

Village of Oak Lawn 
ASSISTANT VILLAGE MANAGER
The Village of Oak Lawn is currently seeking qualified applicants for the full-time position of Assistant Village Manager.

Position Overview
	
Under the general direction of the Village Manager, the Assistant Village Manager is responsible for providing support to the Village Manager, Department Managers and Village Board.  The Assistant Village Manager assists the Village Manager in implementing Village policies and programs as established by the Village Board and the day-to-day operations of the Village. The Assistant Village Manager may perform the duties of the Village Manager in his/her absence. 

Essential Job Functions



Serves as Acting Village Manager in absence of Village Manager.  
Provides high level staff support to Village Manager and performs research, drafts correspondence, and manages programs as assigned. Responds to complex citizen inquires as needed and coordinates department actions/responses.
Assists department managers/supervisors and labor counsel as a member of the management labor team responsible for negotiation and administration of collective bargaining agreements involving Village employees. 
Participates as a member of the management budget team that is responsible for review and recommendation to Village Manager of proposed operating and capital budgets.
Day to day expenditure approval authority for all expenses up to $20,000.
Supports the Finance & Administrative Services, Community Development & Growth Management, Public Works, Police, Fire, Emergency Communications as well as, Human Resources departments. 

Position responsible to make personnel recommendations to Village Manager as necessary (e.g., hiring, discipline, grievances etc.).

Assist with direction and prepare content for external Village communications, including the Village website, cable channel, social media platforms and press releases; research and recommend best practices for improving external communications and operational transparency.
	 


Regular and consistent attendance required along with ability to work additional hours beyond normal workday including nights and weekends for meetings or emergencies.

Other duties and special projects as assigned. 




Required Knowledge, Skills and Abilities

KNOWLEDGE (of): 
• Public administration and its applications to local government. 
• General management and office organization principles and practices. 
• Basic laws, principles, and regulations underlying the Municipal Corporation and functions of a Village Board. 
• Municipal finance and public safety. 
• Professional guidelines, to include professional guidance and regulations to problems of selection, development, and implementation. 
• Research methods and policy formulation. 

SKILLS: 
• Creative problem solving capabilities to resolve issues and ensure efficiency. 
• Customer service, interpersonal, and communication (both verbal and written) skills. 
• Skill in the use of Microsoft Office Suite applications (Word, Excel, PowerPoint, and Outlook)
• Excellent analytical, confidentiality, and discretionary judgment skills. 
• Skill in communicating difficult/sensitive information to employees. 

ABILITY (to): 
• Collect, compile, comprehend, and analyze information and data, and translate observations and results into clear, concise reports. 
•Supervise, manage, direct, plan and coordinate.. 
• Exercise independent judgment to apply facts and principles for developing approaches and techniques to problem resolution. 
• Be flexible, creative, decisive, and exercise sound judgment in order to assist others in a fast-paced environment while managing competing priorities. 
• Establish and maintain effective working relationships with Village officials, employees, and the public; solicit and apply customer feedback (internal and external) in order to improve processes, products, and services. 
• Develop good work methods and procedures with initiative and good judgment and to use resourcefulness and tact in meeting new challenges. 
• Multi-task and cope with numerous interruptions; remain calm in stressful situations; and make objective decisions using sound judgment. 
• Give presentations to groups for informational and instructional purposes and develop written policies and memorandums. 
• Maintain strict confidentiality and protect the privacy of all employee information in accordance with Village policies, procedures, and practices as required by federal and state law. 


Education Requirements

Bachelor’s degree in political science, public administration, planning, finance or related field required. Master’s degree in public administration preferred. 
Certified Manager Certification a plus.
Minimum of six years increasingly responsible experience, preferably in growing community similar to Oak Lawn with specific experience in development oversight, human resources, finance/budgeting, and information systems.
Licenses
Must possess a valid driver’s license. 
Physical Requirements
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Position requires occasional walking, lifting and carrying of up to 20 pounds.  Position requires physical ability to drive a car as well as visit construction sites and other outdoor areas of community with ability to walk over uneven ground. 

The above job description has been designed to indicate the general nature and level of work performed.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job.

[bookmark: _GoBack]Salary TBD; plus benefits.


Resume with cover letter to:
Village of Oak Lawn
Attn: Dan Omiecinski
9446 S. Raymond Ave.
Oak Lawn, IL   60453
domiecinski@oaklawn-il.gov


Deadline for cover letter and resume is Monday, July 13, 2020.

The Village of Oak Lawn is seeking qualified applicants, without regard to sex, race, color or ethnic origin – an Equal Opportunity Employer.

