
Exhibit B:  
Search Firm Services Typically Provided 
 

As discussed in Section 2, Responsibility for Recruitment, the elected officials may 
decide to contract with an executive recruitment firm to facilitate and assist with the process of 
selecting their next administrator/manager. Whether to contract with a firm or not depends on 
several factors, including the presence of a qualified in-house employee, the city’s capacity to 
perform in-house recruitment, the reason for the vacancy, and the challenges facing the city.  
 

Services Provided by the Recruitment Firm 
 
An Executive Recruitment firm facilitates the selection process and generally includes the 
following tasks: 
 

1. Facilitates the elected body’s discussion of key qualifications and experiences they 
desire in their next Administrator/Manager; in addition, the firm can facilitate 
community focus groups and internal organization meetings that will provide additional 
insight into the qualifications and experiences for the next Administrator/Manager.  
Tools such as survey documents may also be an option for seeking 
community/organizational input. 

2. Assist with establishing the salary range and other executive level benefits that reflect 
the current market in the region. 

3. Develop marketing materials that showcase the community and organization.  This 
marketing brochure will also provide a detailed description of the position and the 
expectations outlined by the elected body. 

4. Provide application management, outreach through social media and personal outreach 
to ensure the position is marketed widely to potential candidates. 

5. Evaluate candidates based on criteria provided by the elected body. 
6. Provide the elected body with a detailed report to assist them in selecting candidates to 

interview. 
7. Conduct highly detailed media and social media searches on each candidate presented 

for consideration by the elected body.  
8. Conduct reference calls, criminal background checks, educational verification and other 

due diligence within state and federal laws. 
9. Facilitate the interview process.  This includes ensuring the candidates have the details 

for the meeting with the elected body and other interview panels that may be a part of 
the selection process. In addition, the firm can provide sample interview questions for 
the elected body to consider. 

10. Facilitate the elected officials’ discussion of the finalist candidates and advise on 
elements of the employment agreement. 



 
Vetting Executive Recruitment Firms 

 
In selecting an Executive Recruitment Firm, Elected Officials may consider the following: 

• Does the firm understand the unique dynamics of local government in general and the 
city/county manager/administrator position specifically? 

• Can the firm effectively market the position and reach top candidates?  
• Can the firm effectively evaluate the candidates with objectivity, reflecting the criteria 

provided by the elected body? 
• Does the firm offer a guarantee if the selected candidate leaves or is let go within the 

first year of employment? 
 
It is strongly suggested that if the elected body is considering utilizing an executive recruitment 
firm, they request proposals from several firms and interview two or three finalists to ensure 
there is alignment between the firm and the elected body. 
 


