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Village Manager
(Chief Administrative 

Officer - CAO)
Police & Fire 

Oversight

Labor Relations/
Collective 

Bargaining
Oversight

Convention Center

Sr. Assistant to the Village 
Manager (Sr. Assistant to 

the CAO)
Administrative Intern

RESPONSIBILITIES

Resident Complaints 
(Cracker Barrel & Cable)

Special Projects

Survey Collection/Response

Cable, Utility and Franchise 
Agreement Complaint 

Handling

Document Management 
Coordination (Ordinance 

and Resolutions) and
Archiving

Cable Update

Sr. Assistant to the Village 
Manager (Sr. Assistant to 

the CAO)

DEPARTMENTS

Cultural Services

Engineering & Public Works

Finance

Information Technology

DIVISIONS

PR, Human Services, Public 
Health & Nursing divisions 

Oversight

RESPONSIBILITIES

CIP Committee Chair & 
CIP 6 Year Plan

Executive Safety
Committee Chair

Building Projects 
Committee Member

Management Studies

Fire & Police
Commission (Backup)

Employee Suggestion and 
Award Programs

Employee Orientation 
and Training

Signatory - Finance

Document-Mgmt. 
Coordination

Dept. Director Evaluation 
Process and Professional 

Development

Web Site

Resident Complaints 
(for assigned departments)

Special Projects 
(for assigned departments)

Legislation

Sister Cities Program

Grant and Award 
Applications as assigned

Labor
Relations/Collective
Bargaining (Backup)

Budget/CIP Coordination 
Assistance

Employee Orientation
(Backup)

IT User Group Member

Core Value Award Program 
Coordination and Core 

Values Projects

Visitor/Tour
Coordination

Youth in Government Day

Special Projects

Village Code Review

Resident Complaints

Special Event Sign-off

Innovations Coordination

Cable TV/Telecom Franchise/
License Agreement 

Management

Volunteer Coordinator

DEPARTMENTS

Community Development

Transportation

Human Resources

DIVISIONS

Legal Division Oversight

OPS Oversight

RESPONSIBILITIES

Intern and Management 
Analyst Oversight

Signatory - HR

Budget Coordination

Cable TV/Telecom Franchise/
License Agreement 

Management

Labor Relations/
Collective Bargaining

Performance 
Measurement

Liaison to Fire and Police 
Commission

Stadium Oversight

VOS Annual Report

Economic Development/ 
Business Attraction Initiatives

Development Review Process

Resident Complaints
(for assigned departments)

Special Projects 
(for assigned departments)

Success Factors Coordination

Special Event Sign-off 
(backup)

Management
Analyst


