
DUBLIN CITY COUNCIL 
 ADMINISTRATIVE COMMITTEE OF THE WHOLE 

Monday, July 21, 2014 
 6:00 p.m. – Council Chambers 

 
AGENDA 

 
 

• Call to Order 
 
• Discussion of Proposed Timeline  
 
• Review of Search Firm Proposals 
 
• Selection of Firms to be Interviewed July 28-30 
 
• Adjourn 

 



PROPOSED TIMELINE  
PHASE ONE – WEEK OF JULY 7, 2014 

• Collect and distribute search firm information and draft RFP to Council members ( June 7) 
• Administrative Committee meets to discuss draft timeline and search firm list (July 8) 
• Draft timeline provided to Council; asked to provide additional search firm names (July 8)  
• Search firm RFP sent out by staff (July 8) – deadline of July 18 for submission 
• Community Relations  updates City Manager recruitment profile, including Council goals and the 

City’s focus on the Bridge Street District initiative 

PHASE TWO – WEEK OF JULY 14, 2014 
• Staff distributes draft job announcement to Council members 
• Staff distributes updated draft of City Manager recruitment profile to Council members (early in 

week) 
• Council members provide input (by end of week) to Clerk of Council regarding draft profile and 

draft job announcement – Clerk provides summary of input to Council and staff 
• Staff distributes summary of responses to RFP (July 18 evening) 

 
PHASE THREE – WEEKS OF JULY 21/JULY 28 

• City Council selects search firms to be interviewed – July 21 Council meeting – 6 p.m. 
• City Council meets with search firms and makes selection – July 28 Council meeting – 6 p.m. 

(reserve evenings of July 29 and 30 if case needed to complete interviews and selection) 
 
PHASE FOUR – DURING AUGUST 

• Consultants interview Council members, City staff 
• Job announcement placed in national sources 
• Consultant delivers its input on draft Recruitment Profile to City Council 
• Comments and corrections to Profile noted by Council members to Consultant 
• Revised full Recruitment Profile delivered to all Council members 
• Final brochure available for direct recruitment by Consultant 

PHASE FIVE – DURING SEPTEMBER 
• Update City Council with progress to date 
• Application period ends, update Council with progress to date (Sept. 30) 

PHASE SIX – OCTOBER/NOVEMBER/DECEMBER 
• Consultant delivers Report of Leading Candidates to City Council, including resumes and notes 

from consultant’s interviews (Oct. 6) 
• City Council reviews list of leading candidates with Consultant, recommends short list (Oct. 8) 
• Consultant confirms short list available; City announces Finalists (Oct. 15) 
• Consultant conducts background investigation of Finalists 
• Consultant delivers Final Report to City Council (Oct. 22) 
• City Council interviews Finalists (Oct. 28, 29, 30) 
• City Council and Consultant negotiate contract with Finalist (Nov. 3-5) 
• Employment agreement on Special Council meeting agenda (Nov. 10) 
• New City Manager joins City December 1, 2014 (two months on-the-job with Marsha) 

 
*Bold print indicates actions by City Council 



 

 
 
 

To: Members of Dublin City Council 

From: Michelle L. Crandall, Assistant City Manager 

Date: July 18, 2014 

Re: Executive Search Firms – Proposals Received  

  

 
Summary 
Attached are full proposals submitted by nine executive search firms in response to the City’s RFP 
process.  Also attached are evaluation forms to assist each Council Member in deciding upon 
his/her top 2-3 firms.  These are included merely as a tool for you to use if you desire.   

 
If you should have any questions regarding the information contained in this memorandum, please 
contact me at 410-4403 (desk) or 206-4886 (mobile). 
 
 
Recommendation 
Information only. 

Office of the City Manager 
5200 Emerald Parkway • Dublin, OH 43017-1090 
Phone: 614-410-4400 • Fax: 614-410-4490  Memo 



 

 
City Manager Search Process 

Executive Search Firm 
Evaluation Form 

 
 
 
Consulting Firm:______________________________________       Date:__________________ 
                                      
 
Rater:_______________________________________________   Total Score:   ____________ 
   
 

Rating Scale 
 

1 – Unacceptable: 
 
Firm’s experience, qualifications, expertise, methodology, philosophy, 
approach, performance, etc. are inadequate, irrelevant, unrelated, 
insufficient, or inappropriate for the project.   

 
2 – Inadequate/Unsuitable: 

 
Firm’s experience, qualifications, expertise, methodology, philosophy, 
approach, performance, etc. are adequate, suitable, relevant, related, 
sufficient, or appropriate in some respects, but inadequate, unsuitable, 
irrelevant, unrelated, insufficient, or inappropriate in most respects.  

 
3 – Adequate/Suitable: 

 
Firm’s experience, qualifications, expertise, methodology, philosophy, 
approach, performance, etc. are adequate, sufficient, related, relevant, or 
appropriate in all respects.  

 
4 – More than Adequate/ 

Suitable: 

 
Firm’s experience, qualifications, expertise, methodology, philosophy, 
approach, performance, etc. are more than adequate, suitable, sufficient, 
related, relevant, or appropriate in some or most respects.  

 
5 – Exceptional: 

 
Firm’s experience, qualifications, expertise, methodology, philosophy, 
approach, performance, etc. are clearly above adequate/suitable, sufficient, 
related, relevant, or appropriate in all or most all respects. 

 
 



 
Executive Search Firm 

Evaluation Form 
 

CRITERIA MAXIMUM 
POINT VALUE 

WEIGHTED 
VALUE  

► Prior experience with conducting City Manager/CEO searches 5  

► Quality of the process for handling the search 5  

► Quality of the written proposal (comprehensive, well-written, 
clear, detailed) 5  

► Quality of the example position profile and example search 
report 5  

► Experience of the principal handling the search 5  

► Ability to adhere to the proposed timeline 5  

► Experience in recruiting a diverse candidate pool 5  

► Experience in pursuing well-qualified candidates (both those 
actively seeking and those not actively seeking employment 
opportunities) 

5  

► Overall ability to deliver and perform the scope of services 5  

   

N:\hr\City Manager Search 2014 



Executive Search Firms – Proposal Summaries 

 

The following sheets provide summaries for nine Executive Search Firm Proposals in the 
following (random) order: 

1. Colin Baenziger 
2. Management Partners 
3. GovHR USA 
4. Ralph Anderson and Associates 
5. The Novak Consulting Group 
6. The Mercer Group, Inc. 
7. Renee Narloch & Associates 
8. Affion Public 
9. PMG Employment Consultants 



Executive Search Firms - Proposal Summaries 
 

Firm Recent Experience 
(past 36 months) 

Proposed Process Candidate Recruitment 
(methods to pursue well 
qualified and diverse candidate 
pool, including candidates are 
not actively looking) 

Timeframe Proposed Fees Additional Notes  

 
Colin Baenziger 
 
Principal: 
Colin Baenziger 
(professional 
background – page 
18 of proposal) 
 
Daytona Beach 
Shores, FL 
 

 
Provide examples of 40+ recent 
and current Manager/Administrator 
searches with in the past 36 
months.  Examples of searches 
from throughout the U.S. Extensive 
list of all searches in Appendix “A” 
 
Of note – City/County Manager 
searches are listed for Scottsdale, 
AZ; Roanoke, VA; and Coral 
Gables, FL.   

 
Needs Assessment - Compile information on the 
community, interview, Council Members and other key 
stakeholders, determine characteristics of the ideal 
candidate determine a reasonable compensation 
package, finalize calendar for process. 
 

Develop Position Description/Recruitment Materials – 
Based on input gathered develop a position description 
and recruitment profile, provide draft for Council 
review. 
 

Recruit Candidates – Goal is to bring 6-10excellent 
semi-finalists for Council to select top 3-5.  Accomplish 
through networking and diligent outreach and 
advertising in trade journals.  Also e-mail recruitment 
profile to listserv of over 7,000 managers and 
professionals interested in local government 
management. 
 

Evaluate the Candidates – Resume review, screening 
interviews with potential top candidates, request 
candidate written introductions, check references and 
conduct background checks, internet search, 
education/work history verification.  
 

Prepare and Present Candidate Material - 
Written report prepared for each recommended 
candidate, Council selects top 3-5. Provide advice on 
interviewing and potential questions. 
 

Coordinate the Candidate Assessment Process – Prior 
to interview will recommend an interview/assessment 
process, recommend observing the finalists in a variety 
of settings, Day #1 – tour of community, evening 
reception with Council. Day #2 individual and group 
interviews with Council. 
 

Debriefing and Selection – Assist Council in decision-
making process with defined methodology.   
 

Negotiations – Will assist with negotiations to the 
degree Council wishes.  Provide advice on 
compensation package and contract. 
 
 
 

 
Proposal notes an extensive 
network and states that “as we 
identify outstanding candidates 
(many of whom are not in the 
market), we will approach them 
and ask them to apply. 
 
Proposal also notes that “typically 
40% of our finalists are women 
and/or minorities.”  

 
12-week schedule 
proposed 
 
Schedule outlined 
on page 11 of 
proposal 

 
$23,000 
 
 

 
Provided both an example 
Recruitment 
Profile/Brochure and an 
example Recruitment 
Report. 
 

 



Executive Search Firms - Proposal Summaries 
 
 
Management 
Partners 
 
Principal: 
Doug Plunkett 
(professional 
background – page 
4 of proposal) 
 
 
Cincinnati, OH 
 
 
 
 
 
 
 

 
Noted under “References” 6 similar 
searches completed in the past 36 
months.  All of these have been for 
cities/villages in Ohio. 
 
Of note - City/Village Manager 
searches are listed for: Brunswick 
OH and Hamilton, OH. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Develop the Profile – Interview with each Council 
Member to identify important qualities and 
characteristics desired.  Understand culture and 
strategic goals. 
 

Develop A Search Strategy – Identify target networks 
and organizations for reaching those who would be 
outstanding candidates.  Includes specific 
organizations and networks for reaching women and 
minority candidates. 
 

Conduct an Aggressive Recruitment Campaign – 
Network throughout Ohio and the United States.  
Targeted advertisements and direct/personal contact 
with those that would be the best fit. 
 

Acknowledge Resumes and Screen Prospective 
Candidates – Screen resumes and select most highly 
qualified for personal interviews and reference checks. 
 

Conduct Interviews/Check References – Conduct 
preliminary interviews face-to-face, video conferencing 
or telephone, rank and select top candidates to bring 
forward. 
 

Identify Finalists – Meet with Council to review top 
candidate and determine those Council wishes to 
interview, check professional references, conduct 
background, credit and education checks. 
 
Assist with Interview and Selection Process – Provide 
background information, and facilitate the interview 
process. 
 
* note – nothing included regarding assisting with 
negotiations. 
 
 
 

 
Proposal notes that “we start with 
the premise that we want to attract 
the best people in the field, 
whether or not they are looking for 
a new job.” 
 
Also note that the “strategy 
includes specific organizations and 
networks for reaching women and 
minority candidates…” 

 
90 days 
 
Proposed timeline 
not included.  Note 
that they will work 
with client to 
develop timeline. 

 
$17,990 

 
Provided both an example 
Recruitment 
Profile/Brochure and an 
example Recruitment 
Report (blank example 
report) 
 

 



Executive Search Firms - Proposal Summaries 
 
 
GovHR USA 
(formerly 
Voorhees) 
 
 
Principal:  
Heidi Voorhees, 
Co-Owner 
(professional 
background - pages 
3-4 of proposal) 
 
Northbrook, IL 

 
43 City Manager/ Administrator 
searches completed in past 36 
months. 28 of these were for 
communities in Illinois. 
 
- 7 in population 50,000 or greater 
- 12 in population 25,000 – 50,000 
- 24 in population under 25,000 
 
Of note - City/Village Manager 
searches are listed for: Fayetteville, 
NC; Kalamazoo, MI; Highland Park, 
IL 
 

 
Six phases identified: 
 
Position Assessment, Job Announcement and Brochure 
Development, Recruitment Timetable - One-on-one 
interviews with each Council Member and senior City 
Staff, as well as any others deemed appropriate. 
 

Advertising, Candidate Recruitment and Outreach - 
Development of database of potential candidates 
unique to this position, outreach to potential 
candidates via e-mail, telephone and mail. 
 

Candidate Evaluation and Screening - Development of 
key traits matrix, identify 15-20 semifinalists to 
interview via Skype and phone, narrowing to the most 
qualified to present to Council. 
 

Presentation of Recommended Candidates – 
Recommendations via a recruitment report and 2-3 
hour meeting with Council to review the candidates in 
detail. 
 

Interviewing Process – To include two rounds of 
interviews and an optional community “meet and 
greet”. Recommend 5 candidates for first round and 2-
3 candidates for the final round. 
 

Appointment of Candidate - Will assist to the degree 
requested with salary and benefit negotiations and 
drafting of an employment agreement. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Proposal notes that “we are able to 
contact potential applicants who 
are not actively seeking a new 
position but who may be interested 
in the Dublin opportunity.”  Further 
note having an extensive database 
to develop a diverse pool of well 
qualified candidates. 
 
Proposal also states that “as a 
former City Manager, Ms. Voorhees 
is acutely aware of the need to 
attract women and minorities to 
local government.” She is a 
member of the Legacy Project, 
dedicated to the advancement of 
women in local government and is 
a member of the National Forum of 
Black Public Administrators. 

 
12-week schedule 
proposed 
 
Can work with 
Council if a shorter 
timeframe is 
desired.  
 
Schedule outlined 
on page 7 of 
proposal.  

 
 

 
$20,000 
 
Includes $2,000 for 
advertising costs which 
could fluctuate.  Client 
billed for actual cost.   

 
Offer an optional 360-
degree evaluation for the 
newly appointed City 
Manager after six months 
in his/her position. 
This would be an 
additional cost. 
 
Did not include an example 
Recruitment Report but did 
include a description of 
what is included in such a 
report. 

 



Executive Search Firms - Proposal Summaries 
 
 
Ralph Anderson 
and Associates 
 
 
Principal: 
 
Heather 
Renschler 
(professional 
background – page 
7 of proposal) 
 
Rocklin, CA 

 
21 City Manager/Administrator 
searches completed in the past 36 
months. 14 of those were for 
communities in California. 
 
Of note - City Manager searches 
are listed for: Cincinnati, OH 
(current search); Davis, CA; 
Oakland, CA.  
 

 
Review Project Management Approach – Meet with 
Council and others to discuss work plan and timing of 
the search.  Also meet with retiring City Manager. 
 

Develop Position Profile – Meet with City Council and 
other key stakeholders to gain an understanding of 
experience/background desired, develop recruitment 
brochure based on input gathered. 
 

Outreach and Recruitment – Placement of ads in 
ICMA, NLC and other professional journals and on-line 
sources.  Use of extensive contacts to solicit interest 
and targeted phone outreach to professional 
associations. 
 

Candidate Evaluation – Screen applications, 
preliminary reference review, interviews with top 
group of candidates via Skype or telephone.  Top 8 to 
10 candidates brought forward and reviewed with 
Council.   
 

Search Report – Meet with Council to review search 
report, selection by Council of top 5-6 for in-person 
interviews by Council. 
 

Selection – This process will vary dependent upon 
Council’s desires.  Coordinate logistics, prepare 
interview booklet, suggested questions provided, 
attendance at interviews, verification/background 
checks of top 2 candidates. 
 
Negotiations – Available to assist in negotiating a 
compensation package and offering recommendations 
on compensation level. 
 

 
Proposal notes and extensive 
network of contacts to draw from.  
Personal telephone outreach to 
those meeting criteria. 
 
Proposal also notes targeted 
outreach to recognized professional 
associations including OCMA, ICMA, 
NLC and the National Forum of 
Black Public Administrators. 

 
90 days 
 
Notes that an 
additional 1-2 
weeks should be 
assumed for 
negotiations with 
the top candidate. 
 
Schedule outlined 
on page 12 of 
proposal. 

 
$29,750 
 
Includes no more than 3 
trips to the City by the 
Project Manager and 1 full 
background on selected 
candidate.  Additional full 
backgrounds are 
$2,800/each. 

 
Included an example 
Recruitment Brochure but 
did not include an example 
Recruitment Report. 

 



Executive Search Firms - Proposal Summaries 
 
 
The Novak 
Consulting Group 
 
Principal: 
Julia Novak 
(professional 
background - page 
6 of proposal) 
 
Cincinnati, OH 
 
 

 
9 City Manager/Administrator 
searches completed in the past 36 
months. 5 of those were for 
communities in Ohio. 
 
Of note -  City Manager searches 
are listed for: Cleveland Heights, 
OH; Hudson, OH; and Shoreline, 
WA 
 

 

Approach and Methodology 
Inquiring, Understanding and Defining – Work with 
Council to conduct a needs analysis, qualifications and 
6-12 month goals for the successful candidate.  Build 
accurate position profile.  
 

Candidate Search and Evaluation – Search process 
customized to meet client’s needs.  Extensive network 
nationally to target a diverse candidate pool. 
 

Supporting Success – Support candidate’s long-term 
success by creating a goals-driven work plan. Use 
objectives gathered during inquiry stage to prepare 
selected candidate for success.  
 

Work Plan 
Develop Candidate Profile – One-on-one discussions 
with each Council Member to understand individual 
expectations and shared goals.  Then meet with City 
Council as a body.  Based on this input, develop a 
recruitment plan, position profile and 12-month goals 
for selected candidate. 
 

Conduct Aggressive Recruitment – Will prepare and 
place all ads in state and national publications.  
Identify individuals to contact via phone and e-mail 
outreach. Also use social media platforms for outreach. 
Begin process of actively/aggressively identifying 
qualified candidates as soon as ads are placed. 
Extensive experience working with jurisdictions across 
the country/national network.   
 

Facilitate City Manager Selection – Screen applicants 
against profile and 1st year goals, conduct in-person or 
phone conversations with semi-finalists, review list of 
top applicants with Council, finalize a list of 
approximately 5 candidates to invite for interviews 
with Council.   
 

Check references of top candidates, review published 
information and perform background checks.  Facilitate 
the interview process and assist with employment 
agreement/negotiations (as desired). 
 

 
Proposal states they have had the 
opportunity to work with cities and 
counties across the country and 
have developed an extensive 
network, allowing them to find a 
qualified and diverse pool of 
candidates. Note that “often the 
professionals who best fit an open 
position are already employed and 
are not looking for a traditional job 
posting.” 
 
Note that in seven recent manager 
recruitment females were 
appointed. Advertise in ICMA, 
OCMA, NFBPA and IHN to reach a 
diverse group of candidates. 

 
14-week schedule 
proposed 
 
Would review with 
City Council during 
initial project 
meeting. 
 
Schedule outlined 
on page 12 of 
proposal 

 
$21,000 - $23,000 (base) 
 
Range contingent upon 
Council direction 
regarding community 
engagement and number 
of interviews. 
 
Additional costs:   
- $1,000-$1,500 for 

advertising 
- Background checks 

$175.00/finalist 
 

 
Provided both an example 
Recruitment 
Profile/Brochure and an 
example Recruitment 
Report (marked 
confidential) 
 
Include first 12-month 
goals for selected 
candidate and Council to 
use as a road map and 
benchmark. 

 



Executive Search Firms - Proposal Summaries 
 
 
The Mercer 
Group, Inc. 
 
 
Principal: 
James Mercer 
(professional 
background –page 
8 of proposal) 
 
Sante Fe, New 
Mexico 
 
 
 
 
 
 
 
 
 
 
 
 

 
37 City Manager/Administrator 
searches completed in the past 36 
months.  These searches covered a 
variety of states/regions.  Firm 
conducts approximately 65 
searches/year. 
 
Of note -  City Manager searches 
are listed for: Arlington, TX; Des 
Moines, IA; Troy, MI 

 
Position Analysis - Extensive consultation with Council, 
individual interviews with Council Members, key staff, 
citizen organizations and others as requested to 
identify expectations, perceptions and concerns 
regarding the position.  Based on feedback, will 
prepare a draft position profile to review with Council. 
 

Recruitment Process - Review database for qualified 
candidates, rely most heavily on contacts nationally. 
Provide Council with advertising alternatives and costs, 
place ads in professional journals/websites/minority 
and women’s publications. 
 

Resume Review – Review candidates against position 
description. 
 

Candidate Screening – Screening of candidates against 
the recruitment profile, conduct telephone and/or 
video conferencing with select candidates, select those 
who most closely match criteria, development of a 
matrix of top candidates to be reviewed with Council, 
further interview those selected by Council 
 

Also at this stage, ask candidates to provide 
information about their accomplishments, 
management style and philosophy, further testing (if 
requested) having candidates complete management 
and leadership style inventories. 
 

Background Investigations – Check references 
(including beyond those given) by candidate, verify 
education, credit & criminal check, Psychological (if 
requested).  
 

Interview Process – Recommended list compiled with a 
written summary of each (group of 5-7), 
recommendations interview format, setting, process, 
coordinate interview process. 
 

Negotiations – Assist with salary and benefits etc. 
Conduct session with Council and new Manager to 
establish goals. 
 
 
 
 
 
 
 
 
 

 
State in proposal that, beyond their 
database of potential candidates, 
they rely heavily upon their 
network of contacts.  
 
Proposal also notes that “we have 
a number of minority and women 
placements in key executive 
positions and are proud of that 
record.” 

 
90-120 days 
 
No timeline 
included 

 
$15,000 (base) 
Includes discount for 
repeat business of $1,500 
 
Additional cost: 
$8,000 for expenses (not 
to exceed) 
 
 

 
Provided both an example 
Recruitment 
Profile/Brochure and an 
example Recruitment 
Report. 
 

 



Executive Search Firms - Proposal Summaries 
 
 
S. Renee Narloch 
& Associates 
 
Principal: 
Renee Narloch 
(professional 
background – page 
6 of proposal) 
 
Note: Ms. Narloch is 
a former recruiter 
for Bob Murray and 
Associates (our 
intent was to solicit 
Bob Murray & 
Associates, however 
Renee Narloch was 
still listed as that 
firm’s East Coast 
contact, so she 
responded to the 
RFP instead of Bob 
Murray) 
 
Tallahassee, FL 
 
 
 

 
Proposal lists all placements, 
regardless of position from 2010-
present.  A large percentage of the 
searches were for communities in 
Florida. Of this list, in the past 36 
months 8 of these searches were 
for City or County Managers.   
 
Of note - City/County Manager 
searches are listed for: City of Fort 
Lauderdale, FL; City of Topeka, KS; 
City of Dallas, TX; City of Miami 
Beach, FL. 

 
Developing the Candidate Profile – Work with City staff 
and others involved with process to develop profile.  
Meet with key individuals.  Discuss expectations 
regarding salary for position. 
 

Advertising Campaign and Recruitment Brochure – 
Develop a professional brochure, advertise in 
professional journals including ICMA, social media 
outlets, mail brochure to an extensive audience. 
 

Recruiting Candidates – Cross-reference profile with 
database, aggressive outreach effort including 
personal phone calls to prospective applicants.  Note 
actively pursuing those not currently looking for a 
position. 
 

Screening Candidates – Screen candidates using 
profile criteria. 
 

Preliminary Interviews – Conduct with top 10-12 
candidates.  Devote attention to determine likelihood 
of candidates’ acceptance of position if offered. 
 

Public Records Search – Review of published articles 
that reference each candidate. 
 

Recommendations – Typically recommend 3-5 
candidates for consideration by Council. 
 

Final Interviews – Design a process that fits the 
organization’s needs – traditional interviews, multiple 
interview panels or assessment center process.  Goal 
to ensure each candidate has a very positive 
experience. 
 

Background Checks/Detailed Reference Checks – 
Conduct credit, criminal, civil litigation and motor 
vehicle record checks for top one to three candidates, 
as well as reference checks. 
 

Negotiations – Advise regarding current approaches, 
represent the interests of the City and will advise 
regarding salary, benefits and employment agreement. 

 
Proposal states that they have a 
national network of contacts and 
database of potential candidates. 
 
Also states that they will “conduct 
an aggressive outreach effort that 
includes making personal calls to 
prospective applicants…” Further 
note that “the best candidate is 
often not looking for a new job, 
and this is the person that we 
actively pursue to become a 
candidate.” 

 
16-week schedule 
proposed 
 
Proposal states 
they would be 
prepared to make 
recommendations 
regarding finalists 
within 75-90 days 
from start of 
project.   
 
Schedule outlined 
on page 10 of 
proposal.  
 

 
$22,000 
 
Includes expenses not to 
exceed $7,500 (billed for 
actual expenses) 

 
Provided example 
Recruitment 
Profile/Brochure. 
 
Did not provide an 
example Recruitment 
Report.  

 



Executive Search Firms - Proposal Summaries 
 
 
Affion Public 
 
Principal: 
Scott Reilly 
(professional 
background – page 
12 of proposal) 
 
Camp Hill, PA 

 
12 City Manager/Administrator 
searches completed in the past 36 
months. Examples of Searches 
from throughout the United States, 
with many from Texas.  Extensive 
list of all searches provided on 
pages 18-23 of proposal. 
 
Of note - City Manager searches 
are listed for: El Paso, TX; 
Hollywood, FL; and East Lansing 
MI. 
 

 
Establishing Timeline – Work closely with Council to 
determine ideal start date for Manager and agree on 
target dates and activities. 
 
Input from Key Decision Makers – Meet with Council 
and others to seek input.  .  Public input included if 
desired. 
 
Developing the Candidate Profile -  Development of 
position and the candidate profile based on input 
gathered.  Understand culture, organization, ideal 
management style, and desired 
skills/traits/competencies. 
 
Candidate Pool – Use internal database to draw upon 
potential candidates with whom they have built 
relationship and/or referrals.  Targeted recruiting and 
personal (telephone or in—person) outreach.  Identify 
individuals that have been successful in similar 
organizations 
 
Screening Process – Conduct interviews to qualify each 
candidate and conduct background checks before 
presenting top candidates to Council. 
 
Candidates for Client Review – Present a 
comprehensive portfolio of top 6-8 candidates to 
Council and review skills and qualifications in detail. 
 
Choosing Finalists and Interviews – Assist Council in 
selecting finalists, initiate/facilitate interview process. 
Typically suggests panel interviews and a candidate 
presentation. 
 
Hiring – Pre-qualify all candidates regarding salary 
range and assist in all final employment/negotiations 
matters. 

 
Proposal notes that they have and 
“continue to build and expansive 
network of candidates that includes 
the best and brightest in the public 
sector.” 
 
Extensive “Statement of Diversity” 
included on page 11 of the 
proposal.  Includes statement that 
“we are proud of our success in 
ensuring a diverse candidate pool 
and thrilled to have placed multiple 
women and minority candidates in 
executive level municipal positions, 
nationwide.” 

 
90 days 
 
Proposed project 
timeline provided 
on page 14 of 
proposal. 

 
$21,000 

 
Provided both an example 
Recruitment 
Profile/Brochure and an 
example Recruitment 
Report. 
 

 



Executive Search Firms - Proposal Summaries 
 
 
PMG Employment 
Consultants 
 
Principal: 
Phil Georgenson 
(professional 
background – pages 
6-7 of proposal) 
 
Dublin, OH 

 
All Recent searches are specific to 
the private sector.  A listing of 
those searches is provided on page 
4 of the proposal.   
 
Additionally a listing of all 
companies/organizations they have 
had as clients is provided on page 
5 of the proposal. 

 
Understanding Position – Develop profile, establish 
hiring process and timeline, set expectations. 
 

Develop Search Plan – Identify sourcing methods, 
select industry specific association/member list, select 
advertising. 
 

Execute Search Plan – Personally reach out to 
hundreds of potential candidates, narrow search 
techniques, develop pool of candidates for screening. 
 

Candidate Screening – Conduct extensive phone 
interviews, viable candidates further interviewed in 
person or via videoconferencing. 
 

Candidate Selection – Select most qualified, develop 
portfolios, present to Council for selection of those to 
move on forward in process. 
 

Interview Process – Execute previously agreed upon 
interview process, organize interviews, debrief 
throughout process. 
 

Candidate Selection – Pinpoint leading candidates, 
check references, schedule aptitude or personality 
assessments. 
 

Offer – Ensure expectations are aligned on both sides, 
act as mediator in negotiations, facilitate acceptance 
and start date, 
 

Transition – Prepare candidate for resignation from 
current position, assist with relocation, maintain 
contact throughout process. 
 

 
Note using an industry specific 
association and membership list 
and sourcing mechanisms such as 
social media and web crawlers.  
Also state in the proposal that they 
have “already identified hundreds 
of potential candidates or 
networking opportunities across 
the country using just one of these 
techniques.” 

 
Did not note in 
proposal 

 
27.5% of the selected 
candidate’s base salary 

 
Provided sample candidate 
portfolio.  Did not provide 
a Recruitment Brochure 
noting confidentiality of 
these with their clients.  
Would share (with 
permission of client) if 
selected for further 
consideration 

 



Executive Search Firms - Proposal Summaries 
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I. Introduction 
The City of Dublin, Ohio is seeking proposals from qualified firms/ providers to perform 
executive search services for the position of City Manager. The current City Manager has 
announced her retirement to be effective January 30, 2015 after serving the City for four 
years as City Manager (25 years with the City of Dublin). The City of Dublin will accept 
proposals from firms/providers interested in providing the requested services. 
 
Proposals must be received by no later than 5:00 P.M. local time on July 18, 
2014, at City Hall, Office of the Clerk of Council, 5200 Emerald Parkway, Dublin, Ohio 
43017.  
 
 
 

II. General Information 
The City of Dublin, Ohio is a premier suburban community located in central Ohio, 
immediately northwest of Columbus and has a population of just over 42,000 residents, 
with a day-time population of over 70,000 corporate residents. The City operates under 
a Council-Manager form of government. The City Council is composed of seven (7) 
Members of Council, four who are elected by ward and three who are elected at large.  
The Mayor is elected from the seven Members of Council for a term of two (2) years, 
and the Members of Council are elected for regular terms of four (4) years. 
 
Dublin has been recognized as a premier community, not only regionally, but also 
nationally and internationally.  Home of Ohio’s largest corporation, Cardinal Health (21 
on the Fortune 500 List), Dublin is also the headquarters of the Wendy’s Company, 
Ashland Inc., and the Online Computer Library Center (OCLC). Dublin’s diverse and 
sound economic base of more than 3,000 businesses provides the foundation for the 
present and the future of the City.  The City’s continued economic vitality is the result of 
quality development, strategic planning and aggressive efforts to attract and retain high 
quality commercial development. 
 
The City’s current estimated total income tax revenues are $76.5 million. The 2014 
Operating Expenditures are estimated to be $74 million, while the General Fund 
expenditures are estimated at $62.3 million.  Dublin’s 5-year Capital Improvements 
Program is $167.5 million with a 2014 Capital Projects budget of 54.4 million.  The 2013 
General Fund balance was $56million which was 99.26% of the year-end General Fund 
expenditures.  Dublin’s fiscally sound stewardship has earned the City the highest 
available bond ratings – Aaa from Moody’s Investor Services and AAA from Fitch Ratings 
– a distinction carried by approximately three percent of rated cities nationwide.  
 
Please see the attached recently completed director of public service recruitment profile 
for additional information about the City of Dublin and/or visit www.dublinohiousa.gov.  
 
The City of Dublin Council is looking for a City Manager with the skills, abilities and 
proven track record to lead the City toward continued success in the coming years. 
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III. Scope of Work 
Assist City Council with developing a process timeline; developing a candidate profile; 
recommending a salary range; advertising the position; directly soliciting candidates; 
reviewing initial candidates with the City Council; presenting a written report on 
background, strengths, and accomplishments; providing reference lists on each 
recommended finalist; facilitating the final interview process with some suggested 
interview questions; assisting the City with negotiating a contract; coordinating all 
correspondence, travel arrangements, and recordkeeping; and conducting detailed 
background and professional reference checks on recommended finalists, if requested. 
 
During proposal development, respondent’s questions regarding this RFP or the process 
should be directed to Tim Wagner, Director of Human Resources, via phone 614-410-
4407 or e-mail twagner@dublin.oh.us . 
 
The City of Dublin requests that respondents to the Request for Proposal do not contact 
other City staff or any member of the City Council during the proposal process and 
evaluation phase. 

 

 

IV. Experience Requirements 
Respondents are encouraged to provide the number of City Manager/Administrator 
placements the firm has successfully completed in communities of similar size, character 
and scope of services, including demonstration of the firm’s experience with seeking a 
diversity of applicants, including female and minority candidates. 
 
 

V. Response Form and Content 

A. Title Page: Indicate the proposal subject, name of firm, local 
address, telephone number, name of primary contact person, and date of 
submittal. 
 

B. Introduction: Briefly, introduce your firm, indicating whether the 
firm is local, regional, national or international. Provide a profile of the firm, 
including, but not limited to, the approximate number of professional staff 
employed, how long your firm has been in business and how long the firm has 
been conducting City Manager/Administrator searches. Indicate the name of the 
person(s) who will be authorized to make representation for and to bind the 
firm, their titles, and telephone numbers. 

mailto:twagner@dublin.oh.us
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C. Information Included in Response: 
1. Briefly state your understanding of the work to be performed. Include, but 

do not limit your statement to, the specific items requested in the Scope of 
Work. 
 

2. Describe your proposed strategy to complete the recruitment, including a 
general statement of the philosophy of the firm and how the firm will 
tailor the process for Dublin’s search. Indicate any additional information 
for consideration of your firm’s qualifications for conducting this project. 
 

3. Provide a list of the respondent’s City Manager/Administrator successful 
placements in the past thirty-six (36) months, including the size of the 
municipality. 
 

4. Provide contact names, telephone numbers and email addresses of these 
clients. The City reserves the right to contact any additional individuals or 
firms to obtain information about the respondent. If the firm has done no 
such searches, details should be provided as to how the firm would proceed 
with the search. 

 

5. Indicate the names, titles, placement experience, and resume(s) of the 
person(s) who will be assigned to this project. A response to this 
requirement should include all contact information such as telephone 
number, e-mail address and web address. 

 

6. Provide a detailed description of how the recruitment is to be conducted, 
including how the firm will identify and solicit outstanding candidates that 
are not actively seeking positions. 

 

7. Discuss the general nature and extent of benefits the City of Dublin is 
reasonably likely to experience as a result of these services. 

 

8. Provide a copy of a previous City Manager position profile your firm has 
completed which has similarities to the position with the City of Dublin. 

 

9. Provide a copy of a previous City Manager search report your firm has 
completed for another client similar to the City of Dublin. 

 

10. Provide a non-binding general indication (or range) of the cost of the 
services proposed with a complete description of the fee 
structure/breakdown. 

 

11. Indicate the degree of participation by qualified minorities within the firm 
and/or sub-contracts with minority or women-owned business enterprises. 
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VI.      Submission of Responses 

A. Acceptance/Rejection/Modification to Responses: 
The City of Dublin reserves the right to negotiate modifications to proposals that it 
deems acceptable, reject any and all proposals, and to waive informalities or 
irregularities in a proposal or in the proposal process. 
 

B.  Economy of Preparation: 
Proposals should be prepared simply and economically, providing a 
straightforward, concise description of the respondent’s ability to fulfill the 
requirements of the project. 
 

C.  Cost of Preparation: 
The City shall not be liable for any costs incurred by a respondent in preparing or 
submitting a proposal. 
 

D.  Ownership: 
Submitted materials become the property of the City and will not be returned. 
 

E.  Public Records: 
Submitted responses and any agreement or other documents become public 
records that are subject to review and copying by any person making an 
appropriate request for public records. 
 

VII. Due Date 
Sealed proposal and ten (10) complete copies must be received at the Office of the City 
Clerk no later than 5:00 p.m., July 18, 2014. Proposals will not be accepted after 
this time. Proposals shall be addressed as follows: 
 
 

ATTENTION CLERK OF COUNCIL, Anne Clarke 
City of Dublin Municipal Building 

5200 Emerald Parkway 
Dublin, Ohio 43017 

 
RFP EXECUTIVE SEARCH FIRM ENCLOSED 

 
 

Each response shall be submitted in a sealed envelope prior to the time established for 
opening, and the envelope shall be marked with the title of the proposal and the 
proposal opening date. If submitted by mail, this envelope shall be enclosed in another 
envelope addressed to the City Clerk at the address specified above. If submitted other 
than by mail, it shall be delivered to the Clerk of Council. Proposals submitted by mail 
must be received in the Office of the City Clerk by the time specified herein. 
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VIII.  Withdrawal from Consideration 

A respondent may withdraw its proposal at any time prior to the submission deadline by 
submitting a written request for withdrawal to Anne Clarke, Clerk of Council, 5200 
Emerald Parkway, Dublin, Ohio 43017. The request for withdrawal shall be signed by 
the respondent or an authorized agent. Modifications offered in any manner, oral or 
written, will not be considered after the deadline. 

 
VIII. Selection Process 

A. Evaluation: 
1. The Members of the City Council shall review all proposals and evaluate 

them based upon the requirements given in this Request for Proposal 
including, but not limited to, the following criteria: 

 

a. Responsiveness of the proposal. 

b. Ability, capacity, and skill of the respondent to perform the services. 

c. Responses of the respondent’s references. 

d. Methodology for conducting the recruitment. 

e. Experience of the respondent and individual members of the 
respondent’s professional staff in performing similar services for 
similar sized municipalities. 

f. Experience with diverse candidates and placements, including female 
and minority candidates. 

g. The sufficiency of financial resources and ability of the respondent in 
performing the contract. 

h. The degrees of participation by qualified minorities within the firm 
and/or sub-contracts with minority or women-owned business 
enterprises. 

i. The firm’s capability to meet the Scope of Work. 

j. The qualifications of the professional staff proposed for the project. 

k. Cost to provide the service requested. 

l. Other information as may be required or secured. 
 

2. City Council shall review and evaluate all responses submitted to this 
Request for Proposals.  They shall conduct a preliminary evaluation 
process of all proposals on the basis of information provided and other 
evaluation criteria as set forth in this Request for Proposals or as 
reasonably determined by City Council. 
 

3. City Council will first review each proposal for compliance with the 
minimum qualifications and mandatory requirements for the Request for 
Proposals. Failure to comply with any mandatory requirements may 
disqualify a proposal. They may request one or more respondents to 
interview by telephone or in person. 
 

4. City Council may require selected firms to be available to engage in a 
conference telephone call or attend a City Council meeting, or both, to 
respond to questions from City Council. 
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X. Conditions of Responses 
 

A.   Completeness: 
All information required by the Request for Proposals must be supplied to 
constitute a legitimate proposal. 
 

B.   Request for Proposals Clarification Request: 
During the period of evaluation, the City shall have the right to request 
clarification from the respondents. If any such respondent fails to respond to 
such a request within five (5) business days from the date of the request, the 
City shall have the right to reject the proposal. 
 

C.  Oral Presentations: 
After all responses have been evaluated, City Council may require   
representatives of one or more of the respondents to appear and present before 
the City Council, at the respondents’ expense, for the purpose of making a final 
evaluation and award.  These interviews are currently planned for July 28-
30, 2014. 
 

D.  Award Presentation: 
Subject to agreement negotiation, the City Council shall select one of the 
proposals, or will reject all proposals within sixty (60) calendar days from the date 
of July 18, 2014. 
 

E.  Completion of Project: 
It is the City’s goal to have this project completed within four (4) months, and a 
final contract with a selected candidate negotiated by November 10, 2014. 
 

F.  Contract Development: 
If the City selects a firm, City Council will conduct contract discussions and 
negotiations with the apparent successful respondent with the assistance of the 
City Attorney.  
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Appendix “A” 
Recent Recruitment Profile Example 

Dublin Director of Public Service 
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