P ROTHMAN

City of Dillingham City Manager
Additional Recruitment Services Proposal

Conduct Candidate Screening

Candidate Screening
We will conduct an extensive candidate review designed to gather detailed information on the
leading candidates. The screening process has 3 key steps:

1) Application Review: Using the Position Profile as our guide, we will screen the
candidates for qualifications based on the resumes, applications, and
supplemental questions responses (to determine a candidate’s writing skills,
analytical abilities, and communication style). After the initial screening, we take
the yes’s and maybe's and complete a second screening where we take a much
deeper look into the training, work history and qualifications of each candidate.

2) Internet Publication Background Search: We conduct an internet publication
search on all semifinalist candidates prior to their interviews. If we find anything
out of the ordinary, we discuss this during the initial interview and bring this
information to you.

3) Personal Interviews: We will conduct in-depth videoconference interviews with
the top 3 to 10 candidates. During the interviews, we ask technical questions to
gauge their competency, and just as importantly, we design our interviews to
measure the candidate's fit within your organization.

Candidate Presentation
We will prepare and send to you, electronically, candidate packets which include each
candidate's application materials and the results of the personal interviews and publication
search.

We will meet via videoconference and advise you of the candidates meeting the
qualifications, our knowledge of them, and their strengths and weaknesses relative to fit within
your organization. We will give you our recommendations and then work with you to identify
the top 3 to 6 candidates to invite to the final interviews.

The City of Dillingham handles the final interviews from this point.

Professional Fee

The fee for conducting candidate screening and interviews, and attending the work
session for the review of candidate interviews is $3,500.

The professional fee is billed upon completion of the work session.
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Prepare Materials and Process for Final Interviews

Final Interview Process (Selecting the Right Candidate)
The design of the final interviews is an integral component towards making sure that all
stakeholders have the opportunity to learn as much as possible about each candidate.
¢ Elements of the design process include:
o Deciding on the Structure of the Interviews
o Deciding on an Evening Reception
e Deciding on Candidate Travel Expenses

¢+ Background Checks
Background checks include the following:
e References
e Education Verification, Criminal History, Driving Record and Sex
Offender Check

¢ Candidate Travel Coordination
After you have identified the travel expenses you wish to cover, we work with the
candidates to organize the most cost-effective travel arrangements.

¢ Final Interview Packets
The Final Interview Packets include the candidates' application materials and
sample interview questions and are the tool that keeps the final interview process
organized.

¢ Final Interviews with Candidates
We will travel to Dillingham and facilitate the interviews. The interview
process usually begins with a morning briefing where the schedule and process
will be discussed with all those involved in the interviews. Each candidate will then
go through a series of one-hour interview sessions, with an hour break for lunch.

¢ Candidate Evaluation Session: After the interviews are complete, we will
facilitate the evaluation process, help the decision makers come to consensus,
discuss next steps, and organize any additional candidate referencing or interview
sessions if needed.

+ Facilitate Employment Agreement: Once the top candidate has been selected,
we offer any assistance needed in developing a letter of offer and negotiating terms
of the employment agreement.

Professional Fee

The fee for conducting a final interview process and facilitation is $6,500. The professional
fee covers all Prothman staff time required to conduct the final interviews. This includes all
correspondence with the client, coordinating and attending finalist interviews, coordinating
candidate travel, conducting background checks and professional references on the finalist
candidates and all other search-related tasks required to successfully complete the recruitment.

The professional fee is billed upon completion of the final interviews.



Expenses

We do not mark up expenses and work diligently to keep expenses at a minimum and keep

records of all expenditures. The City of Dillingham will be responsible for reimbursing expenses

Prothman incurs on your behalf for each recruitment. Expenses for each recruitment include:

e Consultant travel: airfare, rental car, lodging, travel time at $40 per hour (approx. $1,650 -
$1,950 per trip)

e Interview Packets and Shipping (approx. $450 - $750)

e Background checks performed by Sterling (approx. $180 per candidate)

Other Expenses

Candidate travel: We cannot approximate candidate travel expenses because they vary
depending on the number of candidates, how far the candidates travel, length of stay, if spouses
are included, etc. If you wish, we will coordinate and forward to your organization the candidates’
travel receipts for direct reimbursement to the candidates.
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