
Village of Elk Rapids 
COMMUNITY PROFILE 

 
 

The Village of Elk Rapids is a financially and politically stable community set in the midst of extraordinary 
natural resources. Located between the East Arm of Grand Traverse Bay and Elk Lake, Elk Rapids is home 
to Edward C. Grace Memorial Harbor, the most popular marina and boat launch in Michigan. Just 15 
miles north of Traverse City, in northwest lower-Michigan, Elk Rapids is an intimate jewel: home to an 
established arts community, a vibrant entrepreneurial downtown, and an abundance of outdoor 
recreation possibilities. 

 

 

 

THE ORGANIZATION 

Elk Rapids is a General Law Village operating under the council-manager form of government, with 20 
full-time staff. All department heads are accountable directly to the Manager and include the Assistant 
Village Manager/Clerk, Treasurer, Police Chief, Harbormaster, Public Works Superintendent, and 
Planning and Zoning Administrator.  Department heads assume responsibility and accountability for 
departmental decision-making, budgeting, and responding to resident inquiries.  Details about the 
departments can be found here http://www.elkrapids.org 

 

 

http://www.elkrapids.org/


 

THE POSITION 

The Administrative Clerk/Assistant is a full-time, exempt position working most closely with the village 
manager, assistant village manager and treasurer, with no supervisory responsibilities.  The 
Administrative Clerk/Assistant is supervised by and reports to the village manager and assistant village 
manager.  

The successful candidate will maintain professionalism at all times and will thrive on a desire to learn. 
This individual must possess the appropriate temperament to work successfully with colleagues, 
management and the public.  

The salary range is $27-32,000, dependent upon qualifications and experience. The village provides a 
generous benefits package, including excellent health care, dental and vision; paid holidays, vacation, 
MERS defined benefit retirement and 457 supplemental (defined contribution) plans, AD&D and more. 

The draft 2019-20 Strategic Plan of the Village Council lists the following goals: 1) Create housing for all 
village residents, 2) Improve Ames Street corridor to develop a consistent village character and 
incentivize commercial investment, 3) Enhance trail connectivity and walkability throughout the village, 
4) Maintain the village’s parks and recreation facilities to high quality standards and expand, and 5) 
Work collaboratively to increase informed citizen participation in the policy process of the village. 

 

 

THE COMMUNITY 

A beautiful community in a matchless setting, Elk Rapids integrates creative newcomers, entrepreneurs, 
and seasonal residents to a town still occupied by families going back generations.  While boasting of its 
safe, small town character, passion and energy may better define Elk Rapids and its residents.   

Foremost is a fervent commitment to the natural world within which the Village lies. Tourists and 
second home owners indulge their love of unspoiled nature and water recreation in this perfect spot for 



sailors, boaters, kayakers and fishermen. Nearby ski hills and resorts, snowmobiling trails, and nationally 
renowned golfing add to the outdoor recreation and amenities. 

 

 

Villagers maintain a preservationist watch and revel in their uniqueness.  No urban sprawl affects Elk 
Rapids.  A fully-occupied, lively downtown is home to unique shops, restaurants and art galleries.  No 
big-box outlets or drive-thru restaurants affect the intimate character. Residents, however, can easily 
take advantage of all that is available in larger more urbanized areas.  Traverse City is about 25 minutes 
away and offers a substantial job market, extensive shopping, entertainment and world-class health 
care. 

Four village parks, the nearby 41-acre Wilcox-Palmer-Shah Nature Preserve and the planned non-
motorized trail connection of Traverse City to Charlevoix, are further testimony to the environmentally 
and preservation-minded dedication of the area’s residents. 

Among other strong attractors on the area’s list is an excellent public school system.  Elk Rapids School 
District serves over 100 square miles (much of which is water!) and is a popular “receiving” school-of-
choice.  The district boasts area-wide top ACT scores, a full complement of sports and extracurricular 
activities, top-ranking special needs programming, and Northern Michigan’s first International 
Baccalaureate World School certification for its middle school. 

Designed to advertise its attributes and attractiveness to potential newcomers, while celebrating the 
distinctive character of Elk Rapids, is a calendar of community events rivaling communities many times 
its size.   

Please see separate job description attachment. Candidates desiring confidentiality, as allowed for 
and provided by Michigan law, must indicate such in a separate subject line above the body of the 
cover letter. This search is conducted by an Equal Opportunity Employer. 


