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CITY OF WEST CHICAGO, ILLINOIS 

ASSISTANT CITY ADMINISTRATOR 

THE POSITION IN BRIEF 

West Chicago, IL (25,614) is seeking a strategic thinker who can see the big picture, 

introduce new methods and establish updated approaches demonstrating a genuine 

desire to serve West Chicago by providing the highest possible service level. As a 

member of the senior leadership team, the Assistant will launch a creative and 

collaborative partnership with the City Administrator to manage this friendly, 

multicultural community.  Responsibilities of this position include overseeing human 

resources, technology, and involvement in specialized projects plus general 

administrative and operational functions of the City.  First established at the turn of 

the century by the railroad industry, this convenient transportation hub is served by 

three major rail lines, and three state highways.  As a community rich in heritage, it 

has a reputation for flexibility and adaptability looking to innovation to provide 

government service. West Chicago offers excellent schools, a growing business 

park and convenient access to parks, shopping and restaurants. Candidates must 

be a generalist with a positive and collaborative style with excellent project 

management skills to advance the organization’s business practices. Having a 

background in human resources, information technology and local government best 

practices is desirable.  Candidates will possess excellent interpersonal skills, be 

strategic thinkers to assist in long-term planning and troubleshooting as well as 

having demonstrated experience with team building techniques and consensus 

management. The City is a full-service community with 115.5 full-time employees 

and an annual budget of approximately $48 million.  Working alongside the Finance 

Director, the Assistant will collaborate with Department Directors to develop the 

budget and long-term financial plans for the community. 

CITY ORGANIZATION 

The City offers a full array of municipal services and operates under a Mayor-

Council form of government. The City of West Chicago, which has a long history of 

political stability, is governed by a Mayor and 14 Aldermen (7 wards); the staff 

enjoys a very positive and supportive relationship with the elected officials.  The 

Assistant City Manager is appointed by and reports to the City Administrator.  The 

Administrator oversees a staff of 115.5 full time staff in the following departments: 

Administration, Police, Community Development, Finance, and Public Works.  

Public Works is the largest of the Departments with an expanded service profile 

which includes water treatment, management oversight of the wastewater treatment 

authority and the cemetery.  Fire services are provided independently by the West 

Chicago Fire Protection District and wastewater treatment services are provided by 

the West Chicago/Winfield Wastewater Authority.  

Population: 25,614  

Median Age: 34.0 

Median Household 

Income: $77,098 

Housing Value: $249,500  

Distance from Chicago: Approximately 

35 miles 

Language Spoken at Home:  

English only (44.4%);  

Spanish (45.6%);  

Other (10.0%)  

To learn more about West Chicago, 

visit the City’s website at  

https://westchicago.org/ 

DEMOGRAPHICS AND  

KEY FACTS 
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ASSISTANT CITY ADMINISTRATOR 
The Assistant City Administrator (ACA) serves as a key member of 

the City’s leadership team with direct responsibility for the 

management of assigned Departments and effective 

implementation of City-wide strategic initiatives and policies.  The 

position coordinates daily interdepartmental activities and identifies, 

analyzes, and proposes solutions to operational procedures and 

problems, staff and budgetary issues.  The ACA provides highly 

responsible staff assistance to the City Administrator and serves as 

a resource to other Departments.  The position acts as City 

Administrator in the City Administrator’s absence. 

Page 4 

CITY OF WEST CHICAGO, ILLINOIS  ASSISTANT CITY ADMINISTATOR 

• Assist the City Administrator to drive the vision and 

operations of the City.  Conducting goal setting and 

long- and short-range planning for the administration, 

organization and operations as the organization 

recalibrates to face new and existing challenges. 

Assist in presenting recommendations that is 

compelling to a variety of audiences including elected 

officials, other staff and the community.  

• Lead systems, programs, teams and initiatives.  

Establishing an effective partnership with the 

leadership team including the City Administrator and 

Department Heads forging opportunities and 

implementing local government best practices to 

support methods within the organization. 

• Facilitating the transition of duties from the City 

Administrator to the newly created position. 

Incorporating new initiatives and fresh approaches to 

service delivery with a focus on customer service. 

• Instituting new modern/innovative municipal 

technology and processes across the organization to 

improve service delivery and improve transparency.  

• Plans and responds to projects and program needs to 

ensure that the City organization is well supported. 

• Facilitates and executes on program initiatives 

including leading on diversity, equity and inclusion 

efforts, sustainability efforts and participate in budget 

and financial management process offering 

assistance and support to the Finance Director and 

City Administrator.  

• Will actively seek and engage new ideas, experiences 

and stakeholders.  Will demonstrate the ability to 

understand and articulate best practices to reimagine 

systems and policies.  

• Lead a team to support, supervise and facilitate the 

best practices within human resources, technology 

and risk management functions. The recently hired HR 

Coordinator is focused on updating the employee 

Personnel Manual, as well as implementing improved 

processes for recruitment, hiring, and training of staff 

to maintain effective operations. 

• Overseeing and participating in the collective 

bargaining process.  

• Will help assess current programs and develop a 

strategy for continual improvement. Inspire, coach and 

mentor their team and continue to look for 

partnerships to drive a high level of customer service 

and program services. 

• Collaborate, engage, and foster relationships to 

improve community engagement and relations; 

actively participate with intergovernmental partners.  

Will collaborate and partner with colleagues, 

Departments, and other community leadership to 

advance the City’s mission and foster trust. 

The new Assistant City Administrator will have the following accountabilities (not all inclusive): 

The ideal candidate will be ethical, approachable, trustworthy, committed to excellence, and deliver meaningful results. They will 

communicate and collaborate openly, honestly, and authentically with people of diverse backgrounds and identities, explaining 

complex issues in a way that connects and builds understanding and empathy. They will promulgate and implement a long-term 

strategy and provide new ideas and innovation through change management processes that improve the efficiency and delivery 

of effective programs and services. The ideal candidate will have unquestioned integrity and promote the same throughout the 

organization. The candidate will have a sufficient measure of maturity to give all levels of the City honest advice, even if it con-

flicts with hopes and expectations or traditions. 



The City’s is looking for a well-rounded generalist with strong 

leadership and communication skills. The successful 

candidate will address the following challenges and 

opportunities:   

Facilitate the establishment of the new position within the 

City organization establishing new opportunities, programs 

and practices; foster partnerships, particularly with the City 

Administrator; integrate the newly established ACA role by 

leveraging skills and abilities to assist the Administration 

Department and the human resources, GIS and technology 

staff.  The transition is welcomed within the City as the new 

ACA role creates additional capacity for creativity, problem 

resolution and leadership. 

Address needed process and program improvements to 

create a high level of performance, responsiveness, and 

accountability in a fast-paced, quality driven organization.  

Collaborate with the City leadership to refine priorities and 

programs aligning demands with resources (human capital 

and financial resources). 

Improve upon the workplace culture by establishing a 

framework to build organizational capacity to advance equity 

and inclusion for all.  
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Center and advance efforts to promote sustainability within 

the City. 

Focus on employee development and mentoring - fostering 

professional development, ensuring the Department provides 

accessible, friendly support and guidance in human 

resources, GIS and technology efforts. Create a culture of 

engagement, support and problem solving within and across 

Departments.  

Develop strategies for the continual improvement of human 

resource and technology efforts including the development of 

long-term equipment and software capital project needs of 

the organization. 

Technology: Embrace change and focus on efficiency; 

improve integration and implement new methods to transition 

from outdated approaches to improve reliability, accuracy, 

and customer service. 

Provide steady, resilient guidance and approaches to budget 

and financial strategies to elected officials and City 

Management; collaborate to develop strong alternate 

positions; assure a calm response and offer innovative 

options to challenging situations. 

CHALLENGES AND OPPORTUNITIES  
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• Bachelor's Degree or equivalent in Public Policy, 

Public Administration, Business Administration, 

Political Science, or related field.  Master’s Degree in 

same preferred.  

• Seven years progressively responsible relevant 

experience, including supervisory experience in a 

community of similar size and complexity. Experience 

working in an ethnically and socio-economically 

diverse community is a plus. 

• Knowledge of public administration, local government 

management and business theory, practice and 

administration. 

• Knowledge of and experience with governmental 

budgeting, accounting and finance principles and 

practices.  

• Strong organizational leadership, with excellent 

personnel management skills. 

• History of collaboration within and outside of the 

organization, intergovernmental cooperation and 

relationship building.  

• Clear and concise verbal and written communication 

skills and the ability to present complex information to 

any audience.  

• Excellent reputation and a demonstrated high level of 

honesty and integrity.  

• Value diversity, equity and inclusion recognizing that 

a welcoming and inclusive culture is imperative to 

attract and retain employees resulting in the provision 

of high quality, equitable service. 

QUALIFICATIONS 
The City is seeking an experienced and collaborative professional to serve as its Assistant City Administrator.  

The successful candidate will have: 

• Understands subtle and complex local government issues 

affecting the City organization and the community at large. 

• Able to balance confidence and humility and bring 

compassion and patience into challenging situations. 

• Unquestionable personal integrity, character and 

conviction. 

• Proven track record of successfully engaging with senior 

staff leadership to assess or troubleshoot situations, assist 

or develop solutions, and engage in creative problem-

solving, collaborative management and organizational 

change. 

• An active participant in the City leadership team engaging 

in continuous improvement; an individual who can serve as 

a devil’s advocate and support the decisions of the 

organization. An individual who will diplomatically challenge 

policy directions that impact operational success; a 

decision maker who will provide direction, coach and 

mentor and advise fellow employees. 

• Capable of considering interdependent relationships and 

recognize multiple cause and effects of community issues, 

predict or anticipate the consequences of policy decisions 

and to adapt to improve outcomes. 

• Strong ability to assess alternatives in terms of their 

financial, economic, social, environmental and strategic 

advantages and disadvantages of proposed solutions. 

• A creative problem-solver, encouraging and empowering 

employees to find new and better ways to get work done, 

while also applying, maintaining, and respecting the 

regulatory framework that guides local government. The 

candidate will have a genuine passion for public service, 

sharing enthusiasm for community engagement and 

customer service. 

• A valued member of the City’s management team, 

maintaining effective working relationships with elected 

officials, Boards, City administration, all levels of 

employees and unions. Proven interpersonal and human 

relations skills, and adeptness at interacting with a wide 

variety of people possessing various attitudes and 

positions are all important and desirable qualities for the 

next Assistant City Administrator. 

• Have the ability to diplomatically challenge the City 

Administrator when recommending and debating issues to 

ensure the best options are considered and discussed. In 

turn, have the humility to support final decisions made by 

other parties if they are not consistent with 

recommendations. 

• An approachable leadership style that is steeped in 

collaboration, communication, and ethical and transparent 

management. The Assistant City Administrator will be a 

strategic thinker with strong communication skills to ensure 

continued delivery of high quality, efficient, and effective 

municipal services. 

• Experience in team-building, consensus building, and 

executive leadership collaboration with the ability to 

effectively engage elected and appointed officials in a way 

that fosters complex problem-solving. 

CAPABILITIES 



COMPENSATION  
The full salary range is $126,813-$177,538 with an anticipated starting salary of $135,000 +/- DOQ.   

The City offers a competitive benefits package including membership in the Illinois Municipal Retirement Fund and optional 
deferred compensation plans. Residency is not required. 

EXECUT IVE RECRUITMEN T  
www.GovHRUSA.com  
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HOW TO APPLY  
Interested candidates should apply by November 11, 2022 with a cover letter, resume, and contact information of 
at least five (5) professional references to www.GovHRjobs.com to the attention of Katy Rush, Vice President, 
GovHR USA, 630 Dundee Road, Suite 130 Northbrook, IL 60062. Questions regarding the West Chicago Finance 
Director position can be directed to Ms. Rush: 

 

Katy Rush, Vice President, GovHRUSA 

Tel:  847-380-3240 x.122 

The City of West Chicago is an Equal Opportunity Employer. 

http://www.GovHRUSA.com
http://www.govhrjobs.com/

