
 

 

  

            

  

 

 

 

 

AGENDA: 
1. Call the Meeting to Order 

2. Pledge of Allegiance to the Flag 

3. Roll Call 

4. Approval of the Agenda 

5. Citizen Comments – Agenda Items (limited to 3 minutes each) 

6. Citizen Comments – Non-Agenda Items (limited to 3 minutes each) 

7. CONSENT AGENDA 

a. Motion to Approve the following: Minutes of the July 7th Meeting and List of Bills 

Submitted 

8. OLD BUSINESS 

a. Resolution No. 0725-7 Approving Purchase Agreement for Kervin Court Outlot A 

b. Resolution No. 0725-8 Approving Job Description for Full-Time Police Officer 

c. Resolution No. 0725-9 Approving Job Description for Permanent Part Time Accounting 

Clerk 

9. NEW BUSINESS 

a. None 

10. MOTION TO ADJOURN MEETING  

 

ROBINS CITY COUNCIL 

Monday, July 21st, 2025 

6:00 p.m. – Robins City Hall 

265 S. 2nd St. 
(ONE OR MORE MEMBERS OF THE COUNCIL MAY BE ATTENDING VIA ELECTRONIC DEVICE) 

 

TENTATIVE AGENDA 
 

 



  
Minutes of the July 7th, 2025 City Council Meeting 

*Unofficial meeting minutes until approved by Council* 
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The regular meeting of the Robins City Council was called to order at 6:00p.m. on Monday, July 7th, 

2025 at Robins City Hall, 265 S. 2nd St by Mayor Chuck Hinz. Following the Pledge of Allegiance, roll 

call was taken with the following members present: Councilor Leigh Cook, Councilor Dave Franzman, 

Councilor Cary Smith, Councilor JD Smith and Councilor Mike Foley. Also present were City Clerk Lisa 

Goodin, Deputy City Clerk Rhonda Kortenkamp, City Attorney Holly Corkery, City Engineer Kelli Scott, 

Zoning Administrator Vance McKinnon, Police Chief Andy Humphrey, Detective Greg McGivern and 

Fire Chief Keith Feldkamp.  

J. Smith moved to approve the agenda, Franzman seconded and all voted aye. 

 

MAYOR’S REPORT: Hinz reported that June 11-13, a group of local elected officials and staff traveled to 

Washington DC to meet with our Congressional delegation and US Department of Transportation officials 

in an effort to secure federal funding assistance for the Tower Terrace Road project through the 

Metropolitan Planning Organizations recent BUILD grant proposal. He reported that the trip went well, 

but that the announcement of the grant award has been delayed. 

COUNCIL REPORTS:  

PUBLIC SAFETY: Foley reported that both departments put in many extra hours due to the 

Robins Roundup celebration, the event took place without incident. In June the Fire Department 

had a record 22 medical calls and completed additional medical training. The Police Department 

was very busy with 55 initiated calls and numerous house checks and hopes to hire a new full-

time officer soon. 

STREETS:  Smith reported that the new crosswalk signs have been installed along Main St. and 

crosswalk painting will take place in the near future. Kluesner has been performing shoulder 

maintenance along N. Center Point Rd. and expect to complete the work in the next few weeks. 

The Tower Terrace Rd. committee is meeting monthly to discuss project progress. 

FINANCE: Cook reported that the FY24 Audit report is available on both the City’s website and 

on the State Auditor’s website and that there were no major findings. The FY 2026 Budget 

Amendment No. 1 will be passed in the coming months to address mis-categorized expenditures 

within the budget and to include payment of the Indian Creek Sewer Upgrade invoices when they 

are submitted. She further added that the 2 new city staff positions on that evening’s agenda have 

already been planned for in the FY26 City Budget. 

PARKS: Franzman reported with research completed, the Parks Master Planning Committee will 

be drafting and presenting a policy to Council in the next month. 

PUBLIC WORKS: J. Smith reported that a few sanitary sewer valves which failed were repaired 

by City staff. He added that a remedy for drainage issues near the Cedar Valley Nature Trail was 

on that evening’s agenda. 

ENGINEER’S REPORT: No questions presented. 

PLANNING & ZONING ADMINISTRATOR’S REPORT: Hinz noted that this is a new addition to City 

Council agendas aimed at apprising Council and the public of new homes being constructed in Robins. 

McKinnon noted that 15 new home building permits have been issued to date. Hinz commented that 17 

permits total were issued in 2024 and 2025 looks likely to exceed that number. 

CITIZENS’ COMMENTS – AGENDA ITEMS:  None 

CITIZENS’ COMMENTS – NON-AGENDA ITEMS: Greg McGivern, Robins Police Detective and 

Robins Resident reported that while he was on duty on the evening of July 4th he received numerous 

complaints of large crowds, underage drinking and speeding vehicles in the Stonehedge neighborhood. A 
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vehicle leaving the celebration lost control, drove through the yard of 1465 Maple St., before stalling at 

the intersection of N. Mentzer Rd. and Maple St. The driver was arrested on OWI charges. While the Linn 

County Sheriff Department and the Hiawatha Police Department were able to provide support throughout 

the evening, Detective McGivern urged Council to address the issue and to arrange for additional police 

presence during the neighborhood’s annual celebration. 

Kevin Hendrickson, 1465 Maple St. Mr. Hendrickson is the resident whose property sustained damage on 

July 4th. He expressed his gratitude to the Robins Police Department for their response that evening and 

for the fact that no pedestrians were injured. 

CONSENT AGENDA: 

Franzman moved to approve the Consent Agenda, which contained the Minutes of the May 19th 

City Council Meeting and the List of Bills Submitted. Smith seconded and all voted aye. 

OLD BUSINESS: None 

NEW BUSINESS: 

Phil Hoppe Retirement Recognition. Mayor Hinz expressed his gratitude for Mr. Hoppe’s 48 

years of dedication to the City of Robins, presenting him with an engraved pen and a plaque 

recognizing Mr. Hoppe’s service to the City. 

Public Hearing – Sale of Kervin’s Court Outlot A.  Mayor Hinz opened the Public Hearing at 6:31 

p.m., announcing that the winning bid was received from Melissa McInroy. Ms. McInroy and her 

husband, Alen Green were present and questioned the existence of a private sewer line on the 

property. Scott described the sewer line as being owned by the property owners at 675 

Northhaven Dr. and that the City was securing a private easement for that line, which would be 

complete before the purchase was finalized. Goodin provided that the easement was described in 

the Bid Documents. Upon no further comments or questioned being presented, the hearing was 

closed at 6:38 p.m. 

Resolution No. 0725-1 Awarding Bid and Authorizing Sale of Kervin Court 

Outlot/Detention Basin. Cook motioned to approve the Resolution; J. Smith seconded and upon 

roll call, all votes were aye. 

Resolution No. 0725-2 Accepting Bid for Cedar Valley Nature Trail Ditch Cleanup.  Scott 

described the presence of sediment in the box culvert under the Cedar Valley Nature Trail, which 

hindered drainage from the pond located within the Robins Landing development. She added that 

the Linn County Conservation Board was not interested in removing the sediment as the culvert 

was still functioning. Regardless, she recommended that removal of the sediment is necessary to 

prevent the pond water level from rising too high. Franzman motioned to approve the quotation 

from McBurney Septic Systems in the amount of $11,500; J. Smith seconded and upon roll call, 

all votes were aye. 

Resolution No. 0725-3 Approving Contract and Performance and Payment Bonds for the W. 

Main Street Rehabilitation from N. Center Point Rd. to Tullymore Dr. Project. Scott 

recommended approval of the contract in order to allow LL Pelling to proceed with construction 

planning for the project. Cook motioned to approve the contract; C. Smith seconded and upon roll 

call, all votes were aye. 

Resolution No. 0725-4 Approving Disposal of City Property – Speed Warning Signs Hinz 

noted that the auction expired on June 25th and with the reserve not met, the auction has been 

extended 10 days. J. Smith questioned when appropriately-sized speed monitoring signs would be 

acquired and installed, adding that residents of N. Mentzer Rd. have been asking as well. Hinz 

commented that the process was heading in the right direction. Foley added that he felt the signs, 

while large when the solar panels and batteries were added were very large, perhaps not too large 

to be installed. C. Smith motioned for approval; Cook seconded and upon roll call, all votes were 

aye. 

Re-schedule September Regular Council meetings due to Labor Day holiday. Cook motioned to 

move the September City Council Meetings to September 8th and 22nd; Foley seconded and all 

voted aye. 
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Discussion of Creation of Full Time Police Officer Position within the Robins Police Department. 

Chief Humphrey provided that the anticipated compensation range for the position would be 

$37.50 - $40.38 per hour and that candidates would be required to be certified officers. J. Smith 

questioned how equipment for a new officer would be procured. Humphrey answered that 

outfitting would be done from items already on hand, with new equipment being ordered as 

necessary. He added that the position would be advertised via Facebook and the State of Iowa’s 

centralized job posting system. J. Smith commented that hiring an officer retiring from another 

department was a possibility. Foley added that the job market was extremely competitive with 

other cities offering signing bonuses. Hinz instructed Goodin to place the matter on the July 21st 

meeting agenda. 

Discussion of Creation of Permanent Part Time Accounting Clerk within the City Hall staff. C. 

Smith questioned whether the position was included in the FY 26 budget; Goodin confirmed this. 

J. Smith commented that the City needs to advertise and fill this position ASAP. Hinz instructed 

Goodin to place the matter on the July 21st agenda. 

Discussion of Ancillary Insurance Coverage for City Employees. Cook questioned Goodin as to 

whether this coverage was included in the FY 26 budget. Goodin answered that it was not and 

that General Funds would likely have to be used. Foley urged inclusion of the coverage for full 

time employees to provide additional support in the case of illness or injury. Hinz instructed 

Goodin to include the matter on the July 21sth agenda.  

ADJOURN: Smith moved to adjourn at 7:13 p.m., Foley seconded and all voted aye. 

 

    

         

   Chuck Hinz, Mayor 

ATTEST: 

 

 

Lisa Goodin, City Clerk/Treasurer 
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RESOLUTION NO. 0725-7 

A RESOLUTION APPROVING A REAL ESTATE PURCHASE AGREEMENT FOR 

OUTLOT A IN KERVIN'S THIRD ADDITION 

WHEREAS, the City of Robins, Iowa, is the owner of real property identified as Linn County Parcel No. 

112117701600000, legally described as: 

Outlot A in Kervin's Third Addition, Robins, Iowa, 

and consisting of approximately 107’ x 115’ of landlocked and un-buildable land functioning as a stormwater 

detention basin; and 

WHEREAS, Melissa McInroy and Alen Green (hereinafter “Buyers”) have agreed to purchase said property for 

the amount of Five Thousand Two Hundred Seventy Dollars and Zero Cents ($5,270.00); and 

WHEREAS, the City Council finds it in the best interests of the City to convey said property under the terms 

and conditions set forth in the attached Real Estate Purchase Agreement, which includes the perpetual 

maintenance of the parcel as a stormwater detention basin for the benefit of Kervin’s Third Addition and a 

restriction preventing its conveyance separate from Buyers’ adjoining parcel; 

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Robins, Iowa: 

1. The Real Estate Purchase Agreement between the City of Robins and Melissa McInroy and Alen Green, a 

copy of which is attached hereto and incorporated herein by reference, is hereby approved. 

2. The Mayor and City Clerk are hereby authorized and directed to execute the Agreement on behalf of the City 

of Robins, Iowa. 

3. Upon receipt of the purchase price and satisfaction of all conditions of closing, the Mayor and City Clerk are 

authorized to execute and deliver a Quit Claim Deed in accordance with the terms of the Agreement, including 

all associated easements and restrictive covenants. 

PASSED AND APPROVED this 21st day of July, 2025. 

 

___________________________________ 

Chuck Hinz, Mayor 

ATTEST: 

 

___________________________________ 

Lisa Goodin, City Clerk 

 

 

 

 



 

REAL ESTATE PURCHASE AGREEMENT 

 

This Real Estate Purchase Agreement (“Agreement”) is entered by and between the CITY OF ROBINS, 

IOWA, an Iowa municipal corporation (“SELLER”), and Melissa McInroy and Alen Green (“BUYER”), as of 

the date of last signature set forth below (“Effective Date”).  

 

 SELLER is the owner of that real property (“Property”) consisting of an approximately  107’ x 115’ 

landlocked and un-buildable outlot/detention basin within in the City of Robins, County of Linn, and State of 

Iowa, identified as Linn County Parcel No. 112117701600000), and legally described as follows: 

 

OUTLOT A IN KERVINS THIRD ADDITION, ROBINS, IOWA. 

 

SELLER agrees to sell and BUYER agrees to purchase the Property, together with any easements and 

appurtenant servient estates, and subject to any easements of record (including a force main easement to be 

recorded prior to closing); a reservation of easement for stormwater drainage; zoning restrictions; and restrictive 

covenants of record, if any, upon the following terms and conditions: 

 

1. PURCHASE PRICE.  The purchase price shall be Five Thousand Two Hundred Seventy 

Dollars and Zero Cents ($5,270.00) upon performance of SELLER’S obligations and satisfaction of BUYER’S 

contingencies with adjustment for such closing costs as are customary or otherwise provided for in this 

Agreement, to be added to or deducted from this amount.  As further consideration for this Agreement BUYER 

agrees, at BUYER’S expense, and on behalf of BUYER’s successors and assigns, to maintain the Property as a 

stormwater detention basin for Kervin’s Third Addition in perpetuity, as follows: 

 

A. BUYER shall not construct any structures upon the Property that would limit or diminish the 

ability of the detention basin to convey storm water; 

B. No vehicles may be parked, stored, or otherwise placed upon the Property for any period of time; 

C. BUYER shall maintain the detention basin clear of fill, debris, garbage, vegetation, and siltation 

from the outlet structure(s) and pipe(s); 

D. BUYER shall conduct regular mowing or permitted burning; 

E. BUYER shall maintain slope stability, settlement, and erosion control within the detention basin; 

F. BUYER shall keep the detention basin’s auxiliary/emergency spillway(s) clear of any 

obstruction;  

G. BUYER shall maintain the detention basin consistent with its original design and specifications 

as depicted on the grading plan attached hereto as Exhibit A and incorporated herein by reference.  

The provisions of this Agreement, generally, and this Paragraph specifically, shall survive closing and run with 

the land. 

 

2. REAL ESTATE TAXES.  BUYER assumes the obligation to pay any real estate taxes accrued 

against the Property and constituting a lien against the Property through the date of closing whether payable at 

the time of closing or otherwise.  It shall be BUYER’S responsibility to confirm potential real estate tax liabilities 

with the Linn County Treasurer’s Office prior to executing this Agreement.  BUYER shall pay all subsequent real 

estate taxes to the extent required by law. 

 

3. SPECIAL ASSESSMENTS.  SELLER is an Iowa municipal corporation, and the Property is 

exempt from special assessments.  BUYER shall pay all subsequent special assessments to the extent required by 

law. 



 

4. RISK OF LOSS AND INSURANCE.  SELLER shall bear the risk of loss or damage to the 

Property prior to closing or possession, whichever first occurs, provided SELLER shall have the right but not the 

obligation to repair such damage.  In the event the Property is damaged prior to closing or possession this 

Agreement shall continue in force and effect until either party rescinds the Agreement after giving thirty (30) 

days written notice to the other party. 

 

5. POSSESSION AND CLOSING.  If BUYER timely performs all obligations, possession of the 

Property shall be delivered to BUYER on the date of closing, and any adjustments of rent, insurance, interest, and 

all charges attributable to SELLER’S possession shall be made as of the date of closing.  This transaction shall 

be considered closed, and BUYER shall take possession, upon the filing of title transfer documents and receipt 

of all funds due at closing from BUYER under this Agreement.  Closing shall take place on or before September 

5th, 2025, or such other date as the parties may mutually agree. 

 

6. CONDITION OF PROPERTY.  SELLER makes no warranties, expressed or implied, as to the 

condition of the Property and BUYER shall take possession to the Property “as is.”  BUYER acknowledges 

BUYER has made a satisfactory inspection of the Property and are purchasing the Property in its existing 

condition.  

 

7. DEED.  Upon payment of the Purchase Price, SELLER shall convey the Property to BUYER by 

Quit Claim Deed prepared by SELLER, which Quit Claim Deed shall include restrictive covenants providing for 

BUYER’S maintenance of the Property as provided in Paragraph 1 of this Agreement, and further providing the 

Property shall not be conveyed separate or apart from Buyer’s adjacent parcel, legally described as follows: 

KERVINS THIRD ADDITIONS ROBINS, LOT 3 

 

8. SURVEY.  BUYER, at its expense, may have the Property surveyed and certified by a registered 

land surveyor prior to closing.  

 

9. ENVIRONMENTAL MATTERS.  SELLER warrants to the best of its knowledge and belief 

there are no abandoned wells, solid waste disposal sites, hazardous wastes or substances or underground storage 

tanks located on the Property, which require remediation under current governmental standards, and SELLER has 

done nothing to contaminate the Property with hazardous wastes or substances.  SELLER warrants the property 

is not subject to any local, state or federal judicial or administrative action, investigation or order regarding wells, 

solid waste disposal sites, hazardous wastes or substances or underground storage tanks.   

 

10. INSPECTION OF PRIVATE SEWAGE DISPOSAL SYSTEM.  SELLER represents and 

warrants to BUYER the Property is not served by a private sewage disposal system, and there are no known 

private sewage disposal systems on the property. 

 

11. NOTICE.  Any notice under this Agreement shall be in writing and be deemed served when it is 

delivered by personal delivery or mailed by certified mail, addressed to the parties at the addresses given below. 

 

12. GENERAL PROVISIONS.  In the performance of each part of this Agreement, time shall be of 

the essence.  Failure to promptly assert rights herein shall not, however, be a waiver of such rights or a waiver of 

any existing or subsequent default.  This Agreement shall apply to and bind the successors in interest of the 

parties.  This Agreement shall survive the closing.  This Agreement contains the entire agreement of the parties 

and shall not be amended except by a written instrument duly signed by SELLER and BUYER.  Paragraph 

headings are for convenience of reference and shall not limit or affect the meaning of this Agreement.  Words 

and phrases herein shall be construed as in the singular or plural number, and as masculine, feminine or neuter 

gender according to the context. 

 



13. REMEDIES OF PARTIES. 

 

A. If BUYER fails to timely perform this Agreement, SELLER may forfeit it as provided in the Iowa 

Code (Chapter 656), and all payments made shall be forfeited; or, at SELLER’S option, upon thirty 

(30) days written notice of intention to accelerate the payment of the entire balance because of 

BUYER’S default (during which thirty days the default is not corrected), SELLER may declare 

the entire balance immediately due and payable. Thereafter this Agreement may be foreclosed in 

equity and the Court may appoint a receiver. 

 

B. If SELLER fails to timely perform this Agreement, BUYER has the right to have all payments 

made returned to it and declare this Agreement null and void. 

 

C. BUYER and SELLER are also entitled to utilize any and all other remedies or actions at law or in 

equity available to them, and the prevailing parties shall be entitled to obtain judgment for costs 

and attorney fees. 

 

14. REAL ESTATE AGENT OR BROKER.  Neither party has used the service of a real estate 

agent or broker in connection with this transaction. 

 

15. CERTIFICATION.   BUYER and SELLER each certify that it is not acting, directly or indirectly, 

for or on behalf of any person, group, entity or nation named by any Executive Order or the United States Treasury 

Department as a terrorist, “Specially Designated National and Blocked Person” or any other banned or blocked 

person, entity, nation or transaction pursuant to any law, order, rule or regulation that is enforced or administered 

by the Office of Foreign Assets Control; and are not engaged in this transaction, directly or indirectly on behalf 

of, any such person, group, entity or nation.  Each party hereby agrees to defend, indemnify and hold harmless 

the other party from and against any and all claims, damages, losses, risks, liabilities and expenses (including 

attorneys’ fees and costs) arising from or related to any breach of the foregoing certification. 

 

16. APPROVAL BY CITY COUNCIL. This Agreement shall be expressly contingent upon 

approval by the City Council for Robins, Iowa. 

 

17. COUNTERPARTS.  This Agreement may be executed in several counterparts, each of which, 

when so executed and delivered, shall be deemed an original, and all of which, when taken together, shall 

constitute the same instrument, even though all parties are not signatories to the original or the same counterpart.  

Furthermore, the parties may execute and deliver this Agreement by electronic means such as PDF or a similar 

format.  BUYER and SELLER agree that delivery of the Agreement by electronic means shall have the same 

force and effect as delivery of original signatures and that each of the parties may use such electronic signatures 

as evidence of the execution and delivery of the Agreement by all parties to the same extent as an original 

signature. 

 

18. ADDITIONAL PROVISIONS. None if not listed in an addendum hereto. 

 

19. EXECUTION.  When and if executed by both SELLER and BUYER, this Agreement shall 

become a binding contract.   

 

 

 

 



BUYER(S) 

 

__________________________________ 

 SELLER 

 

CITY OF ROBINS, IOWA,  

an Iowa municipal corporation  

 

Dated this ______ day of __________ 2025. 

 

 _______________________________ 

   

 

_______________________________ 

 

  

Dated this 21st day of July 2025. 

 

By: ___________________________ 

       Chuck Hinz, Mayor 

 

Attest: 

 

___________________________ 

Lisa Goodin, City Clerk 

 

Address:   ______________________ 

                 Robins,  IA  52328 

   Address:       City Hall 

                      265 S 2nd Street 

                      Robins,  IA  52328 

 

Telephone: ______________________  Telephone:    (319) 393-0588 

 

 



RESOLUTION NO. 0725-8 

CREATING A FULL-TIME POLICE OFFICER POSITION  

AND APPROVING THE JOB DESCRIPTION 

 

WHEREAS, the City Council of the City of Robins recognizes the importance of maintaining 

public safety and ensuring that the Police Department is adequately staffed to meet the needs of 

the community; and 

WHEREAS, the Police Department has evaluated its current staffing levels and identified a need 

for a full-time police officer to improve response times, enhance community policing efforts, and 

address increasing demands for public safety services; and 

WHEREAS, the Chief of Police and Council Public Safety Coordinator have recommended the 

creation of one (1) full-time Police Officer position and have submitted a proposed job 

description outlining the duties, qualifications, and responsibilities associated with the position; 

and 

WHEREAS, the Fiscal Year 2026 Budget includes salary and benefits appropriate and necessary 

for this position; and  

WHEREAS, the City Council has reviewed the proposed job description and finds it to be 

appropriate and necessary for the effective operation of the Police Department; 

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

ROBINS, IOWA, AS FOLLOWS: 

1. Position Created: The City Council hereby authorizes the creation of one (1) full-time Police 

Officer position within the City of Robins Police Department. 

2. Job Description Approved: The City Council hereby approves the job description for the full-

time Police Officer position as attached hereto as Exhibit “A” and incorporated herein by 

reference. 

4. Effective Date: This Resolution shall take effect immediately upon its adoption. 

 

PASSED, APPROVED AND ADOPTED this 21st day of July, 2025, by the City Council of the 

City of Robins, Iowa. 

__________________________ 

Chuck Hinz, Mayor 

 

ATTEST: 

_______________________________ 

Lisa Goodin, City Clerk/Treasurer 

  



EXHIBIT “A” 

CITY OF ROBINS IOWA 

POLICE OFFICER JOB DESCRIPTION 

DEPARTMENT:   Police FLSA CLASSIFICATION: Non-Exempt  

SALARY GROUP/GRADE: Hourly – Non-Union     

 

Reports To:  Chief of Police or their designee 

SUMMARY:  

Summary/Objective - The Police Officer protects life and property, prevents crime, apprehends 

criminals, and enforces federal and state laws and city ordinances in a designated area on an 

assigned shift; performs related duties as required.  

ESSENTIAL FUNCTIONS:  

1. Patrol the city on an assigned shift in a city police vehicle for prevention of crime and 

the enforcement of laws and regulations. 

2. Arrest violators of the law in compliance with local, state, and federal regulations,  

    ordinances, laws and standard operating procedures.  

3. Answer calls from residents, conduct investigations gather evidence, locate and  

    question suspects and witnesses, and submit proper reports.  

4. Enforce vehicle and traffic laws; establish traffic control and protection.  

5. Mediate and/or counsel persons in situations where these persons are in dispute  

    or disagreement.  

6. Serve as the animal control officer for stray or abandoned animals.  

7. Apprehend and arrest suspects/offenders.  

8. Appear in court to present evidence and testimony.  

9. Prevent and discover the commission of crimes.  

10. Establish and maintain a cooperative relationship with the community.  

11. Prepare and submit clear and concise daily logs and written reports. 

12. Participate in meetings, conferences and training programs as assigned.  



13. Complies with safety rules and the use of safety equipment at all times and reports 

any noncompliance issues to Chief of Police promptly. 

14. Assist other City departments as directed.  

15. Conduct police safety programs in community areas if requested. 

16. Assist in planning for and working at special events requiring police assistance.  

17. Read incident reports, emails, and other assigned material.  

18. Notify the Chief of Police or his/her designee of incidents of concern.  

19. Transport prisoners. 

20. Operate motor vehicles under emergency and non-emergency conditions and check 

condition of assigned equipment. 

21. Administers first aid safely. 

22. Makes judgments concerning the arrest or release of suspects/offenders. 

23. Maintains cooperative working relationships with co-workers, other City 

Departments, other law enforcement agencies, and the local prosecutors’ offices. 

24. Perform other duties of a similar nature or level as needed. 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES (POSITION REQUIREMENTS AT 

ENTRY):  

• Principles, practices, liabilities and methods of local police administration, organization 

and operation.  

• Federal, State, and City laws; Criminal and civil codes; Judicial processes and 

procedures.  

• Medical care and equipment determined by Police Department standard  

   operating procedures.  

• Police procedures and services.  

• Iowa Law Enforcement Academy training and certification requirements to work as a 

certified law enforcement officer in the state of Iowa. 

 

Needs proficient skills in the following:  



• Ability to read, speak, write and understand English to communicate effectively with 

fellow employees, contractors and the general public by telephone, written format and in 

person.  

• Solving problems.  

• Using weapons.  

• Applying defense tactics.  

• Operating automobiles.  

• Conducting investigations and interrogations.  

• Working with informants.  

• Gathering, preserving, handling and documenting evidence and crime scene 

photographs.  

• Operating AED, radar, and other devices.   

• Using computers and related software applications.  

• Communication, interpersonal skills as applied to interaction with coworkers, 

supervisor, the general public etc., sufficient to exchange or convey information and to 

receive work direction.  

TRAINING AND EXPERIENCE (POSITION REQUIREMENTS AT ENTRY):  

An equivalent combination of education and experience sufficient to successfully perform the 

essential duties as listed above.  

LICENSING REQUIREMENTS (POSITION REQUIREMENTS AT ENTRY):  

• Iowa Law Enforcement Academy (ILEA) Certification with minimum of 1 year of 

experience.  

• Possess and maintain a Professional Permit to carry a weapon as issued by the State of 

Iowa.  

• Cardio Pulmonary Resuscitation Certification.  

• Pass all testing requirements as mandated by the state of Iowa, the Iowa Law 

Enforcement Academy, and the City of Robins; written, physical, MMPI, polygraph and 

background investigation. 

• Valid and unrestricted Iowa Driver’s License.  

ESSENTIAL PHYSICAL ABILITIES:  



Positions in this class typically require: climbing, balancing, stooping, kneeling, crouching, 

crawling, reaching, standing, walking, running, driving, pushing, pulling, lifting, grasping, feeling, 

talking, hearing, seeing and repetitive motions.  

The Police Officer works under highly stressful and emotional conditions. Employee must maintain 

control of emotions while performing essential job functions. Employee must use sound judgment 

in emergency situations and maintain intense concentration and alertness during stressful situations.  

The Police Officer may be subjected to personal injury, physical violence, fumes, odors, dusts, poor 

ventilation, blood, body fluids, extreme temperatures, bloodborne pathogens, inadequate lighting, 

workspace restrictions, intense noises and travel. Employee is expected to wear protective vest and 

other protective equipment as required. 

The Police Officer may also be exposed to extreme temperatures, long hours, and weekend and 

holiday duties. Exerting in excess of 100 pounds of force occasionally, and/or in excess of 50 

pounds of force frequently, and/or in excess of 20 pounds of force constantly to move objects.  

SUPERVISORY RESPONSIBILITY:  

This position is responsible for directly supervising any Reserve Police Officer while they are 

working. 

 POSITION TYPE AND EXPECTED HOURS OF WORK:  

This is a full-time position. Days and hours of work are varied and dependent on the needs of the 

department. Some holidays will be worked. Overtime may be needed on occasion.  

OTHER DUTIES:  

Please note this job description is not designed to cover or contain a comprehensive listing of 

activities, duties or responsibilities that are required of the employee for this job. Duties, 

responsibilities and activities may change at any time with or without notice.  

The City of Robins retains the authority to change the job duties included in this job description at 

any time.  The list of duties is not exhaustive and various requirements are subject to possible 

modifications as a reasonable accommodation for a qualified individual.  The duties listed above 

are intended only as illustrations of the various types of work that may be performed.  The omission 

of specific statements of duties does not exclude them from the position.  The job description does 

not constitute an employment agreement between the employer and employee and is subject to 

change by the employer as the needs of the employer and requirements of the job change. 

 

The City of Robins is an equal opportunity employer. 

 

 

 



RESOLUTION NO. 0725-9 

CREATING A PERMANENT PART-TIME  

ACCOUNTING CLERK POSITION  

AND APPROVING THE JOB DESCRIPTION 

 

WHEREAS, the City of Robins recognizes the need to maintain efficient and accurate financial and accounting operations 

within city administration; and 

WHEREAS, after review and consultation with the City Clerk and City Council Finance Coordinator, the City Council 

finds it necessary and beneficial to create a new permanent part-time position titled "Accounting Clerk"; and 

WHEREAS, the duties of the Accounting Clerk will include performing bookkeeping, processing accounts payable and 

receivable, assisting with payroll functions, reconciling accounts, and supporting the City Clerk in daily operations; and 

WHEREAS, the addition of a permanent part-time Accounting Clerk will promote operational efficiency and ensure 

timely completion of financial tasks and reporting requirements; and 

WHEREAS, the City Council has reviewed the proposed job description and finds it to be appropriate and necessary for 

the effective management of City financial functions; 

WHEREAS, the Fiscal Year 2026 Budget includes salary and benefits appropriate and necessary for this position; and  

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF ROBINS, IOWA, AS 

FOLLOWS: 

1. Position Created: The City Council hereby authorizes the creation of one (1) permanent part-time position within the 

City of Robins City Hall Staff. 

2. Job Description Approved: The City Council hereby approves the job description for the permanent part-time 

Accounting Clerk position as attached hereto as Exhibit “A” and incorporated herein by reference. 

3.  The City Clerk is authorized to initiate recruitment efforts in accordance with the adopted job description and 

applicable hiring procedures. 

4. Effective Date: This Resolution shall take effect immediately upon its adoption. 

 

PASSED, APPROVED AND ADOPTED this 21st day of July, 2025, by the City Council of the City of Robins, Iowa. 

 

 

__________________________ 

Chuck Hinz, Mayor 

 

ATTEST: 

_______________________________ 

Lisa Goodin, City Clerk/Treasurer 

  



EXHIBIT “A” 

CITY OF ROBINS, IOWA 

 

ACCOUNTING CLERK JOB DESCRIPTION 

 PERMANENT PART TIME   

(30 hours per week)  

DEPARTMENT:   City Hall FLSA CLASSIFICATION:  Non-Exempt 

REPORTS TO:  City Clerk   

 

JOB SUMMARY 

Under general direction of the City Clerk, perform general financial activities as directed along with work of 

more than average difficulty in assisting the City Clerk with administrative functions. The applicant 

 will perform general clerical tasks to include, but not be limited to: answering the phone, filing, drafting 

correspondences, entering data into the City’s municipal accounting software, recording invoices, processing 

payroll and handling certain accounts payable and accounts receivable functions.  

 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE 

Minimum of an Associate’s degree in Accounting, Business, Finance and two (2) years’ experience in 
municipal accounting OR four (4) years of experience in municipal accounting.  A combination of training 
and experience may suffice to meet the required knowledge, skills, and abilities. 

 

ENTRY REQUIREMENTS 

• File documents and maintain city file system. 

• Practice maintenance of confidential information. 

• Knowledge of office practices and procedures as they apply to the preparation and care of complex and 

voluminous files and records. 

• Knowledge of principles, procedures, and terminology used in financial record keeping. 

• Knowledge of the custody of official City documents. 

• Ability to maintain records of some complexity and prepare reports for such records. 

• Ability to make decisions in accordance with rules and general procedures. 

• Ability to analyze administrative problems and situations and to present appropriate facts and 

recommendations concisely in written and oral form. 

• Ability to establish and maintain effective working relationships with other employees and the public. 

• Ability to communicate in written and/or oral form. 

• Skills in the use of office machines, e.g. computers, copiers, scanners. 

• Knowledge of Microsoft Office software, e.g. Word, Excel, and Outlook. 

• Communication skills to respectfully deal with a variety of public inquire.  

 

 

 

 



ESSENTIAL JOB SKILLS 

• Knowledge of the organization, functions and issues of municipal government. 

• Knowledge of the principles and practices of local government administration and utility operation 

• Ability to analyze general accounting and financial data, prepare reports and maintain accurate records 

• Ability to proficiently create, write and edit reports for publication 

• Knowledge of municipal, county, state and federal ordinances and statutes 

• Knowledge of and practical experience with a variety of software programs including Microsoft Office 

applications and municipal financial software 

• Ability to establish and maintain positive and cooperative working relationships with City staff, elected 

officials, members of the public and contracted vendors 

• Ability to maintain a professional demeanor, to calmly approach and solve problems under stressful 

circumstances, maintain and promote harmony in the workplace and concentrate for long periods of 

time 

• Ability to work independently with limited supervision. 

• Ability to be adaptable. 

• Ability to juggle multiple tasks with frequent interruptions, perform with telephone and walk-in 

customers and adapt to changing priorities 

• Must be bondable according to State and/or local Code 

• Ability to function and make decisions under high-stress situations. 

• Ability to read, speak, write and understand English to communicate effectively with co-workers, 

vendors and contractors, and the general public by telephone, written format and in person.  

• Possess sufficient communication and interpersonal skills to effectively and respectfully interact with 

public and employees. 

• Assist other City departments as directed. 

• Regular, reliable attendance. 

• Other duties as assigned. 

 

WORKING CONDITIONS  

Physical Characteristics of the Job:  The majority of the work is sedentary in an office environment, 

occasionally exerting a minimal amount of force to lift 35 lbs., carry, push, pull, or otherwise move objects.  

The work involves use of a computer and keyboard for prolonged periods of time.  This position may at times 

require irregular work hours.  Work involves sitting for a prolonged period of time. The work may expose the 

employee to visual strain.  Position has regular direct contact with the public that at times can be stressful. 

 

SPECIAL REQUIREMENTS 

Valid and unrestricted Iowa Driver’s License required.  Bondable in amount determined by City policy.  Must 

be willing to be flexible with work hours and attend evening meetings when required.  Work is normally 

performed in a general inside office environment with appropriate heating and cooling and is not subject to 

significant occupational or environmental hazards.  Position requires regular contact with the public..  The 

noise level in the work environment is usually moderate. Some onsite activities away from the office will be 

required. 

 

 

 

 

 

 

 



OTHER INFORMATION 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 

or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may 

change at any time with or without notice.  

 

The City of Robins retains the authority to change the job duties included in this job description at any time.  

The list of duties is not exhaustive and various requirements are subject to possible modifications as a 

reasonable accommodation for a qualified individual.  The duties listed above are intended only as illustrations 

of the various types of work that may be performed.  The omission of specific statements of duties does not 

exclude duties from the position.   

 

The City of Robins is an equal opportunity employer. 
 

 

 




