VILLAGE OF SCHILLER PARK
ASSISTANT VILLAGE MANAGER

Reports to: Village Manager

The Assistant Village Manager serves as a key member of the Village’s executive leadership team, providing strategic, operational, and administrative leadership in support of the Village Manager and Village Board. This role plays a critical part in advancing Schiller Park’s priorities, including economic development, beautification, community engagement, and organizational excellence.

Operating with a high degree of independence, the Assistant Village Manager leads cross-departmental initiatives, supports policy development, and ensures efficient delivery of Village services. The position regularly represents the Village Manager and serves as Acting Village Manager when designated.

Compensation: $110,000 – $150,000 DOQE. Comprehensive benefits package included. 

How to apply: The Assistant Village Manager position is open until filled. If you would like to be considered for this opportunity, you must submit all required paperwork, as noted previously. The first review of applications begins Friday, April 17th, 2026. 

Interested candidates must submit required paperwork (cover letter, resume, application and a list of at least four professional references) in confidence via email to: Brett Kryska, Village Manager, Bkryska@schillerparkil.us.

Pre-employment process following conditional job offer will include a full criminal background screening as well as a drug and alcohol screening.

Key Responsibilities
Executive Leadership & Coordination
· Serves as a senior advisor to the Village Manager on strategic initiatives, policy direction, and organizational performance. 
· Facilitates department head meetings to drive accountability, alignment, and execution of Village priorities. 
· Leads and coordinates cross-departmental projects and operational improvements. 

Human Resources & Organizational Leadership
· Assists in overseeing Human Resources functions, including recruitment, hiring, onboarding, and employee relations. 
· Participates in hiring processes for key positions and supports workforce planning and staff development initiatives. 
· Supervises assigned staff, including interns, and promotes a positive, accountable, and high-performing workplace culture. 

Policy, Compliance & FOIA
· Oversees administration of the Freedom of Information Act (FOIA) process, ensuring compliance, transparency, and timely responses. 
· Assists in the development and implementation of ordinances, policies, and contracts. 
· Coordinates with legal counsel on compliance, risk management, and regulatory matters. 

Financial & Operational Oversight
· Supports development and management of the annual budget in collaboration with the Village Manager and Finance Department. 
· Monitors departmental performance, expenditures, and operational efficiency. 
· Evaluates capital projects, consultant services, and major initiatives for alignment with Village goals. 

Project & Consultant Management
· Oversees high-priority projects, including capital improvements, operational initiatives, and community programs. 
· Manages and coordinates external consultants to ensure accountability, performance, and successful project delivery. 


Community Engagement & Communication
· Responds to resident and business concerns with professionalism and a solutions-oriented approach. 
· Prepares reports, presentations, and communications for the Village Manager, Village Board, and the public. 
· Supports transparent, proactive communication that strengthens trust and community connection. 
· Represents the Village at community events, business visits, and intergovernmental meetings. 


Leadership in Absence of Village Manager
· Serves as Acting Village Manager when designated, with full responsibility for Village operations. 

Qualifications
Education & Experience
· Bachelor’s degree in Public Administration, Business Administration, Political Science, or related field required. 
· Master’s degree (MPA/MBA) preferred. 
· Five to six years of progressively responsible municipal or public sector experience, including leadership or supervisory roles. 

Knowledge, Skills & Abilities
· Strong knowledge of municipal operations, budgeting, and public administration practices. 
· Experience with economic development, community engagement, and organizational leadership. 
· Understanding of FOIA, municipal law, and regulatory compliance. 
· Excellent communication, leadership, and interpersonal skills. 
· Ability to manage multiple priorities, exercise sound judgment, and lead with professionalism and integrity.

