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LETTER OF TRANSMITTAL
July 3, 2013

Mr. Kurt Ulrich, City Administrator

Ms. Colleen Lasher, Human Resources Manager
City of Ramsey

7550 Sunwood Drive, NW

Ramsey, Minnesota 55303

Re: Request for Proposal to Provide Executive Search Services for an Economic Development Manager
Dear Mr. Ulrich and Ms. Lasher:

Thank you for requesting a work plan to assist in the recruitment and selection of an Economic
Development Manager for the City of Ramsey.

The attached work plan outlines our recommended approach to recruit an Economic Development
Manager. Please feel free to call me at 651-223-3053 after you have had a chance to review the work
plan. We are open to revising the work plan as needed to ensure a smoothly executed search and
adjusting the project schedule as needed to meet the City’s needs.

We appreciate the opportunity to work with the City of Ramsey to fill this important position.
Sincerely,

Sharon G. Klumpp, Senior Vice President
Consultant
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City of Ramsey, Minnesota
Work Plan to Provide
Executive Search Services for an Economic Development Manager

l.  Scope of Services

Objectives

Objectives for the Economic Development Manager search include:

Develop a profile and job announcement for the Economic Development Manager position
Develop a recruitment strategy and provide outreach to prospective candidates
Assist the City in the screening and initial evaluation of candidates

Springsted recommends an eight-step process for recruiting and selecting an Economic
Development Manager:

1.

Workshop — Springsted will conduct a group meeting with individuals designated by the City to
learn about the goals and objectives of the City’s economic development program and identify
the qualities the City is looking for in its next Economic Development Manager. This meeting
will provide an opportunity to review the essential functions of the position, discuss the
expectations for this position and identify desired leadership and management capabilities. We
will also suggest revisions to the position description for the City’s consideration, if appropriate.

Position Profile and Job Announcement — Information obtained from the workshop, our review of
the position description and other City documents will be used to prepare a position profile. We
review salary information for comparable positions in similarly sized communities and in recent
placements to assist the City in determining any adjustments that may be required to the salary
range to ensure the position is competitive with the marketplace. The completed profile and job
announcement will be submitted to the City for approval before recruitment begins. The position
and community profile will be central to our recruitment; as well as candidate outreach. Sample
position profiles are available upon request.

Recruitment and Targeted Outreach — Springsted will prepare a job announcement and
coordinate placement of the ad with professional associations. We recommend that ads be
placed as follows:

« Websites for the Cities of Andover, Anoka, Champlin and Ramsey

« League of Minnesota Cities and similar websites in neighboring states

« International Economic Development Council

« Economic Development Association of Minnesota (EDAM) similar websites in
neighboring states

« Minnesota City/County Management Association (MCMA) similar websites in
neighboring states

« Minnesota Chapter of the National Association of Housing Redevelopment Officials
Public Management Assistants

« Other publications and websites identified in consultation with the City
« www.springsted.com
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Springsted’s recruitment efforts will emphasize personal contacts with qualified individuals
to present this position to them and discuss the reasons they should apply for this position.
These efforts will ensure that qualified individuals who are not necessarily looking for a job
will be aware of the Economic Development Manager position and encouraged to apply.

Serve as Point of Contact — Springsted will receive and document all applicant materials and
handle all inquiries about the position. We will acknowledge each application received and
keep applicants informed of their status in the process. Periodic updates will be provided to
the project manager and the City throughout the recruitment process to keep officials
informed of the response to the job announcement.

Applicant Screening and Evaluation — Springsted conducts an impartial and objective review of
each application to determine those applicants who most closely meet the City’s desired
gualifications. We recommend that each applicant for the position be required to complete a
City application form as well as a supplemental application that can be used to determine each
applicant’s Training and Experience Rating as required by the Minnesota Veterans’ Act.
Springsted will develop the supplemental application and ranking criteria in consultation with
the City. We rate each application on a T & E Rating spreadsheet and discuss the results with
the City to determine the initial group to be reviewed.

Evaluation of the top candidate will also include an Internet search and a telephone screening
interview with a Springsted consultant. Written summaries of the screening interview will
be prepared and submitted to the City. Springsted will assist the City in selecting candidates
who will be invited to interview with the City.

Reference and Background Records Checks — Springsted will verify past employment and
conduct reference checks, for all candidates who have accepted the invitation to interview for
the position; the City will be provided with a supplemental report outlining information
obtained from references. We will coordinate the background records check with Setter &
Associates, a company that specializes in pre-employment screening. The background records
check consists of a review of driver’s licenses and criminal histories, educational verification, a
credit check and a review of civil judgments. Background checks may be conducted for all of
the candidates prior to their interviews with the City or the City can make its hiring decision
contingent upon a satisfactory background records check.

Develop Interview Process — Springsted will develop interview questions in consultation
with the City. Interview questions will be structured to learn more about the candidate’s
experience, his/her understanding of the City of Ramsey’s economic development goals
and objectives as well as current projects and issues, his/her approach to building effective
working relationships with stakeholders and his/her management style. Springsted will
also be responsible for scheduling candidate interviews.

Springsted will not be in attendance at the interviews unless the City requests this
additional service.
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8. Employment Offer — After the City has identified its top candidate, Springsted will assist in
developing an employment offer, if requested. We will present the employment offer to the
successful candidate in accordance with direction received from the City. Springsted will
continue to keep all candidates apprised of this last phase of the selection process. This step
in the process becomes extremely important if, for any reason, the top candidate declines the
offer. Once the successful candidate has accepted an employment offer, Springsted will

notify all other candidates of the appointment.

ll.  Project Schedule

A tentative project timetable is provided below to illustrate the time allowed for each step of the
process. We are happy to revise this schedule as needed to meet the City’s needs.

Project Milestone

Proposed Date

Notice to proceed

July 9, 2013

City Workshop

Week of July 22, 2013

City approves profile / announcement

Week of July 29, 2013

Recruitment and candidate outreach

July 31 - September 4, 2013

Applicant screening

September 3 - September 13, 2013

Written candidate report submitted to the City

Week of September 16, 2013

Selection of candidates to be interviewed

Week of Septembers 23, 2013

Springsted conducts reference checks

September 23 — September 30, 2013

City interviews candidates

Week of September 30, 2013

City authorizes employment offer contingent on background report

Week of October 7, 2013

Effective start date (estimated 14-30 day notice to current employer)

October 21 — November 12, 2013

Professional Fee and Out-of-Pocket Costs

Springsted will provide the executive search services listed above in Items 1-8 for a professional
fee of $9,000, excluding out-of-pocket costs. Out-of-pocket costs, which include miscellaneous
expenses for such things as advertising, mileage, postage, overnight delivery and copying, are
estimated to be approximately $1,200. The cost for a background records check is $400 each.

Two pricing options are also provided. Under Option 1, Springsted would perform ltems 1-4 for a
professional fee of $3,800 and up to $1,200 for advertising and other miscellaneous costs. Option
2 includes Items 1-4 for a professional fee of $3,800 and Item 5; the professional fee for Item 5 will
be $500 for each candidate screening interview that the City asks Springsted to conduct. For

Springsted
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example , if the City requests screening interviews for six candidates, the professional fee would be
$3,800 plus $3,000 for the six screening interviews.

V. Search Team

Sharon G. Klumpp
Senior Vice President and Consultant

Ms. Sharon Klumpp, who specializes in organizational and management
consulting for public agencies, will be the lead consultant on this project.
Since joining Springsted eight years ago, she has conducted over 60 public
sector executive searches and a broad array of organizational management
studies. In addition, Ms. Klumpp has extensive government experience,
having held a variety of positions including Executive Director of the
Metropolitan Council, Associate Executive Director for the League of
Minnesota Cities, City Administrator for Oakdale, Minnesota and Assistant City Manager in St.
Louis Park, Minnesota and Saginaw, Michigan. Ms. Klumpp is a member of the International
City/County Management Association (ICMA) and has served as the chair of the Ramsey County
Charter Commission. She holds a master’s in public administration from the University of Kansas
and a bachelor’s degree in political science from Miami University (Ohio).
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