
 

REQUEST   FOR   PROPOSALS 
City Manager Recruitment Services 

 
 
 

Release Date: Friday, March 31, 2017 
 

Closing Date: Wednesday, April 12, 2017 at 5:00 PM CDT 
All RFP’s must be received by the closing date and time. 

 
Contact Person: LaRette Reese 

Interim City Clerk 
(314) 505-8531  
lreese@ucitymo.org 
 
 

 
City of University City 
6801 Delmar Blvd. 
University City, MO 63130 
 

 
 

I. INTRODUCTION AND BACKGROUND 
The City of University City is seeking services from a qualified executive search firm to 
assist the City Council in an executive search for the vacant City Manager position. 

 
University City, Missouri is a vibrant, highly diverse community of 35,000 at the heart of 
the St. Louis metropolitan area.  A full-service city, University City provides its residents 
with police and paramedic fire service, eighteen parks and extensive recreation facilities, 
a library and a full range of public works services with a $35 million budget. 

 
The community is primarily residential with a diverse range of single and multifamily 
residences.  Home to the Loop, a vibrant business district named on of American’s Ten 
Best Streets and other strong business districts, the City is adjacent to Washington 
University in St. Louis. 

 
University City has a Home Rule Charter with a model Council-Manager form of 
government.  The City Council, a nonpartisan policy-making body comprised of seven co-
equal members includes the Mayor elected at-large and two Council members elected in 
each of three wards.  The City Manager is the city’s chief executive, running the day to 
day operations.  Many residents take an active role in the community, serving on more 
than twenty boards, commissions and committees. 

 
More information can be found on the City website at http://www.ucitymo.org. 
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II. SCOPE  OF  SERVICES 
The following summarizes the scope of services needed for the City Manager recruitment 
process: 
 
• Have a public meeting with the City Council (City Council defined as all 7 members of 

the body) to discuss process, recruitment strategy and answer questions about the 
process. 

• Design a robust public participation process for Council approval so that residents can 
provide their comments  and  thoughts  about  attributes  they  want  in  the  City  
Manager. 

• Meet publicly with the City Council as necessary to facilitate the development of an 
appropriate candidate profile and list of priorities for the new City Manager. 

• Develop and administer a national search for appropriate candidates including a public 
position announcement and diverse job posting resources. 

• Answer questions from candidates and collect application materials. 
• Review all application materials received, comparing them to the candidate profile and 

perform screening interviews as needed. 
• Provide a written report summarizing the overall candidate pool and the qualifications 

of  those to be interviewed; recommend or rank the most qualified candidates based 
on the  candidate profile developed and setup interviews for candidates selected by 
City Council;   

• Advise the City Council on interview strategies and appropriate questions to ask 
candidates; attend the interview sessions and assist the City Council in narrowing the 
candidate pool to finalists. 

• Conduct  complete  background  check  on  finalist  candidates  and  advise  the  City 
Council of the results.  Coordinate psychological evaluation with finalist. 

• Facilitate the final interview process and assist the City Council to make a selection as 
needed.  

• Assist with employment contract negotiations. 
 

III. PROPOSAL REQUIREMENTS 
The proposal should provide a description of the proposer's capabilities to satisfy the 
requirements for each deliverable specified in the Scope of Services.   
 
While additional information may be presented, the items listed in Scope of Services must 
be completely addressed in your proposal. 
 
Submit an electronic copy in PDF via email to lreese@ucitymo.org. 
 
The proposal should include the following: 
 

1. Title Page:  Title page must include the request for proposal’s subject; the 
company’s name; the name, address and telephone number of the contact person; 
and the date of the proposal. 

2. Table of Contents 
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3. Transmittal Letter: A signed letter of transmittal briefly stating the proposer's 
understanding of the services to be provided, the commitment to perform the 
services, a statement why the proposer believes itself to be best qualified to 
provide City Manager recruitment services to the City of University City and a 
statement that the proposal is a firm and irrevocable offer for year stated in the 
RFP. 

4. Qualifications: Please include background and experience of those professionals 
who would be involved in the recruitment and selection process from your firm. 

5. Detailed Proposal: The detailed proposal must address all deliverables especially 
public participation and the full City Council involvement set forth in the Scope of 
Services of this request for proposal.  Include a detailed timeline of recruitment and 
selection process leading to a preferred start date by August 2017. 

6. Cost Proposal including details on proposed payment terms. 
7. References: Provide the City with at least THREE (3) references from 

municipalities utilizing your services.  The City may contact the references 
provided.   

 
IV. SELECTION  PROCESS 

 
Release Date      March 31, 2017 
Proposals Due (5:00PM CDT)   April 12, 2017 
City Council Selects Recruiting Firm   April 17, 2017 
 

V. FIRM  QUALIFICATIONS  AND  EXPERIENCE 
 
Please provide: 

1. Each respondent shall need to demonstrate that, within the past thirty-six (36) months, 
have worked with public entities similar to the City of University City to conduct an 
executive recruitment.  Additionally, respondents shall have, within the past twenty-
four (24) months, successfully placed at least one (1) executive candidate with a 
municipal government. 

2. Brief information about your company’s history, size, number of clients, organization 
and /or any other information that might aid us in the decision making process.    

 
VI. EVALUATION  PROCESS 

Proposals will be evaluated by the City Council.  The City Council will select the proposal, 
which is judged to be the most responsive to the City of University City’s requirements, 
and based on ability and fee. 
 
There is no expressed nor any implied obligation for the City to reimburse responding 
firms for any expenses incurred in preparing proposals in response to this request.  
During the evaluation process, the City reserves the right, where it may serve the City’s 
best interests, to  request  additional  information  or  clarification  from  proposers,  or  to  
allow corrections of errors or omissions.   
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VII. EVALUATION CRITERIA 

The following represents the principal selection criteria which will be considered during the 
evaluation process: 
 

1. Responsiveness of the proposal.  
2. Ability, capacity, and skill of the respondent to perform the services. 
3. Responses of the respondent’s references. 
4. Methodology for conducting the recruitment. 
5. Experience of the respondent and its individual professional staff members in 

performing services for similar municipalities. 
6. Qualifications of the professional staff proposed for the project. 
7. The sufficiency of financial resources and ability of respondent in performing the 

contract. 
8. The firm’s capability to meet the Scope of Service. 
9. The Schedule proposed and ability to complete the process in a timely manner. 

 
VIII. CITY RESPONSIBILITIES 

The Interim City Manager and Interim City Clerk will be available as needed to assist in 
coordinating the national search process including scheduling meetings, facilitating 
interviews, providing recruitment information, benefit package information, etc. 

 
IX. RIGHT TO REJECT 

The City reserves the right to reject part of any and/or all proposals, waive formalities or to 
accept the proposal which best serves the interests of the City of University City. 
 

X. QUESTIONS  AND  INQUIRIES 
Questions and inquiries concerning this request for proposal should be directed to: 
 

LaRette Reese 
Interim City Clerk 
(314) 505-8531  
lreese@ucitymo.org 
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