
 

  
Contact for City of Hammond, Louisiana 
Ms. Nancy Stepina-Robison 
MGT of America Consulting, LLC 
3800 Esplanade Way, Suite 210 
Tallahassee, Florida 32311 
850/386-3191 (t) 
850/322-8090 (m) 
850/385-4501 (f) 
NStepina@mgtamer.com (e) 
www.mgtofamerica.com (w) 
 
 
 
 

 

 

 

 

 

 

  
Request for Proposal (RFP#17-06) 

CLASSIFICATION AND COMPENSATION STUDY
As submitted to: 
Loretta Severan 

Human Resources Director 
 City of Hammond 

310 East Charles Street 
P.O. Box 2788 

Hammond, LA 70404-2788 
985.277.5652 (t) 

Severan_LS@hammond.org (e)

mailto:Severan_LS@hammond.org
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj6yN70-J7QAhXNdSYKHb6tBX4QjRwIBw&url=http://www.hammond.org/&psig=AFQjCNE6soFlyRObNcJ8-G1iNyVrNhSfEw&ust=1478893237204546


RFP 17-06 City of Hammond 

4 

RFP # 17-06 Form 

 Proposal Description: 

Provide all Labor and Equipment to Provide a Comprehensive Classification and 
Comprehensive Study for the City of Hammond in accordance with all RFP 17-06 
documents. 

As a qualified offeror for the project, I have carefully examined all of the RFP 17-06 
Documents and have examined the conditions and specifications of the work to be 
done, and I hereby propose to furnish all labor, materials, equipment, tools, etc., as 
called for by the RFP 17-06 specifications.   

I hereby acknowledge that I have received the following Addenda and they are 
reflected as part of this proposal, 

List by date and Addendum number 

Offeror agrees to deliver services in complete accordance with all Specifications for 
the sum indicated on the “Professional Fee Breakdown” found in the sealed envelope 
per Specification instructions. 

Signature of 

Name of Company Date 

The above signature on this RFP certifies that offeror has carefully examined the 
instructions to offeror, terms and specifications applicable to and made a part of this 
proposal Package. Offeror further certifies that the prices shown are in full compliance 
with the conditions, terms and specifications of this proposal. 

MGT of America Consulting, LLC                   November 09, 2016

N/A

Fred Seamon, PhD, Executive Vice President
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1: HISTORY AND EXPERIENCE 

1.1 ORGANIZATIONAL STRUCTURE 

MGT was established in Tallahassee, Florida, on 
August 25, 1974, and has grown to include offices 
in California, Michigan, Texas, and Washington. The 
firm began when a small group of individuals 
decided to create a consulting firm with the mission to help public sector clients operate more 
efficiently and effectively. For over 42 years, MGT has been providing high quality 
management consulting services to government agencies nationwide. MGT is dedicated to 
providing the most creative and practical solutions to the challenges faced by public 
organizations.  

A firm consisting of over 60 professionals, MGT has successfully managed more than 7,800 
client engagements nationally, with a significant portion of MGT’s engagements being repeat 
business, reflecting the firm’s commitment to achieving a high level of customer satisfaction 
and ability to exceed the expectations of clients. We believe our business from returning clients 
can be attributed to our commitment to producing pragmatic, realistic solutions. 

The below graphic representation shows the markets and client services offered by MGT. 

SERVICES MARKETS 
Classification and compensation 
studies 
Human resource studies  
Operations/management reviews 
Business process reengineering  
Performance audits 
Program reviews 
Program evaluation 
Facilities planning and analysis 
Strategic planning 

Communications and marketing consulting  
Fiscal impact analysis 
Geographic Information Systems 
Funding studies and models 
Market and opinion research 
Disparity studies 
Information technology consulting  
Costing services 
Policy research 

State and Local 
Government 

Higher Education 

PK-12 Education 

Financial Services 

As a leading management consulting firm in government studies, we offer the City of Hammond 
not only the stability of a firm and team with extensive experience with this type of project, but 
also an innovative methodology that is updated regularly to prepare clients for human 
resources and employee relations in rapidly changing environments.  
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1.2 DEMONSTRATED KNOWLEDGE AND EXPERIENCE 

The exhibit below illustrates MGT’s experience conducting classification and compensation 
studies for state and local governments. Highlighted in maroon are some of our most recent or 
current projects. 

ARIZONA 
- Maricopa County 

CALIFORNIA 
- Sacramento County Management Association  

DELAWARE 
- Delaware Solid Waste Authority 

FLORIDA 
- Alachua County Board of Commissioners  
- Alachua County Property Appraiser  
- Bonita Springs Fire Control and Rescue District  
- Brevard County Sheriff's Office  
- Citizens Property Insurance Corporation  
- Citizen's Property Insurance Corporation  
- Citrus County  
- Citrus County Board of County Commissioners  
- Citrus County Clerk of the Court  
- Citrus County Property Appraiser  
- Citrus County Tax Collector  
- City of Apopka  
- City of Belle Glade  
- City of Boynton Beach 
- City of Casselberry  
- City of Fort Walton Beach  
- City of Gulf Port  
- City of Key West  
- City of Lake Mary  
- City of Lakeland  
- City of Leesburg  
- City of Miami  
- City of North Miami  
- City of North Port  
- City of Tallahassee 
- City of Tamarac  
- City of Tampa 

- City of Titusville  
- City of Winter Springs  
- Columbia County Property Appraiser  
- Escambia County  
- Florida Association of Court Clerks, Inc. 
- Florida Office of the Attorney General 
- Florida Department of Juvenile Justice 
- Florida Department of Management 

Services 
- Florida Department of Transportation 
- Florida Governor's Office 
- Florida House of Representatives 
- Florida League of Cities 
- Florida Lottery 
- Florida State Board of Administration 
- Florida Tax Collectors Association 
- Florida Transportation Commission  
- Hillsborough County  
- Hillsborough County Tax Collector  
- Jackson County Tax Collector  
- Leon County Property Appraiser  
- Marion County Emergency Medical 

Services Alliance 
- Nassau County Property Appraiser  
- Palm Harbor Special Fire Control and 

Rescue District  
- St. Johns County Property Appraiser  
- Town of Davie  
- Travis County 
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GEORGIA 
- City of Albany/Dougherty County Board of 

Commissioners  
- City of Macon 

- City of Richmond Hill  
- Fayette County 

ILLINOIS 
- County of Kankakee 

LOUISIANA 
- City of Baton Rouge 
- Louisiana Department of Transportation and 

Development 

- Parish of East Baton Rouge Recreation 
and Park Commission 

- Port of Iberia 
MICHIGAN 

- St. Clair County 
MISSOURI 

- City of Columbia Human Resources Department 
NORTH CAROLINA 

- Chatham County 
- City of Canton 
- City of Waynesville 
- Davidson County Personnel Department 
- Haywood County 

- North Carolina Association of County 
Commissioners 

- North Carolina Office of Juvenile Justice 
- Town of Maiden 
- Town of West Jefferson 
- Wake County Personnel Department 

OKLAHOMA 
- City of Oklahoma City - Oklahoma County 

OREGON 
- Marion County 

SOUTH CAROLINA 
- City of Anderson  
- City of Cayce  
- City of Columbia  
- City of Easley  
- City of Florence  
- City of Gaffney  
- City of Georgetown  
- City of Lancaster  
- City of Newberry  
- City of Simpsonville 
- Chester Metropolitan District 
- Dillon County 

- Dorchester County  
- Dorchester County Library  
- Greenville County Recreation District  
- Hampton County  
- Jasper County  
- Oconee County 
- Pickens County  
- Richland County  
- York County 
- York County Library  
- South Carolina Department of Public 

Safety 
- Town of Hampton 

TENNESSEE 
- Memphis City Schools - Tennessee Tech University 
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TEXAS 
- Bastrop County  
- City of Brownsville  
- City of Corpus Christi  
- City of La Porte  
- City of Longview 
- City of New Braunfels  

- County of Burnet 
- City of Laredo  
- County of Kerr 
- Hidalgo County  
- Hidalgo County Clerk's Office  
- Texas State Bar 

VIRGINIA 
- Albemarle County 
- Bedford County 
- City of Chesapeake 

- City of Newport News 
- City of Richmond 

1.3 SPECIFIC SIMILAR EXPERIENCE 

Below are summaries of some of MGT’s most recent, similar projects. 

Classification and Compensation Services, City of Kingsport, Tennessee 
The City of Kingsport, Tennessee, contracted with MGT to conduct a classification and 
compensation study of its approximately 811 employees. The purpose of the study is to assist 
the City in reaching its goal of fairly classifying and compensating employees to attract and 
retain a qualified workforce. 

Classification and Compensation Services, Office of the Attorney General, State of Florida 
The Florida Office of the Attorney General (AOG) contracted with MGT, as a subcontractor for 
Thomas Howell Ferguson, to conduct an Attorney Compensation study. The purpose of the 
study is to determine the extent of salary disparity existing between attorneys who work for 
the OAG and attorneys who work for other public entities including other state agencies in this 
and neighboring states. 

Classification and Compensation Study York County, SC 
MGT developed a new classification and compensation plan for the County based upon 
assigned job duties and responsibilities and competitive peer markets. The study included 
approximately 475 employees in 1,100+ job classifications. Included in the study were job 
analysis; job description development, evaluation, and update; wage and salary survey 
preparation and analysis; pay range determination; position and pay classification; and 
preparation of required reports. 

This project, completed in July 2015, is MGT’s fifth human resources project completed for York 
County since 2005. 

Management Salary Compensation Study Florida Transportation Commission  
MGT, as a subcontractor to Thomas Howell Ferguson, conducted a detailed compensation 
study on behalf of the Florida Transportation Commission. The purpose of the study was to 
determine competitive salary and benefit rates for Department of Transportation professionals 
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in comparison to a variety of public and private sector counterparts. MGT also completed an 
assessment of the Professional Engineering Training Program.  

Total Compensation Study Chester Metropolitan District 
The District contracted with MGT to conduct a market salary review as well as a review of 
existing positions. MGT developed new, and updated current, position information to better 
align with relevant market conditions. 

Classification and Compensation Study Delaware Solid Waste Authority 
The Authority contracted with MGT to conduct a comprehensive classification and 
compensation study for the Authority's positions. This is the second study MGT has conducted 
for the Authority. 

Classification and Compensation Study Bastrop County, TX 
MGT contracted with Bastrop County to perform an organizational compensation and 
classification study. The County employs over 435 employees, occupying 135 unique 
classifications, and serves a population of over 7,600 citizens. The study also included an 
analysis of the Fair Labor Standards Act status of all positions and the updating of job 
descriptions. 

Compensation and Classification Study Oconee County, SC 
The County contracted with MGT to conduct a comprehensive classification and compensation 
study of approximately 476 positions across 208 classifications. The study included 12 distinct 
work steps to collect and evaluate both internal and external information and develop a 
standardized, competitive system of compensation and classification. 

Compensation/Classification Study County of Kerr, TX 
MGT conducted a compensation and classification study for the County using internal job data 
to place positions in the classification and pay structure, ensured job descriptions adequately 
reflected ADA requirements, and determined FLSA status for all positions. 

Salary and Benefits Survey/Compensation/Classification Study County of Burnet, TX 
MGT provided the County with a comprehensive salary and benefits study for all County 
employees, including elected officials. 

1.4 REFERENCES 

Below and on the following pages, we provide references for projects similar in scope to 
Hammond’s requested services. Several of the references provided have contracted with MGT 
for multiple projects or updates. We feel repeat business is the greatest testament to our 
commitment to customer service and client satisfaction. For example, MGT is currently working 
with York County, South Carolina, on our fourth human resources project since 2005. 

Immediately following is Attachment B: Vendor Data Sheet 
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York County, South Carolina Various Human Resources Projects 

LISA DAVIDSON, Director of Human Resources 
York County, South Carolina 
P.O. Box 180  
6 South Congress Street  
York, SC 29745 
(803) 684-8512 | lisa.davidson@yorkcountygov.com 

Classification and Compensation Study | Service Dates: 1/26/2015 - ongoing 

MGT is developing a new classification and compensation plan for the County based 
upon assigned job duties and responsibilities and competitive peer markets. The study 
includes approximately 475 employees in 1,100+ job classifications. Included in the 
study are job analysis; job description development, evaluation, and update; wage and 
salary survey preparation and analysis; pay range determination; position and pay 
classification; and preparation of required reports. 

Classification/Compensation Updates | Service Dates: 1/15/2013 - 3/29-2013 

MGT assisted the County in the evaluation and update of the classification and 
compensation system previously developed by MGT. These updates are an ongoing part 
of this long-term client relationship. 

Pay Grade Evaluation of Select Positions | Service Dates: 2/22/2007 - 3/9/2007 

MGT evaluated pay grades, generated job descriptions, and assessed FLSA status for 
selected positions for the County. 

Classification and Compensation Study | Service Dates: 1/10/2005 - 4/5/2005 

York County retained MGT to perform a comprehensive compensation and classification 
study of jobs in York County government. The study included approximately 900 
employees in 250 job classifications. For each job classification, MGT determined the 
relative worth within the organizational structure (internal equity) and in comparison 
with similar jobs the labor market in which the county competes for a labor supply 
(external equity). In addition, MGT developed comprehensive job descriptions for all 
250 job classifications. 

Delaware Solid Waste Authority, Compensation and Classification Study  

MS SHELLY FORCIER, Sr. Human Resources Administrator  
Delaware Solid Waste Authority  
1128 South Bradford Street  
Dover , DE 19904  
(302) 730-5361 | saf@dswa.com 
Contract Period: June 2015 - December 2015 

mailto:saf@dswa.com
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The Authority contracted with MGT to conduct a comprehensive classification and 
compensation study for the authority's positions. This is the third study MGT has conducted for 
the Authority. 

Salary Survey and Classification Update (Contract Period: October 2006 - November 2006) 

Salary Survey and Classification Review (Contract Period: October 2004 - December 2004) 

 

Compensation and Classification Study Oconee County, SC 
MS. SHEILA M. WALD, Human Resource Manager 
Oconee County Government 
298 Memorial Drive  
Seneca, SC 29672-9443  
864-364-5219 | swald@oconeesc.com  
Contract Period: February 2012- July 2012 

The County first contracted with MGT to conduct a comprehensive classification and 
compensation study of approximately 476 positions across 208 classifications. The study 
included 12 distinct work steps to collect and evaluate both internal and external information 
and develop a standardized, competitive system of compensation and classification. 

The project above was our sixth project for Oconee County since 2002. We are currently 
engaged in our seventh contract with the county to provide as-need job descriptions until 
December 2018. Other projects include: 

Conduct Grade Scale Review (2010) 

Paygrade Evaluation of Selected County Positions (2007) 

Comprehensive Salary Study (2004)  

County Staffing Study (2002) 

Compensation and Classification Study (2002) 

 

Kerr County Compensation/Classification Study 

DAWN LANTZ, HR Director  
700 Main Street BA104  
Kerrville, Texas 78028  
(830) 792-2271 | dlantz@co.kerr.tx.us 
Contract Period: May 2013 – September 2013 

MGT prepared a Classification Study for the County using internal job data to place positions in 
the classification and pay structure; ensure that job descriptions adequately reflect ADA 
requirements; determine FLSA status for all positions. 

mailto:dlantz@co.kerr.tx.us
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Burnet County Salary and Benefits Survey/Compensation/Classification Study 

SHIRLEY BULLARD, HR Coordinator  
220 South Pierce Street  
Burnet, Texas 78611  
(512) 756-5489 | hrc@burnetcountytexas.org  
Contract Period: January 2012 – December 2012 

MGT provided Burnet County with a county-wide salary and benefits survey and compensation 
and classification study. The study included all county employees and elected officials. MGT 
provides ongoing classification system maintenance for the County to include evaluating new or 
reorganized or restructured positions. 

 

Chester Metropolitan District Total Compensation Study 

BRAD CAULDER, Human Resources Manager 
P.O. Box 550 | 155 Wylie Street 
Chester, South Carolina 29706 
(803) 385-5123 | bcaulder@cmdcsd.com 
Contract Period: February 2015 – May 2015 
The Chester Metropolitan District/Chester Sewer District, contracted with MGT to conduct a 
market salary review as well as a review of existing positions. MGT developed new and updated 
position information to better align with relevant market conditions. 

 

Florida Transportation Commission Management Salary Compensation Study 

RON HOWSE, P.E., Member 
Florida Transportation Commission 
605 Suwannee Street, Mail Station 9 
Tallahassee, Florida 32399 
407-709-8002 | Ron@howseco.com  
Contract Period: June 2014 – December 2014 

MGT conducted a detailed compensation study on behalf of the Florida Transportation 
Commission. The purpose of the study was to determine competitive salary and benefit rates 
for Department of Transportation professionals in comparison to a variety of public and private 
sector counterparts. MGT also completed an assessment of the Department’s Professional 
Engineering Training Program. 

 

mailto:hrc@burnetcountytexas.org
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2: PROJECT STAFFING 

The success of a compensation and classification 
study depends on the qualifications of the project 
team and the way in which the review is structured 
and managed.  

The strength of our team is based upon the 
following project management principles: 

 MGT team members strictly adhere to a 
detailed work plan and schedule specifically designed for conducting a quality 
compensation and classification study. Each team member’s roles are clearly defined 
and our work plan includes reporting dates for each major activity. 

 MGT staff members have worked together on similar projects many times before. We 
are organized and ready to begin work immediately upon execution of a contract. 

 Our team is thoroughly familiar with human resources practices and have a detailed 
understanding of and expertise in conducting compensation and classification studies, 
and have worked together on numerous similar projects. 

 A close and structured working relationship between MGT’s Project Director and the 
City’s Project Officer. This will entail meetings, progress reports, and information 
exchanges to ensure all priorities, changes, and challenges are communicated 
immediately to prevent waste of time and resources. 

The City of Hammond Project Officer 

MGT suggests the City appoint a single point of contact to serve as the Project Officer, such as 
Loretta Severan, the City’s Human Resources Director. The Project Officer will have primary 
responsibility and final authority over all activities, and will provide project guidance and 
direction to the MGT team. The Project Officer will approve the contract, work plan, and final 
report. All project correspondence, progress reports, and final reports will be delivered to the 
Project Officer. 

MGT Contract Administrator 

This is the primary person responsible for ensuring that MGT fulfills all contractual 
requirements, produces a quality report, and meets all project deadlines. The Contract 
Administrator is the main point of quality control, has final authority for the project and 
deliverables, and helps resolve conflicts over any project issues. 

 Project Director 

The MGT Project Director ensures that resources to conduct the study are available from start 
to finish and that the team works together cohesively. As such, she will be involved in every 
task outlined in the preceding section. In addition, the Project Director will be responsible for 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiMmv7bo5TQAhUJxoMKHcsnC8oQjRwIBw&url=http://www.huffingtonpost.com/young-entrepreneur-council/13-unusual-brainstorming_b_3880619.html&psig=AFQjCNE2UH2_sQaqs8M0xhj8PrIBAcblfA&ust=1478526791400994
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the day-to-day management of all project activities to include refining procedures, assigning 
and monitoring all activities, and maintaining frequent contact with the City Project Manager 
throughout the lifecycle of the project. 

MGT Consultant(s) 

In this case, MGT has assigned two support team members to assist in review, documentation, 
evaluation, and the generation of recommendations in accordance with each component of the 
work plan. 

ORGANIZATION CHART 

 

RESUMES  

Resumes for the proposed project team members are presented on the following pages. Each 
member has a wide range of project experience working with local and state government 
clients. In addition, MGT’s extensive national best practices database and other vital resources 
are available to each team member to ensure quality services. The team we have designated is 
highly experienced with this type of engagement and therefore can start immediately with little 
required orientation time. All staff assigned to this project and described within this proposal 
will be available for the duration of the project. 
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NANCY 
STEPINA-
ROBISON  

VICE PRESIDENT, 
HUMAN CAPITAL 

 
 
 
 
 

CONTRACT 
ADMINISTRATOR 

Ms. Stepina-Robison has more than 30 years of experience in 
administration, including human resources management, 
performance reviews, information technology systems, planning, 
state and federal government relations, and marketing. She is the 
Vice President of MGT’s Human Capital practice area and has been 
conducting classification and compensation studies for MGT for 16 
years. She also serves as a guest lecturer at the Florida State 
University, College of Business.  

Prior to joining MGT, Ms. Stepina-Robison served as Vice 
Chancellor for the State University System of Florida. She was 
responsible for system-wide classification and compensation 
administration, collective bargaining, and faculty relations while 
serving in the Florida Board of Regents Human Resources Office. 
She has taught courses in human resources management and 
labor relations at the College of Business at Florida State 
University, and served as a Research Associate in the Center for 
Employment Relations and Law. She has also worked in a number 
of human resources positions for BP/Amoco (formerly Standard 
Oil of Indiana). 

EDUCATION 
M.A., LABOR AND INDUSTRIAL RELATIONS, 

UNIVERSITY OF ILLINOIS  
B.S., BUSINESS ADMINISTRATION, STATE 

UNIVERSITY OF NEW YORK AT 
BINGHAMTON 

PROFESSIONAL AFFILIATIONS 
COLLEGE AND UNIVERSITY PROFESSIONAL 

ASSOCIATION (CUPA-HR) 
SOCIETY FOR HUMAN RESOURCES MANAGEMENT 

(SHRM) 
THE HUMAN CAPITAL INSTITUTE 
COUNCIL FOR ADVANCEMENT AND SUPPORT OF 

EDUCATION 
LEAGUE OF WOMEN VOTERS 
NATIONAL ASSOCIATION OF COLLEGE AND 

UNIVERSITY BUSINESS OFFICERS (NACUBO) 
ASSOCIATION OF INSTITUTIONAL RESEARCH 

PROJECT WORK 
A small sample of Ms. Stepina-Robison’s projects include: 

− Bedford County, VA, Classification and 
Compensation Services 

− Florida Transportation Commission, 
Management Salary Study 

− Florida Department of Juvenile Justice, 
Staffing Study 

− Citrus County Mosquito Control, FL, 
Update of Pay Survey 

− Oconee County, SC, Compensation and 
Classification Study  

− Richland County, SC, Compensation and 
Classification Study  

− Western Carolina Regional Sewer 
Authority, SC, Executive Compensation 
Study  
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− Anderson County School District Five, SC, 
District-wide Compensation and Staffing 
Study 

− City of Laredo Texas, Classificaiton and 
Compensstion  

− Bastrop County, TX, Classification and 
Compensation Study 

− Chester Metropolitan District, SC, Total 
Compensation Study  

− City of Laredo, TX, Classification and 
Compensation Study 

− Delaware Solid Waste Authority, 
Compensation and Classification Study 
Update  

− York County, SC, 
Classification/Compensation Study and 
Updates 

− Florida Gulf Coast University, 
Presidential Compensation Assessment 

− Florida Polytechnic University, Analysis 
of Faculty Contracting Practices 

− Florida State College at Jacksonville, 
Organizational Assessment 

− Florida State University, Organizational 
Assessment 

− New College of Florida, Pay and Benefits 
Study 

− University of Central Florida, Assessment 
of Benefits Administration; Presidential 
Compensation Assessment 
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JENNIFER 
NICCOLAI  

HUMAN RESOURCES 
MANAGER 

 

 

 

 

TEAM MEMBER 

 

Ms. Niccolai is a senior Human Resources professional with 10 
years of relevant experience within a wide range of environments, 
most recently performing all North American HR functions 
autonomously for a Barcelona-based software company. She 
possesses excellent communication and writing skills, including 
the ability to effectively and diplomatically work with employees 
and senior management, and is a dedicated employee advocate 
who is a reliable and discrete resource for employee relations 
issues, while also understanding and protecting company goals 
and interests. Ms. Niccolai’s attitude and approach combine a 
passion and depth for the discipline of Human Resources while 
proving to be a strong strategic business partner. 

EDUCATION 
M.B.A., HR CONCENTRATION, SAINT LEO 

UNIVERSITY, 2012 
B.A., SOCIOLOGY, UNIVERSITY OF 

FLORIDA, 2006 
GRADUATE COURSES, MONTCLAIR 

STATE UNIVERSITY 

PROFESSIONAL AFFILIATIONS 
SOCIETY FOR HUMAN RESOURCES 

MANAGEMENT (SHRM) 
THE HUMAN CAPITAL INSTITUTE 

PROFESSIONAL PROFICIENCIES 
POLICY & PROCEDURE DEVELOPMENT 
NEW PROGRAM CONCEPTUALIZATION & 

IMPLEMENTATION 
MANAGER TRAINING 
BENEFITS AND COMPENSATION PLAN DESIGN 
HR TECHNOLOGY 
PREVENTIVE LABOR STRATEGIES 
RECRUITING AND ONBOARDING 
MEDIATIONS AND DISPUTE RESOLUTION 

EXPERIENCE 
MGT OF AMERICA, LLC, Human Resources Manager, May 2016–Present 

– Develop and enhance HR policies, procedures, and systems to improve the overall 
operation and effectiveness of the company. 

– Provide HR leadership for both complex and routine functions including: employee 
relations, legal compliance, talent acquisition, performance management, compensation, 
and payroll administration. 

– Manage HR information systems data and reports to be used for critical analysis of HR 
function and personnel of the company. 

– Collaborate with the professional services team for external Human Capital consulting 
projects. 

SOE SOFTWARE d/b/a SCYTL, Human Resources Manager, October 2014–April 2016 
In the newly created HR position for North America, reporting to the VP of NA Operations, I 
handled all HR responsibilities with minimal supervision from the corporate office including 
semi-monthly payroll for three locations, benefits design and administration for the U.S. 
and Canada, recruiting, interviewing, onboarding, all creation of policies and procedures 
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including an employee handbook, leadership development, employee performance 
management, and all other strategic and day-to-day HR duties. 

– Saved over $250K in recruiting fees by eliminating third party recruiters and managing all 
recruitment efforts in-house with less than 60 day placement time for highly skilled 
technology positions. 

– Performed job assessments and created a standardized job description and competency 
model for all operational positions, coinciding with role-appropriate salary market 
research. 

– As part of change management and restructuring, reorganized problem departments, 
established stability, and installed procedures and systems to maintain quality of 
operations and reduce turnover. 

– Within the first three months, implemented the first ever employee handbook for the 
U.S., along with expense and travel procedures, and paid time off policies, while 
educating management on reinforcement and compliance. 

– Instituted first ever recognition program, referral bonus policy, and promotion criteria. 

– Worked closely among the senior leadership team as first point of contact to advise on 
the appropriate resolution of employee relations issues such as action and improvement 
plans, verbal or written warnings, including performance issues that result in termination, 
while also establishing processes, policies, and forms for future actions. 

– Utilizing Paychex as a payroll and benefits administrator, was the primary processor for 
payroll, benefits open enrollment, including plan design and cost saving measures that 
led to 75 percent of employees saving on premiums with no increase in cost for company. 

U.S. BANK (formerly AIS Fund Administration) June2010–October 2014 
Human Resources Business Partner 3, December 2012–October 2014 
Human Resources Generalist, January 2012–November 2012 
Human Resources Associate, June 2010–December 2011 

AJILON STAFFING, Human Resources Administrator, August 2008–May 2010 
Placements included Orthofix Spinal Implants, Mitsubishi International Food Ingredients  
LG Electronics,  

SPHERION STAFFING, Staffing Associate, March 2006–April 2007 
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SHEENA 
HORTON, PMP 

 
 
 
 
 
 
 

PROJECT DIRECTOR 

Ms. Horton has strong project management and analytical skills 
and significant experience in written communications and 
research. She has experience in performing classification and 
compensation studies, survey design and implementation, 
program and performance evaluations, needs assessments, quality 
assurance and efficiency reviews, market research, organizational 
reviews, and program/service realignment. Her primary 
responsibilities include obtaining, compiling, and analyzing 
information and data for projects, supporting project directors 
with project management and organization, directing projects, 
and writing and editing reports. Ms. Horton currently serves on 
the Southeast Evaluation Association’s Board as the For-Profit 
Private Sector Representative. 

EDUCATION 
M.S., CRIMINOLOGY AND CRIMINAL 
JUSTICE, FLORIDA STATE UNIVERSITY 
B.A., SOCIOLOGY & ENGLISH, UNIVERSITY 
OF NORTH CAROLINA-GREENSBORO 

PROFESSIONAL AFFILIATIONS 
SOCIETY FOR HUMAN RESOURCES MANAGEMENT 
(SHRM), CAROLINAS CHAPTER 
AMERICAN EVALUATION ASSOCIATION 
SOUTHEAST EVALUATION ASSOCIATION 
CERTIFIED PROJECT MANAGEMENT PROFESSIONAL, 
PROJECT MANAGEMENT INSTITUTE (PMI), 
METROLINA CHAPTER 

PROJECT WORK 
Ms. Horton has worked with the following clients on projects of similar scope: 
− City of Laredo, Texas Compensation and 

Classification Study 
− Florida Transportation Commission, 

Management Salary Study 
− Florida Department of Juvenile Justice, 

Staffing Study 
− Anderson County School District Five, SC, 

District-wide Compensation and Staffing 
Study 

− Farifleind County Schoold District – 
Classificatoin and Compensation Study 

− Bastrop County, TX, Classification and 
Compensation Study 

− City of Laredo, TX, Classification and 
Compensation Study 

− City of Portsmouth, VA, General 
Employees’ Pay Study, Phase I & II 

− Corning Community College, NY, 
Compensation Study and Organizational 
Review 

− Florida State College at Jacksonville, 
Organizational Assessment  

− Kennesaw State University, GA, Faculty 
Salary Update 

− Montgomery College, MD, Assessment 
of the Office of Business Services and the 
Office of the President 

− Texas A&M University – Texarkana, 
Classification and Compensation Study 

− Texas A&M University, Comprehensive 
Management Review  

− Texas State Technical College, 
Systemwide Consulting Services for 
Classification and Compensation Study  
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− Delaware Solid Waste Authority, 
Compensation and Classification Update 

− Kerr County, TX, 
Compensation/Classification Study 

− Maricopa County Sheriff’s Office, AZ, 
Internal Affairs Staffing Study 

− Oconee County, SC, Compensation and 
Classification Study 

− York County, SC, 
Compensationd/Classification Study and 
Update  

− University of Hawaii System, Executive 
Compensation Study  

− University of Montevallo, AL, 
Classification/ Compensation and 
Performance Evaluation Consulting 

− University of Montevallo, AL, Faculty 
Compensation Study  

− Washington State Board for Community 
and Technical Colleges, Faculty and 
Administrator Salary Study Update 
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JENNIFER 
NICCOLAI  

HUMAN RESOURCES 
MANAGER 

 

 

 

 

TEAM MEMBER 

 

Ms. Niccolai is a senior Human Resources professional with 10 
years of relevant experience within a wide range of environments, 
most recently performing all North American HR functions 
autonomously for a Barcelona-based software company. She 
possesses excellent communication and writing skills, including 
the ability to effectively and diplomatically work with employees 
and senior management, and is a dedicated employee advocate 
who is a reliable and discrete resource for employee relations 
issues, while also understanding and protecting company goals 
and interests. Ms. Niccolai’s attitude and approach combine a 
passion and depth for the discipline of Human Resources while 
proving to be a strong strategic business partner. 

EDUCATION 
M.B.A., HR CONCENTRATION, SAINT LEO 

UNIVERSITY, 2012 
B.A., SOCIOLOGY, UNIVERSITY OF 

FLORIDA, 2006 
GRADUATE COURSES, MONTCLAIR 

STATE UNIVERSITY 

PROFESSIONAL AFFILIATIONS 
SOCIETY FOR HUMAN RESOURCES 

MANAGEMENT (SHRM) 
THE HUMAN CAPITAL INSTITUTE 

PROFESSIONAL PROFICIENCIES 
POLICY & PROCEDURE DEVELOPMENT 
NEW PROGRAM CONCEPTUALIZATION & 

IMPLEMENTATION 
MANAGER TRAINING 
BENEFITS AND COMPENSATION PLAN DESIGN 
HR TECHNOLOGY 
PREVENTIVE LABOR STRATEGIES 
RECRUITING AND ONBOARDING 
MEDIATIONS AND DISPUTE RESOLUTION 

EXPERIENCE 
MGT OF AMERICA, LLC, Human Resources Manager, May 2016–Present 

– Develop and enhance HR policies, procedures, and systems to improve the overall 
operation and effectiveness of the company. 

– Provide HR leadership for both complex and routine functions including: employee 
relations, legal compliance, talent acquisition, performance management, compensation, 
and payroll administration. 

– Manage HR information systems data and reports to be used for critical analysis of HR 
function and personnel of the company. 

– Collaborate with the professional services team for external Human Capital consulting 
projects. 

SOE SOFTWARE d/b/a SCYTL, Human Resources Manager, October 2014–April 2016 
In the newly created HR position for North America, reporting to the VP of NA Operations, I 
handled all HR responsibilities with minimal supervision from the corporate office including 
semi-monthly payroll for three locations, benefits design and administration for the U.S. 
and Canada, recruiting, interviewing, onboarding, all creation of policies and procedures 
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including an employee handbook, leadership development, employee performance 
management, and all other strategic and day-to-day HR duties. 

– Saved over $250K in recruiting fees by eliminating third party recruiters and managing all 
recruitment efforts in-house with less than 60 day placement time for highly skilled 
technology positions. 

– Performed job assessments and created a standardized job description and competency 
model for all operational positions, coinciding with role-appropriate salary market 
research. 

– As part of change management and restructuring, reorganized problem departments, 
established stability, and installed procedures and systems to maintain quality of 
operations and reduce turnover. 

– Within the first three months, implemented the first ever employee handbook for the 
U.S., along with expense and travel procedures, and paid time off policies, while 
educating management on reinforcement and compliance. 

– Instituted first ever recognition program, referral bonus policy, and promotion criteria. 

– Worked closely among the senior leadership team as first point of contact to advise on 
the appropriate resolution of employee relations issues such as action and improvement 
plans, verbal or written warnings, including performance issues that result in termination, 
while also establishing processes, policies, and forms for future actions. 

– Utilizing Paychex as a payroll and benefits administrator, was the primary processor for 
payroll, benefits open enrollment, including plan design and cost saving measures that 
led to 75 percent of employees saving on premiums with no increase in cost for company. 

U.S. BANK (formerly AIS Fund Administration) June2010–October 2014 
Human Resources Business Partner 3, December 2012–October 2014 
Human Resources Generalist, January 2012–November 2012 
Human Resources Associate, June 2010–December 2011 

AJILON STAFFING, Human Resources Administrator, August 2008–May 2010 
Placements included Orthofix Spinal Implants, Mitsubishi International Food Ingredients  
LG Electronics,  

SPHERION STAFFING, Staffing Associate, March 2006–April 2007 
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FLOMINDA 
GABRIEL 

 
 
 
 

TEAM MEMBER 

Prior to joining the firm, Ms. Gabriel served as senior human 
resources coordinator at 3M. Ms. Gabriel is experienced in HR 
personnel management. She has experience in administering 
affirmative action plans, annual wage surveys, classification and 
compensation updates, annual benefits enrollment, corporate 
policy, and special events coordination. Ms. Gabriel has worked in 
a variety of fields ranging from materials control analyst to 
customer sales representative. She is an effective self-managed 
individual with multitasking expertise in human resources 
administration. 

EDUCATION 
B.A., SOCIOLOGY/PSYCHOLOGY, TEXAS SOUTHERN UNIVERSITY 
FACILITATION CERTIFICATION, DEVELOPMENT DIMENSIONS INTERNATIONAL 
HUMAN RESOURCE MANAGEMENT, THE UNIVERSITY OF TEXAS, AUSTIN 

PROJECT WORK 
Ms. Gabriel has worked on the following relevant projects: 
− City of Laredo, Texas Compensation and 

Classification Study 
− City of Titusville, FL, Compensation and 

Classification Study  
− Hillsborough County, FL, Compensation 

and Classification Study  
− Anderson County School District, SC, 

District-wide Compensation and Staffing 
Study 

− Bastrop County, TX, Classification and 
Compensation Study 

− Burnet County, TX, Compensation and 
Classification Study 

− City of Laredo, TX, Classification and 
Compensation Study 

− Kerr County, TX, Compensation and 
Classification Study 

− Maricopa Association of Governments, AZ, 
Protocol Evaluation Project 

− Oconee County, SC, Compensation and 
Classification Study  

− Texas A&M University – Texarkana, 
Compensation and Classification Study 

− Texas A&M University at Kingsville, 
Compensation and Classification Study 

− Texas State Technical College, 
Classification and Compensation Study 
For Faculty and Staff 

− University of Montevallo, AL, 
Classification, Compensation, and 
Performance Evaluation 

− York County, SC, Classification and 
Compensation Study  

− Polk County, FL, Efficiency Study 
− Florida Department of Corrections, 

Agency-Wide Operational Analysis 
Services 
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WILLIAM 
FIORITO 

 
STATISTICAL 

ANALYST 

 

Mr. Fiorito has strong project management and analytical skills and 
experience in written communications and research. He has 
experience in performing classification and compensation studies, 
survey design and implementation, and market research. His 
primary responsibilities include obtaining, compiling, and analyzing 
complex information and data for projects, supporting the project 
director with project compilation, as well as writing and editing 
reports.  

EDUCATION 
MASTER’S IN BUSINESS ADMINISTRATION, 
FLORIDA STATE UNIVERSITY 
B.A., PHILOSOPHY WITH A MINOR IN 
ENGLISH, FLORIDA STATE UNIVERSITY 

PROFESSIONAL AFFILIATIONS 
FLORIDA STATE UNIVERSITY MBAA 
FLORIDA STATE UNIVERSITY COB ALUMNI 
ASSOCIATION 
NYP, TALLAHASSEE 

Project Work 
Mr. Fiorito has worked with the following clients on projects of similar scope: 

 
− Office of The Attorney General of Florida, 

Salary and Compensation study 
− Oregon Institute of Technology, Faculty 

Compensation Study 
− York County, Compensation Study 
− Texas Southmost, Pay and Classification 

Study 

− Iowa Valley Community College District, 
Classification and Pay Study 

− Northeast Iowa Community College, 
Classification  and Pay Study 

− -City of Kingsport, Classification and Pay 
Study 

− -Bedford County, Classification and Pay 
Study 
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3: SERVICE DESCRIPTION 

3.1. PROJECT UNDERSTANDING 

As stated in the RFP, MGT understands that the City of Hammond is preparing and planning to 
handle growth and address the complexities of remaining economically viable and competitive 
while providing public services. In this era of change, the crucial issue is how to absorb the 
impact of both organizational and budgetary constraints while preserving an employee’s 
commitment to the City and its constituents. Equally important, the City will need to prepare 
for how the changing economy is going to affect talent management and how it will adjust past 
strategies to manage the uncertainty in the economic climate.  

The City requests a qualified Consultant to provide a proposal for services to conduct a study of 
the City’s current compensation and classification system, and provide Americans with 
Disability Compliant Job Descriptions with the exception of Fire and Police classified positions. 
The proposal should identify and define the essential issues and methodology as well as state 
the Consultant’s professional qualifications and personalized approach to project management 
and execution. 

3.2. WORK PLAN 

MGT has created a project work plan to address the City’s specific needs as described above 
and detailed in the RFP. We will evaluate the City’s current classification and compensation 
system and work collaboratively with the City to develop a compensation system to be market 
competitive, flexible, and fair. Specifically:  

 We focus on ongoing communications with all involved members of the City, and 
value partnership opportunities to ensure the most successful project outcome. 

 We examine the appropriate classification of jobs based upon essential duties, 
responsibilities and requirements. 

 We examine positions in regard to FLSA and ADA requirements.  

 We examine the appropriate compensation levels and ranges for each classification. 

 We provide detailed and proven best practice operating guidelines to ensure quality in 
human resources compensation implementation, management, and policies.  

 We develop appropriate maintenance strategies and provide staff training and 
ongoing assistance, as needed, to ensure the long-term and effective administration 
of the system. 

The work plan created to incorporate all of the City’s desired services are organized by the 
following project tasks: 
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W O R K  P L A N  T A S K S  
 

TASK 1.0: Conduct Initial Meeting(s) and Finalize Project Work Plan 
TASK 2.0: Develop a Communications Strategy 
TASK 3.0: Review Existing Compensation System 
TASK 4.0: Gather and Evaluate Current Employee Job Data  
TASK 5.0: Identify Relevant Recruitment Market(s) 
TASK 6.0: Conduct Market Survey(s)  
TASK 7.0: Revise and Prepare Job Descriptions  
TASK 8.0: Develop Compensation System and Present Report 
TASK 9.0: Develop Implementation Strategies  
TASK 10.0: Provide Staff Training  
TASK 11.0: Provide Ongoing Assistance 

We are prepared to revise our work plan to meet the needs, desires, and expectations of the 
City. Our proposed detailed work plan for this engagement is as follows: 

TASK 1.0:  CONDUCT INITIAL MEETING(S) AND FINALIZE PROJECT WORK PLAN 

OBJECTIVES 

 To meet with the designated City project officer, via conference call or Skype, to gain a 
comprehensive and common understanding of the project’s background, goals, and 
scope. 

 To identify, in more detail, the City’s specific objectives and expectations for the 
compensation update, the City’s specific needs and concerns, the level of staff 
involvement required, and the strategies to be employed during the course of the 
study. 

 To perform a high-level initial review of the City’s current compensation system, and 
the system’s strengths and weaknesses. 

 To make any needed modifications to the work plan, expected outcomes, timelines, or 
deliverables to ensure all parties are in agreement regarding the scope and project 
goals. 

 To agree upon a work plan, timeline, deliverables, and monitoring procedures that will 
lead to the successful accomplishment of all project objectives. 

WORK ACTIVITIES 

1.1 Meet with the designated City project officer and key staff members (as appropriate) to 
accomplish the following: 

− Review the technical approach and work plan to make any necessary 
modifications. 
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− Finalize the project schedule and assign initial responsibilities. 
− Determine how and when to best communicate project activities with the City 

project officer, management team, staff, and other designated key stakeholders, 
as appropriate.  

1.2 Obtain pertinent reports and current background materials, including but not limited to: 

− Existing class descriptions with detailed accounts of major duties, 
responsibilities, and requirements. 

− Organizational charts detailing supervisory roles for the purpose of 
reviewing/approving job descriptions. 

− Current compensation plans and personnel policies that relate to classifications, 
job descriptions, and pay plan issues. 

− Guidelines used to place new or reclassified positions within the current 
structure. 

− Any previous studies, evaluations, or other reports as applicable to this project. 

1.3 Review data requirements for preparing and administering MGT’s Job Content 
Questionnaire© (JCQ) to address any potential data collection issues. The JCQ is used to 
capture staff job data on such factors as education level, experience, financial authority, 
job complexity, essential job duties, physical demands, and work environment (FLSA/ADA 
requirements). A sample JCQ template is included in Appendix B of this proposal.  

1.4 Revise the work plan and finalize the timeline for each project task with the designated 
City project officer, and adjust the following, as needed: 

− Data collection approach, in terms of questionnaires and related documentation. 
− Tentative schedule. 
− Revised schedule of deliverables. 
− Monitoring and/or reporting procedures. 

PROJECT MILESTONE 

 Revised work plan and timeline. 

 

TASK 2.0: DEVELOP A COMMUNICATIONS STRATEGY 

OBJECTIVES 

 To provide key City stakeholders with input into study goals and objectives at the 
beginning of the process. 

 To create a clear and simple strategy to communicate the compensation and 
classification study process to City stakeholder groups. 

 To obtain input from employees on the study goals and objectives. 

 To maximize opportunities for participation and review by key City stakeholders, as 
appropriate.  
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WORK ACTIVITIES 

2.1 Work with the City project officer to schedule, as needed, orientation presentation(s) with 
leadership and/or key department heads and supervisors to provide an outline of the 
project, tasks, and timelines, and to explain how employees will be involved in project 
activities. This activity will include a review of the JCQ and the Management Issues 
Paper© (MIP) data collection processes to promote a smooth and quality data collection 
process. 

2.2 Identify any critical issues raised during the orientation session(s), or through interviews 
with key department staff, and share with the City project officer. 

2.3 Resolve and/or prepare a strategy for addressing critical issues. 

2.4 Agree upon, and document, future communications with study participants. 

2.5 Agree upon, and document, future communications with key stakeholders and the City 
project officer for providing status updates on the progress of work plan tasks.  

PROJECT MILESTONES 

 Onsite orientation session(s), as needed. 

 Solicitation and discussion of key stakeholder feedback. 

 

TASK 3.0:  REVIEW EXISTING COMPENSATION SYSTEM  

OBJECTIVES 

 To perform a comprehensive review of the City’s current compensation system prior 
to market survey data collection and analyses.  

 To assess the City’s current compensation policies in terms of assigned target market 
value to determine competitiveness. 

 To review the City’s current jobs descriptions. 

 To review related compensation administration policies and the factors currently used 
by the City in determining pay grade or salary level. 

WORK ACTIVITIES 

3.1 Obtain existing pay structures and compensation policy documentation. Request and 
verify data for each employee, including name, current salary, years of service, 
classification title, assigned department, etc. 

3.2 Analyze job placement in the current system. 

3.3 Review the existing pay structure and note potential issues to be resolved. 
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PROJECT MILESTONES 

 Assessment of current compensation system and policies. 

 

TASK 4.0:  GATHER AND EVALUATE CURRENT EMPLOYEE JOB DATA 

OBJECTIVES 

 To review existing position compensation and classification plan documents, current 
organizational charts, prior studies, and databases. 

 To identify Subject Matter Experts (SMEs) (as needed) who can assist in collection of 
aggregate position data for classifications with large numbers of FTE to ease the 
administration of the JCQ and ensure data quality.  

 To administer MGT’s JCQ to employees (except for Fire and Police classifications) to 
collect relevant job data for analysis. 

 To administer MGT’s MIP survey to offer supervisory employees the opportunity to 
identify compensation and classification problems relating to their own areas of 
responsibility. The MIP will also provide supervisory employees the opportunity to 
identify challenges and disparities in the application or process of the current 
performance evaluation system. 

 To review JCQ and MIP data and related information. 

WORK ACTIVITIES 

4.1 Work with the City project officer to administer the JCQ instrument to employees 
included in this engagement. MGT’s JCQ presents information in an understandable and 
clear format so employees may report the level of duties and responsibilities they 
regularly perform. 

4.2 Work with the City project officer to modify and administer the MIP survey to supervisory 
employees included in this engagement. This form serves two major purposes: 1) to offer 
supervisory employees the opportunity to briefly express their concerns regarding the 
current system to the MGT consulting team; and 2) to identify key areas of focus to set 
the analysis and review process in the proper direction. Over the years, MGT has found 
the MIP survey to be an invaluable tool in setting the stage for focusing on study concerns. 
A sample MIP template is included in Appendix C of this proposal. 

4.3 In collaboration with the City project officer, review employee classes with large numbers 
of FTE. Identify key staff within these high FTE classes to serve as SMEs (as needed). The 
SMEs (and their supervisor, as applicable) are responsible for scheduling workshop 
meetings to develop a general classification description for each identified high FTE class, 
which can be submitted on behalf of a class to ensure data accuracy and agreement, and 
to provide for a more efficient data collection process.  



3: SERVICE DESCRIPTION 

 

HAMMOND, LOUISIANA 
RFP # 17-06 FOR A COMPREHENSIVE CLASSIFICATION AND COMPENSATION STUDY  

NOVEMBER 14, 2016 
P A G E  20 

 

4.4 Review the MIP surveys completed by administrators, managers, and supervisors to 
identify concerns regarding position levels and descriptions, and other issues as needed.  

4.5 Review and analyze the results from the JCQ to assist in the determination of the 
following: 

− Education and experience requirements. 
− Required certifications, licenses, etc. 
− FLSA/ADA compliance. 
− Internal and external relationships. 
− Updated job duties and responsibilities.  

PROJECT MILESTONES 

 SME workshop meetings for selected classes, as needed. 

 Administration of MGT’s JCQ and MIP surveys. 

 Analysis of JCQ and MIP data. 

 

TASK 5.0:  IDENTIFY RELEVANT RECRUITMENT MARKET(S) 

OBJECTIVE 

 To identify the appropriate recruitment market(s) for positions included in the study 
and for use in the selection of relevant market data sources.  

WORK ACTIVITIES 

5.1 Work with the City project officer to identify the appropriate recruitment market(s) for 
included positions. Market levels may include, but are not limited to: 

− Local. 
− Regional. 
− State. 
− National. 

5.2 Identify appropriate data sources for benchmarking positions. Data sources may include 
but are not limited to: 

− Occupational and Employment Statistics data (BLS), U.S. Bureau of Labor 
Statistics. 

− Occupational Wages and Employment data, Louisiana Workforce Commission. 
− Data gathered through market salary surveys from identified comparable 

organizations. 

PROJECT MILESTONES 

 Recruitment market(s) identified. 
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 Data sources identified for benchmarking.  

 

TASK 6.0:  CONDUCT MARKET SURVEY(S)  

OBJECTIVES 

To determine appropriate organizations that offer comparable employment opportunities to 
use for benchmark comparisons. Consideration will be given to the following criteria: 

Geographic Area (Location). The geographical scope of the labor market survey (local, 
statewide, regional, or national recruitment areas). 
Service Structure. Organizations with comparable jobs and similar organizational 
structure and economic characteristics. 
Size. Comparability of organizational size (measured through number of management and 
non-management positions, budget, population served, etc.). 

To select benchmark positions that meet the approval of the City Project Officer and are 
appropriate to use in conducting a market salary survey. Benchmarks selected for the market 
salary survey should be based on the following criteria: 

− Benchmarks should be reasonably well-known and concisely described. 
− Benchmarks should have a clear and identifiable relationship to other classes in 

their occupational group (job family) to ensure they will serve as a good 
reference point in relating and establishing salaries for other classes within their 
job category. 

− Benchmarks should be representative of the various functional areas, job 
categories, and pay levels within the City. 

− Benchmarks should be comprised of common classes such that counterparts 
may be readily found among other employers and that sufficient compensation 
data may be gathered. 

WORK ACTIVITIES 

6.1 Establish a set of benchmark position classifications consisting of selected positions that 
are utilized by the City and comparable organizations. 

6.2 Select comparable organizations to survey and use for benchmark comparisons. 

6.3 Confirm data sources that will be utilized for salary comparison purposes for the various 
job categories (e.g., state/regional/local wage data). 

6.4 Analyze data. 

6.5 Prepare report of survey results. 

PROJECT MILESTONE 

 Results of market surveys from comparable organizations. 
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TASK 7.0:  REVISE AND PREPARE JOB DESCRIPTIONS 

OBJECTIVE 

 To revise job descriptions, as needed (with the exception of Fire and Police 
classifications). 

WORK ACTIVITIES 

7.1 Review and examine JCQ data, MIP notes, and additional comments from key 
stakeholders and managers concerning each position, personnel organizational charts, 
and similar documents. 

7.2 Develop a draft job description format (if needed). All job descriptions (except for Fire 
and Police classifications) will be updated in Microsoft Word format and will include 
factors such as: 

- Essential job functions. 
- Knowledge, skills, and abilities. 
- Minimum qualifications. 
- Materials and equipment used. 
- Special certifications or requirements. 
- ADA characteristics of the position (physical, environmental, and sensory). 
- FLSA proposed status of the class. 

7.3 Send draft job descriptions to the City Project Officer for review. MGT provides the 
opportunity for one major edit of the job descriptions. 

7.4 Make appropriate revisions and prepare final job descriptions. 

PROJECT MILESTONE 

 A set of updated job descriptions. 

 

TASK 8.0: DEVELOP COMPENSATION SYSTEM AND PRESENT REPORT 

OBJECTIVES 

 To provide an updated/new compensation system that: 

− Reflects the relevant recruitment markets in which the City competes. 
− Is flexible to manage and update for ongoing maintenance and administration. 
− Contributes to the overall efficiency and effectiveness of the City’s operations.  
− Reflects the mission, goals, and strategic plan of the City. 
− Provides implementation strategies for moving employees into the new 

structure. 
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− Contains key elements of identified HR best practices. 
 To provide guidelines for maintaining the integrity of the proposed compensation 

system.  

 To develop and present a final report containing detailed narrative about the study’s 
methodology, results, implementation strategies, and guidelines for maintenance. The 
final report will include a detailed description of the development and characteristics 
of the proposed pay structure(s), including grade and range spreads.  

WORK ACTIVITIES 

8.1 Confirm with the City project officer and other appropriate officials the desired 
characteristics of the updated City classification and compensation system. 

8.2 Integrate employee and classification data into compensation and implementation 
reports. (See Appendix D for a sample of reports.) 

8.3 Develop draft systems for the City’s consideration. The drafts will provide steps for 
transitioning employees from their current classifications and/or salary structures to the 
proposed system.  

8.4 Identify the financial impact of the revised compensation system.  

8.5 Review the draft compensation system, including financial impact, with the City project 
manager and other appropriate staff. 

8.6 Complete revisions, if any and as appropriate, and prepare and provide the final report.  

PROJECT MILESTONES 

 Draft report. 

 Final report. The final report will detail the recommended compensation system and 
results of the market comparisons, including an overview of the key issues, 
methodology, and recommendations of the study. Specifically, the final report will 
include the following: 

− Identification of organizations surveyed and the selected benchmarks. 
− Identification of how the City’s positions relate and compare to the market. 
− Survey data information. 
− Inclusion of those classes where no market data were identified, if any, and 

discussion of how those positions are classified to ensure internal equity. 
− Detailed narrative of the study’s methodology, processes, and data selection. 
− Detailed description of the creation and characteristics of the proposed system.  
− Tables reflecting proposed salary structures and the recommended salary grade 

ranges for each classification. 
− Costs to implement study recommendations with the presentation of phase-in 

options. 
− Identification of outliers (employees falling above or below current proposed 

minimum and maximum salaries).  
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− Guidelines for ongoing compensation system maintenance and administration. 
Includes best practices on promotions, transfers, and other compensation 
policies. 

 

TASK 9.0: DEVELOP IMPLEMENTATION STRATEGIES 

OBJECTIVES 

 To provide phase-in options and cost projections for proposed changes. 

 To provide policies and procedures for maintenance and administration of the system. 

 To communicate the results of the compensation study to City employees.  

WORK ACTIVITIES 

9.1 Review study results with the City project officer and other key staff, as directed, to 
identify and determine options for migrating the City from its current system to the 
recommended system. 

9.2 Communicate study results to staff, explaining the placement and salary implications of 
classifications within the proposed compensation system.  

PROJECT MILESTONES 

 Phase-in options and cost projections. 

 Policies and procedures for system maintenance and administration. 

 Communication of study results.  

 

TASK 10.0:  PROVIDE STAFF TRAINING 

OBJECTIVE 

 To provide system update/maintenance training for key Human Resources staff about 
the compensation system. 

WORK ACTIVITIES 

10.1 Prepare system documentation and outline materials to share with the City project 
officer. Revise as necessary and provide final copies. 

10.2 In conjunction with the City project officer, schedule training with appropriate Human 
Resources staff and other identified key employees. 

10.3 Conduct training, as needed. 
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PROJECT MILESTONE 

 Training for designated Human Resources staff.  

 

TASK 11.0: : PROVIDE ONGOING ASSISTANCE 

OBJECTIVES 

 To provide post-study consultation for a period of 12 months. 

WORK ACTIVITIES  

11.1 Provide consultation to the City Human Resources Department on the maintenance and 
administration of the system. 

11.2 Follow up with key City stakeholders to address any issues related to system 
implementation. 

PROJECT MILESTONES 

 On-call consultation for 12 months. (MGT maintains ongoing relationships with all 
clients.) 
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4: COST AND TIME ESTIMATE 

4.1 PROJECT COST 

MGT proposes to complete all of the work outlined in the preceding work plan for the total cost 
of $49,950 including all professional fees and estimated expenses. 

The below chart provides an outline of costs per task based upon our previous project 
experience and current understanding of the size and scope of this project, however we are 
confident we can accommodate any adjustment to the scope that the City may deem 
necessary. 

 

 

4.2 TIMELINE 

The proposed schedule below is based upon our previous project experience and current 
understanding of the size and scope of this project. As indicated on the following page, our 
team anticipates a realistic date for the final report received by the City within twenty weeks of 
project kick-off.  

The final agreed upon schedule will primarily be driven by the needs and desires of the City of 
Hammond. MGT is willing to discuss any changes to the schedule below the City deems 
necessary. 

TASK 1.0: Conduct Initial Meeting(s) and Finalize Project Work Plan 12 $1,770 $1,770

TASK 2.0: Develop a Communications Strategy* 24 $4,200 $1,700 $5,900

TASK 3.0: Review Existing Compensation System 24 $3,640 $3,640

TASK 4.0: Gather and Evaluate Current Employee Job Data 79 $7,795 $7,795

TASK 5.0: Identify Relevant Recruitment Markets 16 $1,680 $1,680

TASK 6.0: Conduct Market Survey(s) 24 $2,520 $2,520

TASK 7.0: Revise and Prepare Job Descriptions 133 $10,840 $10,840

TASK 8.0: Develop Compensation System and Present Report** 77 $9,765 $1,700 $11,465

TASK 9.0: Develop Implementation Strategies 16 $1,680 $1,680

TASK 10.0: Provide Staff Training $2,660 $2,660

TASK 11.0 Provide Ongoing Assistance***

Total  405 $46,550 $3,400 $49,950

*** No charge.

* Assumes 1-2 days onsite for orientation/meetings (optional) (2 staff)
** Includes optional final report presentation onsite (2 staff)

Work Tasks Cost Per Task
Travel 

Expenses
Professional 

Fees
Hours Per 

Task
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PROPOSED SCHEDULE 

 
 

 

 

 

 

 

1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4

TASK 1.0: Conduct Initial Telephone Meeting(s) and Finalize Project Work Plan  

TASK 2.0: Develop a Communications Strategy   

TASK 3.0: Review Existing Compensation System and Benefits Offerings   

TASK 4.0: Gather and Evaluate Current Employee Job Data         

TASK 5.0: Identify Relevant Recruitment Markets   

TASK 6.0: Conduct Market Survey(s)        

TASK 7.0: Revise and Prepare Staff Job Descriptions        

TASK 8.0: Develop Compensation System and Present Report       

TASK 9.0: Develop Implementation Strategies   

TASK 10.0: Provide Staff Training  

TASK 11.0: Provide Ongoing Assistance 

MONTH 5MONTH 3
WORK TASKS

MONTH 2MONTH 1 MONTH 4
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5: APPENDICES 

The following appendices are included in this section: 

 Appendix A: Sample Data File template. 

 Appendix B: Job Content Questionnaire© template. 

 Appendix C: Sample Management Issues Paper© template.  

 Appendix D: Sample reports. 

 Appendix E: Sample Job Descriptions. 

 Appendix F: Sample Market Survey 

 



 

 
 www.mgtamer.com 

 

APPENDIX A: SAMPLE DATA FILE TEMPLATE 
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APPENDIX B: SAMPLE JOB CONTENT QUESTIONNAIRE© (JCQ) 
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APPENDIX C: SAMPLE MANAGEMENT ISSUES PAPER© TEMPLATE 



 

 

 



 

 

APPENDIX D: SAMPLE TABLE OF CONTENTS REPORT EXAMPLES 

Example of Final Report Contents: 

 Study Objectives 

 Project Activities and Methodologies 

 Classification and Compensation Findings 

 Compensation System Administration, including Implementation and Maintenance 
Policies and Best Practices 

 Pay Plans 

 Implementation Costs and Strategies 

 Detailed 
Implementation 
Reports 
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APPENDIX E: SAMPLE JOB DESCRIPTIONS 

We have provided three sample job descriptions including the following typical city positions: 

 Human Resources Director 

 Emergency Management Director 

 Planning and Development Services Director 
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APPENDIX F: SAMPLE MARKET SURVEY 

 

 

 

CLIENT LOGO 

AND 

NAME HERE 

 

CLIENT NAME 
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