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LETTER OF TRANSMITTAL 

 

 

March 10, 2017 

 

 

 

Ms. Sally Boylan, Town Clerk 

Town of Jupiter 

210 Military Trail 

Jupiter, FL 33458 

 

Re: Request for Proposal to Provide Executive Search Firm Services, RFP # HR2017-01 

 

Dear Ms. Boylan, 

 

We appreciate the opportunity to submit our proposal for executive recruitment services for the Town of 

Jupiter’s next Town Manager.  Our extensive experience in providing executive recruitment services to 

cities, counties and other public sector organizations nationwide will be beneficial for this recruitment and 

allow us to find the ideal candidate for the Town of Jupiter. 

 

We know that you have options for using other recruitment firms.  However, we believe that our approach 

sets us apart from our competitors in the following unique ways: 

 If selected as an option, our web-based survey can be used to determine the key community-wide 

issues and priorities that are essential considerations for the Town and the selection committee to 

consider.  This survey is completed by the Town’s employees, community leaders and citizens and 

would alter the estimated duration of the project timeline.  The results of the survey will provide 

the Town Council with important feedback for development of the profile for the ideal candidate; 

 Management/Leadership Style Assessment Analysis completed by the candidates to determine if a 

candidate’s management style matches the approved management/leadership style profile for the 

ideal candidate; 

 Video candidate interviews through a proprietary system will be made available to the Town 

Council and designated staff to assist in the selection process; and 

 Utilization of a proprietary online application system exclusively licensed to Springsted | Waters 

(S|W) to facilitate talent management.  The system has been designed by S|W to customize 

applicant flow and tracking.  It allows ease of communication with applicants and the ability to 

conduct database inquiries for candidates based on characteristics important to the Town such as 

geographic location and specific experience, expertise and qualifications. 
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Town of Jupiter, FL 
Proposal to Provide 

Executive Search Firm Services 
 

a. Relevant Experience 
 

List of Florida Executive Recruitments:  2012 to Present  
Year Client State Recruitment Population 

2012 Dunedin FL Director of Finance 35,690 

2012 Orange County FL Fire Chief 1,225,000 

2012 Sanford FL Police Chief 56,002 

2013 Dunedin FL Director of Human Resources and Risk/Safety 35,690 

2013 Dunedin FL Director of Public Works 35,690 

2013 Escambia County FL County Manager 305,817 

2014 Atlantic Beach FL City Manager 12,864 

2014 Dunedin FL Director of Public Works & Utilities 35,690 

2014 Eustis FL City Manager 19,214 

2014 Eustis FL Deputy Finance Director 19,214 

2015 Dunedin FL Finance Director 35,690 

2015 Pinellas County FL Director of Human Resources 929,048 

2016 Deerfield Beach FL Assistant City Manager 78,041 

2016 Manatee County FL Development Professional 342,106 

In Progress Palm Beach County FL Engineer/Public Works Director 1,372,000 

In Progress Palm Beach County FL Traffic Director 1,372,000 

In Progress Riviera Beach FL City Manager 33,263 
 
 

b. Recent Engagements 
 

List of Florida Executive Recruitments:  2012 to Present  

Start End Client State Recruitment Population 

6/27/2014 11/10/2014 Atlantic Beach FL City Manager 12,864 

11/13/2013 2/15/2014 Dunedin FL Director of Public Works & Utilities 35,690 

11/5/2014 2/9/2015 Eustis FL City Manager 19,214 

6/1/2014 9/1/2014 Eustis FL Deputy Finance Director 19,214 

1/8/2015 3/15/2015 Dunedin FL Finance Director 35,690 

9/2/2015 12/31/2015 Pinellas County FL Director of Human Resources 929,048 

5/4/2016 8/27/2016 Deerfield Beach FL Assistant City Manager 78,041 

4/29/2016 7/29/2016 Manatee County FL Development Professional 342,106 
 
 

c. Legal Action by Springsted | Waters  

Springsted | Waters has not protested, sued and/or pursued other legal action against any local entity or 

winning vendor after the local government selected another vendor.   
 
 

d. Legal Action against Springsted | Waters 

Springsted | Waters has no pending, current or recent (within past five years) protests, suits, liens and/or 

other legal actions against the Corporation and/or its officers.   
 
Neither S|W nor any of its employees have ever been subject to any regulatory actions. 
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e. Firm Information 

The Executive Search Division of Waters Consulting merged with Springsted Incorporated in May 2014, 

establishing one of the largest public sector executive recruitment and human capital consulting firms in 

the United States.  Springsted | Waters is a WBE.  Three employee-owners lead the group of firms and 

their 70-member staff.  Our corporate office is located in Saint Paul, Minnesota, with regional offices 

located in Dallas, Texas; Milwaukee, Wisconsin; Des Moines, Iowa; Kansas City, Missouri; Richmond, 

Virginia; and Denver, Colorado. 

 

S|W has a team of seven recruitment consultants available to meet your executive recruitment needs.  

Each consultant assigned to this recruitment has experience working with towns and the many different 

disciplines that comprise the Town of Jupiter organization.  Our consultants bring an experienced, 

participatory and energetic perspective to each engagement; our unique approach and personal touch are 

reflected in our internal standard to provide outstanding services that exceed the Town’s expectations.  

Since 2012 our combined consultant team has conducted more than 413 executive recruitments.   

 

The S|W Recruitment Project Team will partner with the Town Council and designated staff as your 

technical advisor to ensure that the recruitment process for your next Town Manager is conducted in a 

thorough and professional manner.  Our objective is to generate high-quality candidates and assist you 

with the screening and evaluation of these candidates.  

 

We have structured the S|W Recruitment Project Team to draw upon S|W’s and Springsted’s 50-plus 

years of service to the public sector and to leverage S|W’s experience and capacity to focus nationwide  

to find the most qualified candidates.  

 

Project Address  

Springsted | Waters 

9097 Atlee Station Road, Suite 100 

Mechanicsville, Virginia 23116 

Office: 804-726-9748 

Fax: 804-277-3435 

Springsted | Waters 

14285 Midway Road, Suite 340 

Addison, Texas  75254 

Office: 972-481-1950 

Fax: 972-481-1951 

 

 

f. Key Personnel 

Mr. Rollie Waters, Executive Vice President 

Direct Phone: (214) 466-2424 

Email: rwaters@springsted.com 

 

Recruitment Co-Project Team Leader 

Ms. Anne Lewis, Senior Vice President  

Direct Phone:  (804) 726-9748 

Email:  alewis@springsted.com 

 

Recruitment Co-Project Team Leader 

Mr. Miguel Ozuna, Vice President  

Direct Phone:  (469) 506-7742 

Email:  mozuna@springsted.com 

Mr. Chuck Anderson, Senior Vice President 

Direct Phone:  (817) 965-3911 

Email:  canderson@springsted.com 
 

Ms. Jada Kent, Project Manager 

Direct Phone:  (214) 466-2429 

Email:  jkent@springsted.com 
 

Ms. Jenelle Stapleton, Project Coordinator 

Direct Phone:  (214) 466-2445 

Email:  jstapleton@springsted.com 
 

Ms. Hailey Daniels, Project Manager 

Direct Phone:  (804) 726-9748 

Email:  hdaniels@springsted.com 

mailto:rwaters@springsted.com
mailto:alewis@springsted.com
mailto:mozuna@springsted.com
mailto:canderson@springsted.com
mailto:jkent@springsted.com
mailto:jstapleton@springsted.com
mailto:hdaniels@springsted.com
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Rollie Waters  

Executive Vice President  
 

Rollie Waters is an Executive Vice President with Springsted | Waters.  Since 1976, Rollie has been  

a management consultant to private and public sector clients.  He has consulted with national and 

international clients in the area of HR Management system design and strategic management.  He  

has given various lectures and seminars for organizations in the areas of compensation as it relates  

to performance management.  He is viewed on a national level as one of the foremost authorities in 

succession planning and performance management system design for the public sector.  He has spoken 

before such organizations as the International City/County Managers Association, American Management 

Association, The Alliance for innovation, Southern Methodist University, the University of Maryland, 

National Forum of Black Public Administrators, California Institute of Technology, the Texas Municipal 

League (TML), the International Personnel Management Association (IPMA-HR), several international 

companies in Great Britain, and various other U.S. public and private sector agencies and organizations. 

 

Rollie has been actively involved in the development of competency-based knowledge selection and 

development tools over the past twenty years.  He has been instrumental in ensuring the proprietary profiles 

that he has designed attract the right candidates that fit the organization’s needs.  In addition, Rollie’s 

extensive knowledge of performance management solidifies matching the management style most 

compatible with the organization’s success.  His research on succession planning has led him and his  

team to be able to help shape the future of organizations through their executive recruitment activities.  

 

Rollie has been widely published in national journals and magazines focusing on human resource 

challenges.  His publications include a research article in the Public Personnel Management Journal titled 

“The Impact of Behavioral Traits on Performance Appraisal.”  Prior to founding S|W, Rollie held an 

executive position with Dun & Bradstreet Co., Inc., and a management position with Owens Corning 

Fiberglass.  

 

Areas of Expertise 

 Executive Recruitment 

 Web-Based Compensation Support 

 Management Development 

 Competency-based Systems and 

Development Systems 

 Organizational Strategy  

 Mentoring Programs 

 Performance Management 

 Succession Planning 

 

Professional Accomplishments and Education 

Rollie is a member of Mensa, a Strategic Partner with the International City/County Managers Association, 

International Management Consultants and Alliance for Innovation, a member of the National Corporation 

Advisory Council of the National Forum for Black Public Administrators, and numerous other professional 

groups.  He has also appeared in several professional directories such as Who’s Who in the World, Who’s 

Who in Finance and History, and many others.  Rollie has an extensive background in the behavioral 

sciences and strategic planning.  He received his MBA at Pepperdine University and his Bachelor of 

Science degree in Psychology from the University of South Carolina.  In addition, he is a Certified 

Management Consultant (CMC); CMC is a certification mark awarded by the Institute of Management 

Consultants USA and represents evidence of the highest standards in consulting and adherence to the ethical 

canons of the profession.
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Anne Lewis 

Senior Vice President and Consultant 
 

Anne Lewis is a Senior Vice President and Consultant with Springsted | Waters. Prior to joining S|W, 

Anne served as the Deputy City Manager for the City of Harrisonburg, Virginia as well as the Assistant 

City Manager for the City of Winchester, Virginia.  Over the last 15 years, her experience in municipal 

government has also included positions as an Emergency Management Deputy Director, Public 

Information Officer, Human Resources Manager, Parking Authority Executive Director, Housing 

Director, Transit Director and Convention & Visitors Bureau Executive Director.   

 

Areas of Expertise 

 Recruiting 

 Emergency Management 

 Human Resources Management 

 

 Public Transportation 

 Strategic Planning 

 Planning and Community Development 

 

Professional Accomplishments and Education 

Anne received her Bachelor’s degree in Business Administration and Management, her Master of Science 

in Organizational Leadership and Public Administration, as well as a Graduate Certificate in Public 

Management, all from Shenandoah University in Winchester, Virginia.  She is also a Senior Executive 

Institute and LEAD graduate of the Weldon Cooper Center for Public Service at the University of 

Virginia.  As a member of the International City/County Management Association (ICMA), she is a 

graduate of the 2008 class of Leadership ICMA and achieved the status of Credentialed Manager.  She 

has been a part of the Task Force on Women in the Profession as well as the Task Force on Internship 

Guidelines.  She is a member and served on the Executive Board of the Virginia Local Government 

Management Association (VLGMA).  
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Miguel Ozuna 

Vice President and Consultant 
 

Miguel Ozuna is a Vice President and Consultant with Springsted | Waters.  Prior to joining S|W, Miguel 

served as Director of Human Resources for the City of Cedar Park (Central Texas) and the City of 

Weslaco (Rio Grande Valley).  His extensive experience of over 15 years in municipal human resources 

has given Miguel broad familiarity and knowledge of municipal government operations making him ideal 

to provide executive recruitment and organizational management services.  His expertise encompass all 

aspects of the municipal human resources function to include recruiting, benefits administration, 

compensation, employee relations, training and organizational management.   

 

Miguel’s work in municipal human resources has propelled him to leadership positions in statewide 

municipal organizations to include the Texas Municipal Human Resources Association and the Texas 

Public Employers Labor Relations Association.   

 

Areas of Expertise 

 Recruitment 

 Labor Relations (Civil Service, Collective 

Bargaining & Meet and Confer) 

 Organizational Management 

 Employee Relations 

 

Education and Professional Affiliations 

Education 

Sam Houston State University, Huntsville,  

 Texas; Bachelor of Arts in History 

Affiliations 

Texas Municipal Human Resources Association 

Texas Public Employer Labor Relations 

Association 

National Public Employer Labor Relations  

 Association 

International Public Management Association  

 for Human Resources
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Charles (Chuck) Anderson 

Senior Vice President and Consultant 
 

Charles (Chuck) S. Anderson is a Senior Vice President and Consultant with Springsted | Waters.  Prior to 

joining S|W, Chuck worked for local governments and non-profit organizations, including City Manager 

for Dallas, Texas; Executive Director for the Dallas Area Rapid Transit (DART); and Executive Director 

for the Michigan Education Association. 

 

Chuck also served as Director for Local Government Reform for the International City/County Association 

(ICMA), managing a U.S. government contract for the planning and delivery of technical assistance to local 

governments in Central and Eastern Europe.  His last assignment in this role with ICMA was to recruit and 

supervise a team of technical consultants to assist in re-building local governments in Bosnia following 

agreement on the Dayton Accords. 

 

During his service with the Michigan Education Association, Chuck also served as Senior Consultant for 

Urban Planning and Management for Michigan State University’s Institute for Public Policy and Social 

Research. 

 

Areas of Expertise 

 Executive Recruitment 

 Leadership/Management Development 

 Organizational Design 

 Organizational Development 

 

Professional Accomplishments and Education 

Chuck received a Bachelor of Arts degree in political science and human resources management and a 

Masters of Public Administration degree from the University of Kansas.  He received the prestigious L.P. 

Cookingham Award for Development of Young Professionals from the International City/County 

Management Association (ICMA) and the Minority and Women Advancement Award from the American 

Public Transit Association (APTA).  He was also recognized as Public Administrator of the Year by the 

American Society of Public Administration (ASPA) and Outstanding Management Innovator (Honorable 

Mention) by ICMA.  Chuck was recognized in 2007 with the Lifetime Achievement Award from his 

Public Administration Alumni Association at the University of Kansas. 
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Jada Kent 

Project Manager 
 

Jada Kent is a Project Manager with Springsted | Waters.  Jada is responsible for managing the recruitment 

process by organizing and coordinating administrative support for each project.  She is also responsible for 

backing up the lead consultant throughout the entire scope of a recruitment, to include communication with 

the client and vetting of candidates.  

 

Areas of Expertise 

 Human Resources Management (HRM) 

 Public Policy Analysis 

 Public Administrative Best Practice 

 Comparative Studies 

 

Professional Accomplishments and Education 

Jada received a bachelor’s degree in United States History, with a minor in Political Science from the 

University of North Texas.  While at UNT, she was the recipient of multiple oral litigation awards and 

even competed nationally in the Texas Undergraduate Moot Court Association.  Jada has also completed 

a Master’s in Public Administration from the University of Texas – at Dallas.  As a Public Affairs 

Specialist in both the Army (active duty) and the Air National Guard, respectively, Ms. Kent presented 

the Air Force story to a global audience as a journalist for the 136th Airlift Wing’s Public Affairs Staff.  

 

Jada is in the process of acquiring her certification with Society for Human Resource Management 

(SHRM-CP). 
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Jenelle Stapleton 

Project Coordinator 
 

Jenelle Stapleton is a Project Coordinator with Springsted | Waters.  She is responsible for supporting the 

lead consultants throughout the entire scope of the recruiting process, as well as providing administrative 

support to the Executive Vice President, Rollie Waters. 

 

In this role, Jenelle coordinates communications with candidates, the processes resumes and distributes 

candidate questionnaires.  She is also responsible for providing support to candidates regarding technical 

and logistic issues.  She assists the consultants in scheduling the semifinalist interviews, submitting 

profiles for background checks and education verification, as well as notifying the finalists of project 

status.  Her responsibilities extend to editing presentations, advertisement placements and general office 

administration. 

 

Professional Accomplishments and Education 

Jenelle is a very task oriented professional with over 13 years of experience in Office Administration –  

at least 6 of those years have been spent in executive level support and two have been spent in Human 

Resources Administration.  She also has over eight years of experience in sales and marketing including 

over seven years overseeing employees.  The majority of this experience began in branch banking as a 

Financial Sales Supervisor where, in addition to managing day to day branch operations, she also took on 

the role in coordinating the branch’s business development.  She went on to Merchant Services as the Client 

Relations Executive where she also filled the role of the Commissions Analyst with the Human Resource 

Department.  This dual-position entailed managing client escalations, analyzing and adjusting pricing 

structures, contract negotiation, monitoring non-compete agreements and the paying and reversal of 

commissions.  Prior to joining Springsted | Waters, Ms. Stapleton was involved in Real Estate Investment  

as the Operations Manager.  In this position, she managed the renovation and budgets of over 200 single 

family homes and provided administrative support once the properties were tenant occupied.  

 

Jenelle has her Associates of Applied Sciences in Financial Operations and an Associates in Business 

Administration.  She is currently pursuing her bachelor’s degree in HR Management at Texas Women’s 

University.  Her major outside interest involves volunteering with Dogs on Deployment (“DoD”), a non-

profit dedicated to helping military members keep their pets while overseas.  DoD arranges pet fosters 

and thus alleviates the need for pet relinquishment from military members due to the hardships of 

deployment. 
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Hailey Daniels 

Project Manager 
 

Hailey Daniels is a Project Manager with Springsted | Waters, providing support and assistance for 

executive search and organizational management projects.  Her duties include conducting research and 

working with clients and candidates throughout all phases of a project and/or executive search and 

recruitment.  

 

Before joining the S|W team, Hailey worked in an administrative human resources role in the construction 

industry.  She was responsible for recruitment efforts and pre-employment tasks such as creating job 

postings, conducting candidate screenings and scheduling interviews.  In addition, Hailey was responsible 

for managing the employee on-boarding process, updating personnel policies and clerical duties such as 

contract management, formatting spreadsheets and creating PowerPoint presentations. 

 

Professional Accomplishments and Education 

Education 

Virginia Commonwealth University, Richmond,  

 Virginia; Bachelor of Science, Business and  

 Human Resource Management 

John Tyler Community College, Chester, Virginia 

 Associate of Science, Psychology 

Affiliations 

Society of Human Resource Management  

 (SHRM) 

Richmond Society of Human Resource Management 

 Local SHRM Chapter
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g. Recruitment Work Plan 

Task I: Recruitment Brochure Development and Advertising 
 

The development of a comprehensive recruitment brochure that includes a profile of the ideal candidate  

is an important first step in the recruitment process.  This profile includes the required academic training, 

professional experience, leadership, management and personal characteristics related to the success of  

the candidate in the position of Town Manager.  The recruitment brochure will also have a profile that 

captures the essence of the Town as a highly-attractive venue for the successful candidate to live and 

work.   

 

To prepare the recruitment brochure, the Recruitment Co-Project Team Leaders will come on site to meet 

with the Town Council, designated staff and the public to discuss the required background, professional 

experience and management and leadership characteristics for your Town Manager position.  We meet 

individually (or collectively depending upon your preference) with the Town Council to broaden our 

understanding of the position’s leadership and management requirements, current issues, strategic 

priorities and to identify expectations for the Town Manager.  [See example of a recruitment brochure  

in Appendix I.] 

 

The Recruitment Project Team will also work with the Town of Jupiter to develop an advertising and 

marketing strategy to notify potential candidates about the vacancy and conduct an open recruitment  

that encourages applications from a talented and diverse pool of candidates.  Our Team will place ads in 

appropriate professional publications, websites and local print media, if required.  Additionally, S|W has  

a highly-accessed website that has a special location attracting many potential candidates to upload their 

resumes.  The aggressive advertising and marketing campaign for top talent will include national, state, 

regional and local elements as determined during our initial meetings with the Town’s representatives.  

Our customized mailing list, selected from our extensive database and contacts collected at appropriate 

public sector conferences, will be utilized to further promote the position.   

 

Advertisements for the Town Manager position could be placed with: 

International City/County Management Association 

National Forum of Black Public Administrators 

International Hispanic Network 

Careers in Government (careersingovernment.com) 

 Florida League of Cities 

Springsted | Waters LinkedIn Webpage 

Springsted | Waters Website 

 

Project Milestone Deliverables Estimated Duration 

Position profile and 
recruitment brochure 
development.  

 Onsite interview with the Town.  

 S|W will receive information regarding the Town’s 
budgets, organizational charts, images, logos, etc. 

 Develop draft documents (Recruitment Brochure, 
Advertisement, Marketing Letter and Timeline). 

2 Weeks 

Approve brochure, commence 
advertising and distribute 
marketing letter. 

 Brochure sent to the Town for final approval. 

 Commence advertising and distribution of 
recruitment brochure. 

2 Weeks 
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Task II: Execution of Recruitment Strategy and Identification of Quality Candidates 
 

Utilizing the information developed in Task I, S|W will identify and reach out to individuals who will  

be outstanding candidates for the position of Town Manager.  Often, well-qualified candidates are not 

actively seeking new employment and will not necessarily respond to an advertisement.  However, if a 

potential candidate is presented with the opportunity directly and in the proper manner, he or she may 

apply.  We take pride in our ability to locate highly qualified candidates across the nation based on the 

professional contacts and relationships we have developed and maintained over many years.  

 

These efforts will be supplemented by the creation of an appropriate database utilizing our extensive, 

interactive applicant database for the Town Manager position.  This will provide the S|W Team with the 

ability to customize applicant flow and tracking, communication with applicants and conduct database 

inquiries for candidates based on characteristics important to the Town such as geographic location, 

particular experience, expertise and credentials.   

 

During this part of the process the Recruitment Project Team will work with the Town Council and 

designated staff to reach consensus on the leadership and management style for the ideal candidate.  Our 

research will determine the key competencies, work values and leadership/management style for the 

position and match the candidates to each attribute.   

 

Each candidate submitting a resume is sent a timely acknowledgement by our Team, including an 

approximate schedule for the recruitment.  Throughout the recruitment process, communications are 

maintained with each candidate regarding information about the recruitment progress and their status in 

the process.  We take pride in the many complimentary comments made by candidates regarding the level 

of communication and the professional manner in which they are treated during our recruitments. 

 

Project Milestone Deliverables Estimated Duration 

Execution of recruitment strategy 
and candidate outreach.    

 Online data collection and profile 
development. 

 Development of interactive 
searchable applicant database for 
recruitment of the Town Manager.  

 S|W performs direct outreach to 
prospective candidates identified in 
the recruitment strategy. 

 Utilization of extensive applicant 
database to identify applications and 
review applicant pool for 
competencies/demographics. 

4 – 5 Weeks 

 
Task III:  Screening of Applicants and Recommendation of Semi-Finalists 

 
In Task III the Recruitment Project Team, under the direction of Anne Lewis and Miguel Ozuna, will 

screen the candidates against the criteria within the position and candidate profiles and develop a list of 

semi-finalists for recommendation to the Town Council. 
 

The most promising applicants will receive a candidate essay questionnaire to complete that will provide 

additional information about the candidates’ background and experience.  We will then narrow the list to 

a group of 10-15 semifinalists for your review and to select finalists.  
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Another unique aspect of our recruitment process is our use of online recorded interviews for the screening 

process.  Responses are timed and questions are not provided in advance.  This tool allows our Team to 

develop a more comprehensive understanding of the candidate’s ability to think “on their feet” as well as 

their personal and professional demeanor.  This virtual interview can be scored by individual selection 

team members as well as the consulting team for later review and comparison.  
 

Our Team will provide an online link for the Town Council and others designated, who have input  

into the hiring decision, allowing them to review and rate the recorded responses.  This provides the 

organization with additional candidate assessments that can be customized to fit the unique needs of your 

Town. 
 

Throughout the process, you will have access to our Master Applicant List (MAL), which will provide 

pertinent data for each applicant. 
 

Project Milestone Deliverables Estimated Duration 

Applicant screening and 
recommendation of semi-finalists.    

 S|W compares applications to the 
approved candidate profile developed 
in our searchable applicant database. 

 S|W develops customized candidate 
questionnaire & due diligence 
questionnaire to provide to applicants 
who most closely meet the candidate 
profile. 

 Top 10-15 candidates identified as 
semi-finalists. 

 Semi-Final Report is prepared, 
including the brochure, master 
applicant list, cover letter, resume and 
completed questionnaire of candidates 
to be considered. 

 S|W and the Town review and rate 
video interviews. 

 S|W sends links to Town to review the 
aggregate responses and ratings. 

 Semi-finalists complete candidate 
management style assessment, 
responses are reviewed and interview 
questions are developed. 

 Recruitment Co-Project Team Leaders 
meet with Town Council to review 
recommended semi-finalists. Town 
Council and staff select finalists for on-
site interviews. 

2 Weeks 

 

Task IV: Conducting Background Checks, Reference Checks and Academic Verifications 
 

When the Town Council and staff approve of a group of finalists for on-site interviews, S|W will  

begin the process of conducting reference checks, background checks and academic verifications.  A 

Confidential Reference Report is prepared for each finalist to complete our understanding of his/her 

management and leadership characteristics and professional work performance.   
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For the background checks, S|W will develop information on the candidates in the following areas: 
 

 Consumer Credit   Bankruptcy 

 City/County Criminal   State District Superior Court Criminal  

 City/County Civil Litigation   State District Superior Court Civil Litigation  

 Judgment/Tax Lien   Federal District Criminal  

 Motor Vehicle   Federal District Civil Litigation  

 

To ensure that our quality standards are maintained, we require a minimum of ten business days 

between the time that you select the finalists for on-site interviews and when we submit the candidate 

documentation for your final interview process. 

 

Project Milestone Deliverables Estimated Duration 

Finalists complete supplemental 
work products. 

 Finalists complete narrative of their two 
most significant professional 
achievements and a critical problem 
analysis. 

1 Week 

Design final process with Town 
Council for on-site interviews 
with finalists. 

 S|W confirms interviews with 
candidates. 

 Travel logistics are scheduled for the 
candidates. 

1 – 2 Days 

Background checks, reference 
checks and academic 
verification. 

 S|W completes background checks, 
reference checks and academic 
verifications for finalists. 

2 Weeks 

 

Task V: Final Interview Process 
 

Upon completion of Task IV, we will work with you to develop the final interview process.  We will 

provide documentation on each of the finalists which will provide the highlights of their professional 

experience and leadership/management profile (Gap Analysis) as well as a summary of the results of  

the reference checks, background checks and academic verifications.  In addition, the Final Report  

will include guidelines for interviewing the candidates, suggested interview questions and a candidate 

assessment process for your interview panel(s).  

 

The Recruitment Co-Project Team Leaders will be available during the final interview process to answer 

questions about the candidates and, if requested, assist with the final evaluation of the candidates.  In 

addition, if the Town requests the service, we will assist you with the development of a compensation 

package and related employment considerations and assist with the negotiation of an employment 

agreement. 

 

Project Milestone Deliverables Estimated Duration 

Final Report prepared and 
delivered to Town.  

 Final Report is prepared, including brochure, 
interview schedule, cover letter, resume, 
candidate questionnaire, two examples of 
candidates’ most significant professional 
achievements, suggested interview 
questions, candidate assessment form and 
management style probing questions.  

1 Day 
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On-site interviews with finalists. 

 Interviews are scheduled. 

 Recruitment Co-Project Team Leader attends 
client interviews and is available to participate 
during deliberations of candidates. 

1 – 2 Days 

Offer made / accepted. 

 If requested, S|W participates in candidate 
employment agreement negotiations. 

 S|W notifies candidates of decision. 

 S|W confirms final process close out items 
with the Town of Jupiter. 

1 – 2 Days 

 

Strategy for Recruitment of Diverse Candidates 
 

Our corporate core values and work environment reflect our broader social aspirations for a diverse 

workforce, equal opportunity and cross-cultural respect.  We have established strong and credible 

networks with minority and female leaders nationwide.  In addition, we are corporate members of the 

National Forum for Black Public Administrators (NFBPA) and the Hispanic Network and are on their 

National Corporate Advisory Council.  We participate in their membership events on a regular basis. 

 

To that end, we take responsibility for diversity in our organization, our recruitment strategy and our 

candidate pools.  In this recruitment, we will use our established networks to make direct and personal 

contacts with prospective minority and female candidates and encourage them to consider the Town of 

Jupiter’s Town Manager position.  Because of our performance record in presenting a diverse applicant 

pool, these prospective candidates know they will be fairly considered in the process. 

 

Springsted | Waters, is committed to ensuring equitable participation in our business and employment 

opportunities without regard to race, color, religion, sex, national origin, age, disability, veteran status, 

marital status or sexual orientation.  As a leader in the executive recruitment industry, we take positive 

actions to prevent and to remedy any discriminatory effects of business and employment practices.   

 

Springsted | Waters is a WBE. 
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Timeline 
 

Below is an estimated Timeline for the executive recruitment process.  You will be asked during the first 

on-site meeting to review and approve a Timeline for the recruitment project.  It is our intent to conduct 

the recruitment expeditiously, but not at the expense of finding high-quality candidates for you.   
 

TOWN OF JUPITER, FL 
EXECUTIVE RECRUITMENT  

PRELIMINARY TIMELINE 

The following Timeline represents a preliminary schedule for your executive recruitment based on a commencement 
date of April 11, 2017.  Actual target dates will be developed in consultation with and approved by the Town 
Council.   

Project Milestone Deliverables Target Date 

Profile development, 
advertising and candidate 
outreach.    

 S|W completes on-site interviews to develop 
candidate profile and recruitment brochure; the 
Town approves ad placement schedule and 
timeline. 

 S|W sends draft recruitment brochure to the Town. 

 The Town returns draft recruitment brochure (with 
edits) to S|W. 

 S|W commences executive recruitment advertising 
and marketing. 

 Online data collection and profile development. 

April 11 – June 5 

Applicant screening and 
assessment and 
recommendation of semi-
finalists. 

 S|W commences formal review of applications and 
sends most promising applicants a Candidate 
Questionnaire to provide additional information 
about background and experience.  Candidates 
complete recorded interview online. 

 S|W completes formal review of applications and 
sends selected resumes and questionnaire 
responses to the Town for review.  Also 
candidates’ recorded interviews are presented. 

 Semi-finalists complete candidate management 
style assessment and responses are reviewed and 
interview questions are developed. 

 S|W meets with the Town and recommends semi-
finalists; the Town selects finalists for on-site 
interviews. 

June 6 – 16 

Comprehensive background 
check and reference checks 
completed for finalists. 

 S|W completes reference checks/background 
checks/ academic verification on finalists. 

June 19 – 30 

On-site Interviews with 
finalists. 

 S|W sends documentation for finalists to the Town. 

 The Town conducts on-site interviews with finalists. 
Week of July 3 

Employment offer made / 
accepted. 

 The Town extends employment offer to selected 
candidate. 

Week of July 10 
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Philosophy of the Firm 
 

The philosophy of the firm is to pursue an unrelenting commitment to high-quality service for the client 

and the candidates and to demonstrate at all times the highest standards of integrity, ethical conduct and 

professionalism. 
 

Throughout the assignment, the S|W team will serve as technical advisors to your organization to ensure 

that the recruitment process is conducted in a professional manner.  The objective of S|W is to generate 

high-quality candidates and assist you with the screening and evaluation of these candidates.  Due to  

our extensive professional relationships with hundreds of public sector organizations and prospective 

candidates nationwide, S|W is positioned to confidently promote your Town Manager position to 

prospective candidates as a positive career opportunity. 
 

With any consulting assignment, but particularly with an executive recruitment project, reliable and 

timely communication is fundamental to the project’s success.  At key points during the assignment, the 

Project Team Leader will communicate by phone, e-mail or in person with appropriate leaders from your 

organization to discuss the progress of the recruitment and to review subsequent steps in the recruitment 

process.  These regular status reports are important to ensure success with the recruitment assignment. 

 

 

h. Other Information 

 
Proposed Costs 

 
Springsted | Waters (S|W) Professional Recruitment Not-To-Exceed Fee of $19,500.00, plus a not-to-exceed 

fee for direct project related reimbursable expenses.  The Professional Services Fee includes all services 

provided by Recruitment Co-Project Team Leaders (Lead Consultant), the Consulting Team (when 

assistance is necessary) and the project support staff.   
 

It is estimated that the project related expenses for advertising; recruitment brochure printing; preparation 

of semi-finalist and finalist assessment notebooks; candidate background, reference and academic 

verification checks; and travel expenses for on-site client visits is projected at a not-to-exceed amount  

of $5,000.  This is a not-to-exceed amount and all requests for reimbursement will be accompanied with 

receipts and documentation for expenses.  
 

Please Note:  Travel expenses incurred by candidates for on-site interviews with the client are not the 

responsibility of S|W and are handled directly by the client organization.   
 

The $19,500.00 fee will be billed in four installments:  30% of the fee will be billed at the beginning of the 

recruitment; 30% at the implementation of Phase I; 30% at the implementation of Phase II; and 10% upon 

acceptance of an offer by the candidate.  The project-related reimbursable expenses projected to be $5,000, 

will be invoiced at the conclusion of the project.   
 

All questions regarding the professional fees and project-related expenses should be directed to Anne 

Lewis at alewis@springsted.com, 804-726-9748 or Miguel Ozuna at mozuna@springsted.com, 469-506-

7742.  

 
  

mailto:alewis@waters-company.com
mailto:mozuna@waters-company.com
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PHASE DESCRIPTION OF PROFESSIONAL SERVICES FEES 

Phase I 

Task 1 – Candidate Profile Development/Advertising/Marketing  
(includes one day on site by Recruitment Co-Project Team 
Leaders) 

Task 2 – Identify Quality Candidates 

 

Phase II 

Task 3 – Screening of Applications and Submission of 
Recommended Semi-Finalists to Client (includes one  
day on site by the Recruitment Project Team Leader) 

Task 4 – Reference Checks, Background Checks  
and Academic Verifications 

 

Phase III 
Task 5 – Final Process/On-Site Interviews with Finalists  

(includes two days on site by Recruitment Project Team Leader) 

 

Conclusion Acceptance of offer by candidate  

PROFESSIONAL FEE $19,500 

NOT-TO-EXCEED PROJECT RELATED EXPENSES 
(advertising, printing/shipping, backgrounds, and travel) 

$  5,000 

TOTAL NOT-TO-EXCEED COST $24,500 

 

OPTIONAL SERVICES FOR CONSIDERATION FEES 

At the Town’s option, S|W will conduct a web-based survey to determine key community-
wide issues and priorities that could be considered in the selection of a new Town 
Manager.  This survey is completed by community leaders, citizens, and Town 
employees and would alter the project timeline.   

$1,650 

On rare occasions, S|W is asked to provide additional search services that are not 
included in this scope of service or to provide more than three on-site visits to the 
Town.  Additional work specifically requested by the Town which is outside of the scope 
of this project will be invoiced at the hourly rate of $220 plus expenses.  S|W will submit a 
written explanation of the additional services to be provided and the estimated hours that 
will be required prior to commencing any additional services.   

$220 per hour  
plus expenses 

 
Triple Guarantee 

 
Our Triple Guarantee is defined as:  (1) A commitment to remain with the recruitment assignment until 

you have made an appointment for the fees and tasks quoted in this proposal.  If you are unable to make a 

selection from the initial group of finalists, S|W will work to identify a supplemental group until you find a 

candidate to hire.  (2) Your executive recruitment is guaranteed for 24 months against termination or 

resignation for any reason.  The replacement recruitment will be repeated with no additional professional 

fee, but only for project-related expenses.  Candidates appointed from within your organization do not 

qualify for this guarantee.  This guarantee is subject to further limitations and restrictions of your state 

laws.  (3) S|W will not directly solicit any candidates selected under this contract for any other position 

while the candidate is employed with your organization. 

 

 



 

 

APPENDIX I 

Sample Brochure 





http://www.ci.mooresville.nc.us/






https://waters-company.recruitmenthome.com
mailto:richmond@waters-company.com
mailto:richmond@waters-company.com

