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We began 2021 with the idea that our work-life would return to the pre-2020 days. As
you know, we continued with virtual meetings, remote work, social distancing, and
wearing masks. We bombarded employees with ever-changing Admin Orders related
to vaccines, mask-wearing, testing, and quarantine periods.
As an organization, we maintained a high level of service and remained healthy. We
applaud all of our employees for being good sports about the changing and often
confusing policies and rules as we did our best to stay current with the CDC and MOH
guidelines.
Administrative Services staff had to ensure
• Every employee had access to our network computer systems from whatever
location they were working
• City Council meetings and B & C meetings conducted both virtually and in
person were broadcast live for our citizens
• Citizens had consistent and clear access to meetings, information, and staff
working remotely
• Open positions filled quickly and efficiently
We can all agree there were bumps along the road, yet we met those core goals and
accomplished many other important projects along the way.
We are grateful to the City Council, Personnel Committee, and Council Administrator for
being good partners with us and providing the necessary direction and guidance to do
the right thing for our employees during these chaotic times.
The following is an overview of the accomplishments the Administration staff completed
for the City despite the ongoing pandemic.
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PURPOSE OF REPORT
To outline the objectives of this department and provide highlights of our projects
and activities in 2021. This department includes the following services:
• Information Technology
• Human Resources
• Administrative Support
• Communications
• Government Access programming
PRIMARY OBJECTIVES
Directs the City's administrative services operations, including planning and
developing fiscally sound human resources, information technology, and
communication policies and practices. Provides direction, leadership, technical
expertise, and team coordination to support the implementation of the strategic
initiatives.
• Provides technical and administrative support for a voice and data
information system. Identify, recommend, develop, implement, and support
cost-effective technology solutions for all aspects of the organization.
• Provides oversite of employee relations, compensation, benefits,
performance management, worker's compensation, recruiting and hiring,
training, labor relations, HR legal compliance, and HR record keeping.
• Provides oversite of all board and commissions related work, Channel
6/website, communications, public meeting spaces, and front desk
supervision.

Information Technology
Goals accomplished
•
•
•
•
•
•
•
•

Assistance with Remote Works, virtual meetings, chambers upgrade,
Refreshed 24 PCs and six laptops and upgraded 12 PCs with SSDs as part of
the five-year cycle.
Configured three servers, a new virtual SQL server, and provided technical
support for an upgrade to ArcGIS Enterprise.
Began City-wide security training by starting with KnowBe4 phishing training.
Performed a network security audit, with CIT providing an improvement roadmap
for 2022.
Implemented new Backup NASs for backup to disk storage.
Performed a system-wide software upgrade of phone system.
Completed Office365 migration.

Managed Devices
pg. 2 Laura Blair Johnson, Administrative Services, 2021 accomplishments

The City has approximately 290 PCs, laptops, and servers. Our Mitel phone system
runs 201 connections, including desk phones, fax connections, and mobility clients
paired with mobile phones.
•

Mobile Devices
o 120 mobile phones
o 131 data lines covering iPads, hotspots, and CradlePoint docking stations
(in squad cars)

•

Laserfiche Forms
o 3160 forms were submitted in 2021. This includes external applications,
permits, etc., as well as internal human resources processes.
o New additions in 2021 include the public launch of a building permit form
and the initial launch of employee performance review workflows.

Human Resources
COVID-19 Pandemic
Staff time continued to be devoted to pandemic-related activities. This included
creating, communicating, and ensuring compliance with different pieces of legislation
that were passed because of the pandemic; keeping current with CDC and MOH
guidelines and recommendations for a safe workplace; monitoring employee quarantine
periods and exposures; benefits-related changes and promoting benefits to assist with
mental and physical health during these times; and in general, being a point of contact
for resources and questions related to the pandemic. Staff implemented DocuSign to
allow for electronic signatures by applicants and employees on HR-related forms and
documents.
Hiring Processes
•

New Hires: 20 full-time, one part-time, nine casuals (Sheldon-2, Police-2, and
Fire-5)
10 Internal Promotions
Nine Internal Transfers
Resignations/Terminations: 12 full-time, one part-time, six casuals
Retirements: three individuals

•
•
•
•
Benefits
•

The transition to Blue Cross/Blue Shield has provided three new programs for
participants to take advantage of: Sharecare, a wellness platform that awards
$20 per month for steps; Learn to Live provides personalized programming and
resources for mental health; and Omada, which targets those who may have
borderline physical conditions of high blood pressure or diabetes and provides a
scale, coaching, and encouragement to improve health.
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•

Health screening continued to utilize the Well@Work Clinic instead of onsite
screening services and from a qualifying incentive to participation-based.
Individuals were also allowed to use a personal physical exam during the last six
months to qualify. Participation rates remained steady as we promoted wellness.

Job Classification and Compensation Study
In order to ensure fair pay for each position, a custom survey of Public Safety was
completed to supplement the benchmark comparisons that have been done to make
sure an accurate job match is being done. The overall study recommendations were
brought to City Council for adoption on May 24, 2021. Work continued throughout the
year for adjustments based on longevity, hierarchy, additional review of certain
positions, and the appeal process.
Employee/Labor Relations
2021-2022 contracts were settled with all MNPEA and AFSCME units on May 24 and
with IAFF units on June 28.

Administrative Support, Communications,
Government Access Programming
2021 brought constant change for the Communications staff, most notably with the
evolutions of our meeting productions. In January of 2021, we upgraded the Control
Booth at City Hall to allow hybrid meetings in the Council Chambers. This required
training AV Tech and Communications staff on entirely new equipment, learning new
broadcasting procedures, creating new operating procedures, and troubleshooting
production and broadcast issues. By the end of the first quarter, staff was fully prepared
to execute hybrid meetings. Council determined to begin holding hybrid meetings
starting in June. In preparation for that transition, Board & Commission Chairs and staff
liaisons were trained on the new broadcast procedures in the Chambers and how to
manage hybrid meetings effectively. Live meeting protocols were revisited with AV
Tech staff who hadn't had the public in the building for live meetings in nearly a year.
For several months, hybrid meetings worked smoothly. However, towards the end of
2021, technological issues arose, requiring the replacement of several component parts
to the new system (at no cost to the City). Staff continues to work closely with the
contractor to resolve lingering issues.
At the end of January 2021, the Clerk/Receptionist for City Hall took another job within
the City. This position would not be filled for six months, with a new Clerk/Receptionist
beginning at the end of June 2021. The Communications Coordinator vacated their
position on July 1, 2021. A new Communications Coordinator began in August. With
these transitions and temporarily open positions, much time was consumed with
performing dual roles until replacements could be found, interviewing, onboarding, and
training.
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Between our fourteen boards and commissions, local citizens can fill one hundred and
thirty-seven seats. These seats continuously revolve as members resign or finish their
terms and new members start. Each new member goes through a one-on-one
onboarding process with the Administrative Support Manager. During their onboarding,
they receive educational materials on topics such as Roberts Rules of Order, the bylaws
of their particular board or commission, the City's strategic plan, and other guiding
documents. Important concepts like the Open Meeting Law are introduced, and time is
spent discussing how their role as board and commission members relates to the City
Council and local government as a whole. Additionally, new members are trained on
Council Chambers safety protocols and broadcasting etiquette for live meetings.
Twenty-eight new board and commission members were onboarded during 2021. This
onboarding process has been in place for two years now and is proving beneficial in
creating board members who are better prepared and have a greater understanding of
their roles.
Top accomplishments of 2021 include:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Implementing new software for scheduling Channel 6
Onboarding two new employees (Communications Coordinator and
Clerk/Receptionist)
Participating in the creation of 24 new issues of City Beat
Coordinating the creation of 111 original videos
Broadcasting approximately 84 board/commission & Council meetings
Creating the first entirely virtual employee recognition event video
Maintaining the City's Laserfiche meeting archive accurately with 100% required
materials accounted for. Much work was spent ensuring all records were properly
archived and stored.
Researching and implementing a new mail machine, which included a new billing
process to all departments, creating training videos and materials for City
employees.
Integrating new technology into the Channel 6 AV Team, including green screen,
teleprompter, and GoPro.
Pursuing free training opportunities for all AV Techs, such as a week-long Adobe
Maxx virtual conference.
Onboarding 28 new board and commission members
Providing training and support to new Youth Commission staff liaison
Researching and creating new website documents, images, and page protocols.
Enhancing how the search bar functions on the City's website was an important
accomplishment as it impacts citizens and staff using the site.
Working with Admin Business to add visual enhancements and text editing to the
digital budget book.
Reassessing all City social media accounts, ensuring all department heads and
staff are only editors on the accounts.
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Employee Engagement and Wingln University
We didn't bring these two activities back in 2021. They are mentioned here as a
reminder that we intend to reinstate both activities once we feel it is safe to do so.

A Special Thank you to Patrick, Emily, Marcio, and Melissa!

In closing, I would like to add a special thank you to our Audio/Video Technicians,
Patrick, Emily, and Macia and their supervisor Melissa. They were often in the hot seat
on Council meeting nights troubleshooting issues and coming up with new ways to
make the broadcast work on the fly. The City Council Administrator, City Council, and
Mayor have all noted their appreciation for the three of them and their commitment and
passion for making sure every meeting was accessible to the public and broadcast live
on Channel 6.
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