
         REPORT NO: 08-74 
         DATE:   November 20, 2008 
                       ANALYST:  Betty J. Stanifer  
 
 

  CLASSIFICATION REPORT  
 
 

PROPOSED TITLE:   Deputy Director, Communications (Appointed) 
 
 
CURRENT TITLE:   Assistant Director, Communications (Appointed) 
 
 
INCUMBENT:   Vacant     
 

 
REASON FOR REQUEST:  Evaluation to ensure proper placement of an Appointed Position 
      that is being re-structured. 
 
      
DATE QUESTIONNAIRE  11-20-08 
SUBMITTED:    
 
    
DATE OF PREVIOUS STUDY: 7-23-2003 
 
 
DISPOSITION OF PREVIOUS Established the Assistant Director, Communications (Appointed) 
STUDY:    with 468 Total Points (Grade 10) using one Director, ITS 

(Appointed) to fund the position. 
 
 
PERSONS INTERVIEWED: Sara Dietrich; Director, Communications  
 
 
RECOMMENDATION:  1.  Establish the Deputy Director, Communications (Appointed) at 
                    Grade 12 with 550 Total Points in the Appointed Service.  
         

2. Abolish the Assistant Director, Communications (Appointed) 
      title.  

 
In the 2003 reorganization plans for the Communications Department establishing a position to assist 
the Director, Communications was one of the goals.  The proposed position was essential to the 
development and implementation of the Communication Department’s plans, programs and initiatives 
and the position would work to coordinate, develop, analyze and assist the enterprise in communicating 



to the public, employees and other key stakeholders.  The position was established to support the 
Director, Communications in three primary roles:  1) advising the Mayor, City Council and Department 
Directors on strategies, techniques and messages for communicating on public issues; 2) managing 
department plans and budget and managing and communicating City goals, priorities, and policies and 
3) controversial issues.   
 
None of the above has changed, however, the expectations have increased to a much higher level; there 
are additional responsibilities delegated the position; and it will take supervisory responsibility for staff 
under the new recently appointed Assistant City Coordinator/Director, Communications.  Specific 
duties and responsibilities of the position will include, but not be limited to the following: 
 
• Participate in the formulation of strategic plans, City and department policies, staff decisions and 

organizational structure.  
• Meet with division heads to review status of projects and initiatives.  
• Responsible for overall administrative duties of the department.  
• Assist in the preparation and management of department budget, monitor expenditures, and 

authorize budget modifications.  
• Prepare annual department work program and budget and review performance objectives.  
• Participate in executive level decisions and policy setting within the department and the City 

Coordinator’s Office.  
• Represent the department with City of Minneapolis Elected and Appointed Officials as well as 

officials from other public and private agencies.  
• Directly supervise staff assigned, develop work assignments, resolve problems and review work 

products. 
 

 
POSITION ANALYSIS 

 
Staff is analyzing the position and reviewing the factor level assignments due to higher level of 
expectation and changes that are proposed where as the primary purpose of the position will go beyond 
the plan, design, implementation and coordination of internal and external communication.  A change 
of title from Assistant Director Communications to Deputy Director, Communications has also been 
requested.  
 
 
PRE-REQUISITE KNOWLEDGE  
 
The Director, Communications is requesting that candidates for the position have a Degree in 
Communications, Public Affairs or a closely related field; media relations, broadcast (video production, 
etc); and eight years of progressively responsible experience in communications, journalism or a 
related field in the public or private sector.  Candidates would need knowledge of the City of 
Minneapolis and an understanding of its government; knowledge of constantly evolving goals and 
challenges; knowledge of communications, media, and public affairs with knowledge and 
understanding of the most effective communication mediums and vehicles; and knowledge of best 
practices in public relations, media relations, social and interactive media, web, and other 
communications and technology.  The candidate hired would need exceptional oral and written 



communication skills; outstanding people skills; good analytical skills; excellent presentation skills; 
and exceptional organizational and decision making skills.  The ability to think strategically and 
manage diverse and multiple functions; ability to lead and supervise the work of others; ability to 
influence top level executives and elected officials; ability to anticipate potential ramifications of 
choices/decisions made and advise in advance of taking action; and the ability to remain calm in 
stressful situations are all a must in the position.  
 
Staff considers the experience requirement of eight years to be a higher than necessary being that the 
Director position only requires five years of experience directing a comprehensive communications 
program or eight to ten years experience in a large market media position with a strategic planning 
component and some budget and staff management responsibility.  The rating assigned on this factor 
would not be as broad or in-depth as what is assigned the Director, Communications who supervises 
the position or the Senior Government Relations Representative who would need extensive knowledge 
and experience in all levels of government  to function in representing the interests of the City of 
Minneapolis with other governmental bodies, civic groups and other organizations taking the lead role 
on projects that affect the City as part of the lobbying/liaison team.  Although the areas of expertise 
differ, the pre-requisites for entry into the position under evaluation would be more in line with the 
level that was required of candidates for application to the obsolete Director, Public Affairs 
(Appointed).  A rating of 60 would be appropriate on this factor.    
 
 
DECISIONS AND ACTIONS  
 
The position under evaluation as structured will independently delegate job assignments and duties to 
ensure that assigned tasks can be completed thoroughly and in a timely manner; the incumbent will 
monitor the progress of assignments and make adjustments as needed; and approve city messages and 
strategy on emerging communications issues.  Problems required to handle most frequently include 
identifying policy/communications issues that need resolution at a high level and in short order; 
workload decisions (shifting of staff assignments to meet immediate deadlines); and participating in 
resolving unexpected issues as they emerge.     
 
Budget development, work plans and hiring of staff will be reviewed or approved by the Director, 
Communications along with advice to City staff or Elected Officials on sensitive or controversial 
issues; the development of department strategies and projects; and assisting in determining the City’s 
key messages.  This includes communications to the public, media and City employees that would be 
closely scrutinized and have an impact on the image of the City of Minneapolis.   
 
Although the Director, Communications is ultimately responsibility for the actions of all subordinates 
and is currently rated at 70 on this factor; the position as proposed is allowed considerably more 
latitude in the area of decisions and actions.  An increase in the factor level assignment from 50 to 60 
would be justified based on the freedom of action that is proposed for the position.     
 
        
SUPERVISORY RESPONSIBILITY  
 
According to the Director, Communications the proposed position will supervise the four 



Communications Specialists, two Graphic Designers, two Video Specialists, one Administrative 
Analyst, one Video Services Manager, and one Media Relations Manager for a total of eleven 
employees.  Based on the Factor Rating Guide for Supervisory Responsibility the rating assigned on 
this factor will be 15.  
 
 
RELATIONSHIPS RESPONSIBILITY  
 
The relationships encountered by the position will cover a broad spectrum of people both internally and 
externally in an extremely political environment.  Internal contacts will be with the Director, 
Communications to coordinate activities and for consultation; with the City Coordinator’s staff and 
other City department staff, the Mayor, City Council Members, and Department Heads to develop 
strategy on emerging policy and other City issues, manage crises and policy initiatives, inform on 
department activities, etc.  Contacts experienced on a less frequent basis will be those with the City 
Coordinator to provide updates; Department Directors for information sharing/gathering/ strategizing; 
Finance for budget related questions, budgeting monitoring/development; IGR for briefings on City 
issues/activities; Human Resources on personnel, HR/technical issues, etc.   
 
External contacts will be on an as needed basis with neighborhood, community and business leaders 
and other governmental agencies to discuss City policies, develop strategy on shared (public-private 
partnerships) initiatives; and represent the city’s position and strategy.   
 
City communications positions are closely scrutinized, are highly visible, and have the potential of 
damaging the image of the City.  Staff feels that with the increase in the importance of the contacts 
with Mayor, City Council, and Department Heads there is a higher perspective, which warrants a slight 
increase in the factor level assignment.  The position is currently rated at 65 on this factor and the 
rating is being increased to 70.  
 
 
WORKING CONDITIONS  
 
The position will work in an office setting with daily exposure to computers comparable to other 
administrative and executive level positions in our system; a like rating of 20 is being applied.  
 
 
EFFORT  
 
Dealing with emerging media, and other high profile and time sensitive issues and deadlines in a highly 
political atmosphere will place considerable mental stress on the incumbent in this position.  Media 
responses, city wide emergency, crisis communications work (natural disaster, catastrophic event, i.e., 
bridge collapse) can emerge at a moment’s notice and frequently must be dealt with as soon as possible 
and there is always a constant need to pay close attention to detail for accuracy.  The incumbent will be 
involved in facilitating responses and resolutions to issues among varied interests and providing 
policymakers, City staff and others with timely and objective information.  Development of plans and 
strategies are often driven by the timelines of the City Coordinator, Elected Officials and Department 
Heads which places more stress on the position due to the political environment.  The rating assigned 



on this factor would be less than the 65 that is assigned the Director, Communications.  Staff does not 
see any change that would be of the significance to warrant movement on this factor.  The rating of 60 
previously assigned is being retained.  
   
 
CONCLUSION  
 
The Deputy Director, Communications (Appointed) is being established under Section 20.1010 of the 
Minneapolis Code of Ordinances.  The Appointing Authority will be the Director, Communications and 
according to the Director, the position meets the criteria for Appointed Positions as outlined in the City 
Ordinance as follows:  
 
1. The person occupying the position must report to the Head of the designated City Department 

or the designated City Department Head’s Deputy. 
 
 
2. The person occupying the position must be a part of the designated Department Head’s 

Management Team.  
 
 
3. The duties of the position must involve significant discretion and substantial involvement in 

the development, interpretation or implementation of City or department policy.  
 
 
4. The duties of the position must not primarily require technical expertise where continuity in 

the position would be significant.  
 
 
5. There is a need for the person occupying the position to be accountable to, loyal to, and 

compatible with the Mayor, City Council and the Department Head.  
 
 
RECOMMENDATION 
 
1. Establish the Deputy Director, Communications (Appointed) at Grade 12 with 550 Total Points in 

the Appointed Service.  
 
2. Abolish the Assistant Director, Communications (Appointed) title.  


