
Ramsey County

Parks & Recreation Finance
Planning & 

Community Development Public Works

Fire Department

Emergency Mgmt.

City Attorney

Emergency Mgmt. 
Director

-Maintain program
-Conduct training
-Maintain sirens

-Exercises

Proposed Comm. Engagement Dir.
-Communications
-I.T. & technology

-Project mgmt./ grants
-Long-range planning

Proposed Customer Service Spec.
-City wide admin./projects

-Newsletter
-Front desk-phone backup

-Permits
-Waste/Recycling

Option A- Assistance in Administration
Appendix F
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Citizens of Little Canada

Mayor & City Council

City Administration

Community 
Development 

Director/Planner
-Planning

-Bldg. inspections
-Fire inspections

-Zoning
-Site Plan Review

-Code Enforcement
-Rental licensing

-Grants

City Administrator
-Council agendas

-City-wide budget & CIP
-Policy & Ordinances

-Purchasing
-Front counter

-Waste/recycling
-HR

-E.D.A.
-Records retention

-Data Privacy
-Elections
-Licensing

-Safety Committee
-Econ development

Public Works 
Director
-Streets
-Parks
-Water

-Sanitary sewers
-Storm sewers
-Project mgmt.
-Tree & weed

inspector
-Waste/Recycling

Finance 
Director

-General ledger
-Payroll

-Utility Billing
-Payroll

-Cash receipts
-Accts. Payable
-Investments

-TIF
-Grant mgmt.
-Debt mgmt.

-Financial
-Contracts
-Front desk

backup

Parks & Recreation/
Community Services 

Director
-Communications

-community building
-Parks Mntc.
-Recreation

Programming
-I.T. & technology
-Tree inspection

Public Safety
Ramsey County

Parks & Recreation Finance
Planning & 

Community Development Public Works

Fire Department

Emergency Mgmt.

City Attorney

Emergency Mgmt. 
Director

-Maintain program
-Conduct training
-Maintain sirens

-Exercises

Proposed Admin. Asst.
-City wide admin./projects

-Newsletter
-Front desk/phone backup

-Permits
-Waste/Recycling

Option B- Department Head

Communications

Communications 
Director

-Communications
-I.T. & Tech

-Project mgmt.
-Grants

-Long-range
planning
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