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DEPUTY VILLAGE ADMINISTRATOR 
Position:  Deputy Village Administrator 

Department: Village Administration 

Reports to: Village Administrator/Mayor 

Employment status: Part-Time  (less than 999 hours annually) 

Compensation:  $24,300 Annually – Paid Once Per Month ($2,025) under Village Payroll System 

Position Summary 

Assist the Village Administrator with municipal communications, organizational planning, development of 

Village programs and services, and other assigned administrative tasks. Work with Village departments to 

provide accurate public information, support operational improvements, and complete assignments under the 

direction of the Village Administrator. 

Primary Duties and Responsibilities 

Primary duties include, but are not limited to, the following: 

Quarterly Village newsletter. Assist in preparing, publishing, and delivering a quarterly newsletter on Village 

matters. Gather departmental updates; draft and edit articles; obtain or take photographs and prepare 

captions; coordinate layout and review; and arrange printed or electronic distribution as directed. 

Emergency Management and Departmental Reorganization. Assist in developing short-term and long-term 

reorganization plans for the Village’s emergency management division and other departments as requested. 

Review current responsibilities and operational needs, research options, and help prepare recommendations 

and implementation schedules for consideration by the Village Administrator and appropriate Village officials. 

Village website. Assist in updating the Village website, including announcements, meeting information, 

departmental information, programs, services, and community events. Coordinate content with Village staff 

and keep assigned information current and accurate. 

Social media administration. Assist in the continuing administration and updating of official social media 

accounts for all Village departments. Prepare and coordinate approved posts, photographs, announcements, 

and service updates; monitor assigned accounts; and refer questions or concerns to appropriate staff in 

accordance with Village policies. 

Village programs and services. Assist in developing, evaluating, and improving key programs and services 

provided by or through the Village. Support research, departmental coordination, public outreach, 

implementation, and progress reporting as assigned. 

Student awards and honors program. Assist the Village Administrator in developing and implementing a 

Village awards and honors program recognizing WHS and WJHS students for athletic and academic 

achievements. Coordinate with school representatives to develop recognition criteria, gather nominations and 

verify achievements, prepare recognition materials, and help coordinate award presentations as directed. 

Board and committee meetings. Attend meetings of the Village Board of Trustees and its committees as 

requested from time to time. Assist with supporting materials, provide updates on assigned work when 

requested, and complete related follow-up tasks. 

New & Existing Resident Information.  Assist in development and updating of resident information guide. 

Local Business Guide.  Assist in the development of local business guide to promote local businesses.  Work 

closely with Sherman Chamber of Commerce and local businesses. 

Acting Village Administrator.  In the long term absence of the Village Administrator or as designated, serve in 

the role as Village Administrator with same duties and authorities as approved by the Mayor. 

Other assigned duties. Perform other administrative duties, special projects, and related responsibilities as 

requested from time to time by the Village Administrator, consistent with the position’s approved work 

schedule and annual limits. 
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