
           
AGENDA

 
SPECIAL COMMITTEE OF THE WHOLE WORKSHOP

BOARD OF COUNTY COMMISSIONERS
 

Board Chambers
Suite 100

Ernie Lee Magaha Government Building - First Floor
221 Palafox Place

 
December 11, 2018

9:00 a.m.
 

Notice: This meeting is televised live on ECTV and recorded for  rebroadcast on the same channel.  Refer to your cable provider's
channel lineup to find ECTV.

             
1. Call to Order 

 
(PLEASE TURN YOUR CELL PHONE TO THE SILENCE OR OFF SETTING.)

 

2. Was the meeting properly advertised?
 

3.   BCC County Administrator Search
(Amy Lovoy, Acting County Administrator/ Eric Kleinert, Human Resources Department
Director - 60 min)
A.  Board Discussion
B.  Board Direction

 

4. Adjourn
 



   
Special Committee of the Whole   3.           
Meeting Date: 12/11/2018  
Issue: Florida Association of County Managers Consulting for Escambia County

BCC County Administrator Search
From: Eric Kleinert, Department Director 

Information
Recommendation:
BCC County Administrator Search
(Amy Lovoy, Acting County Administrator/ Eric Kleinert, Human Resources Department
Director - 60 min)
A.  Board Discussion
B.  Board Direction

Attachments
CA Recruitment Selection Process
CA Job Description
Agreement Letter with Escambia County
FACM Recruitment Guide



County Administrator 
Recruitment & 
Selection Process
December 11, 2018



Job 
Description
Considerations



Engage FACM 
for Assistance

Authorize the execution of an engagement letter with FACM.  The 
letter details the terms of the engagement and each parties' 
responsibilities.

The cost for engaging FACM is a flat fee of $5,000.



FACM Search 
Committee

FACM’s proposed committee consists of the following:
 Vincent Long, Leon County Administrator, Recruitment 

Committee Chairman
 Larry Jones, Walton County Administrator
 Don Butler, former Gulf County Administrator (retired)

Note:  Jack Brown served on numerous search committees for 
FACM in the past including searches for Santa Rosa and Gadsden 
Counties.



Press Release
Issuance of a press release outlining FACM’s involvement in the 
search process.  This will demonstrate our commitment to finding 
the best candidates possible through the engagement of the finest 
professional, expert assistance available in Florida's public sector.



Job Posting

Representative Posting Opportunities

Florida Association of Counties

Florida City & County Management Association

Florida League of Cities

International City/County Management Association

National Association of Counties 

National Forum of Black Public Administrators

Staff recommends the position be posted for 60-days on the BCC 
website. 



Screening
County’s Human Resources staff screens applications, compiles a 
list of candidates meeting the minimum qualifications, and sends 
applications to FACM’s search committee.  Care is taken not to 
unnecessarily disqualify well-qualified applicants.  



Search 
Committee 
Applicant 
Assessment

An assessment is conducted of each applicant based on the 
materials submitted, work experience, reference checks, and other 
information.

Conference call of FACM’s search committee to determine whether 
to move forward with initial applicant pool or recommend that the 
County re-advertise the position. 



Search 
Committee-
Board Meeting

The Search Committee then meets in a public meeting in the client 
County to discuss individual applicants and to develop a short list of 
candidates to recommend to the Board of County Commissioners 
for further consideration.

The committee’s short list should ideally include seven to ten well-
qualified candidates. This ensures that the Board will have a 
sufficient number of quality candidates to evaluate further.

The Board will determine the final composition of the short list.
experience to evaluate further.



Background 
Checks for 
Short List 
Candidates

County staff to conduct background checks for the following 
categories:

 Credit History
 Criminal History
 Education
 Professional Accreditation
 Professional Experience



FACM 
Final Report

The Search Committee provides a series of recommended next 
steps and best practices for the Board during the remainder of the 
hiring process.  

A short list of recommended candidates to interview is contained in 
this report.  A summary analysis will include the following elements:

 The candidate’s present position
 A summary of the candidate’s work history, with particular 

mention of the total years of experience as a City or County 
Administrator and experience as an administrator in Florida
 The candidate’s education
 Areas in which the Search Committee feels that the 

candidate is strong, particularly with respect to the needs of 
the County
 Areas in which the Search Committee feels that the 

candidate may be weak and/or lacks experience



Onsite
Interviews

1. BOCC selects finalists to be interviewed; County’s Human 
Resources department notifies finalists that they have been 
selected for an interview.

2. Staff confirms travel arrangements for finalist candidates and 
arranges for tours of the County with candidates.  Tours would 
be hosted by the Assistant County Administrators.

3. Board conducts candidate interviews.

4. Board selects its preferred candidate.

5. Board Chairman confirms preferred candidate’s willingness to 
accept the position.

6. County Attorney’s office submits employment contract to the 
preferred candidate.



Timeline



Salary 
Survey Results

COUNTY
 COUNTY 

ADMINISTRATOR 
SALARY 

ASSISTANT/DEPUTY 
COUNTY 

ADMINISTRATOR 
SALARY

Alachua 185,000$                                 $                                150,695 
 $                                124,121 
 $                                124,121 
 $                                124,121 

Collier 208,322$                                 $                                174,808 
Lake 180,086$                                 $                                149,635 

 $                                138,549 
Leon 261,894$                                 $                                186,875 

 $                                133,127 
 $                                125,197 

Manatee 215,509$                                 $                                156,666 
 $                                156,499 

Marion 173,035$                                 $                                123,594 
 $                                116,480 

Osceola 218,629$                                 $                                184,205 
 $                                159,848 

Sarasota 195,000$                                 $                                176,883 
 $                                170,456 
 $                                163,010 

St. John's 220,607$                                 $                                162,047 
 $                                127,031 

St. Lucie 186,867$                                 $                                137,800 
 $                                130,416 

Average 204,495$                                148,444$                                
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County
Administrator

Bargaining Unit: No Union Affiliation (NU)

Class Code:
 989-DBMF102

ESCAMBIA COUNTY 
Established Date: Jan 12, 2010 
Revision Date: Jan 12, 2010

SALARY RANGE

$123,780.80 - $204,006.40 Annually

DESCRIPTION:

This class provides executive leadership and overall direction to County Bureau Chiefs,
including providing guidance to the Board of County Commissioners on policies and
procedures, administering the annual budget, and working with citizen groups. 

EXAMPLES OF DUTIES:

Provides administrative direction and supervision to employees to include: assigning
projects and objectives; conducting performance evaluations; developing, motivating, and
training; and making hiring, termination and disciplinary decisions.

Resolves individual citizen issues with drainage, noise, traffic, and public safety.

Directs Bureau Chiefs in implementing Board policies and directives.

Provides guidance regarding policy and procedure developments across County Bureaus and
Divisions.

Establishes and maintains effective working relationships with County officials and staff,
other agencies, offices, and organizations.

Administers the annual budget and capital budgets.

Collaborates with citizens and groups in neighborhood revitalization, economic
development, growth management, and quality of life issues.

Coordinates individuals and groups of employees to increase empowerment,
communication, and effectiveness.

Works with the Board of County Commissions to implement policies and directives.

Interprets, explains, and applies applicable laws, regulations, and policies, makes sound
decisions in accordance with applicable guiding measures.

Performs other duties of a similar nature or level. 

TYPICAL QUALIFICATIONS:



12/6/2018 Escambia County - Class Specification Bulletin

https://agency.governmentjobs.com//escambia/default.cfm?action=specbulletin&ClassSpecID=746602&headerfooter=0 2/3

Training and Experience (positions in this class typically require):
  

Bachelor's Degree in Public Administration/Business Administration or closely related field
and at least seven (7) years of responsible experience in local government administration at
the level of Bureau Chief, Department Head or Assistant County Administrator, or any
equivalent combination of training and experience; or, an equivalent combination of
education and experience sufficient to successfully perform the essential duties of the job
such as those listed above.

  
Master's Degree in Public or Business Administration is highly desirable.

  
Licensing Requirements:

 Valid Driver's License
  

Knowledge (position requirements at entry):
 Knowledge of:

 Managerial principles;
 Leadership  principles;
 Advanced public administration principles and practices;

 Applicable local, State and Federal laws, rules, regulations, codes, and/or statutes;
 Financial accounting principles;

 Budget principles;
 Strategic planning principles;

 Program development and implementation principles.
  

Skills (position requirements at entry):
 Skill in:

 Monitoring and evaluating subordinates;
 Delegating and prioritizing work;

 Preparing reports;
 Interpreting and applying local, State and Federal laws and regulations;

 Developing and implementing goals, objectives, policies, and procedures;
 Reading, comprehending, and reviewing financial information;

 Making program decisions based on financial considerations;
 Monitoring legal and regulatory changes;

 Mediating conflict;
 Negotiating;

 Developing and implementing strategic plans;
 Managing budgets;

 Communicating technical and complex concepts in a clear and easily understandable
format;

 Synthesizing information into reports and making appropriate recommendations;
 Analyzing complex organizational, operational, and management problems;

 Communication, interpersonal skills as applied to interaction with coworkers, supervisors,
the general public, etc. sufficient to exchange or convey information and to receive work
direction.

  
 
 

ADA REQUIREMENTS:

ADA Requirements:
  

Physical Requirements:
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount

of force frequently or constantly to lift, carry, push, pull or otherwise move objects,
including the human body. Sedentary work involves sitting most of the time. Jobs are
sedentary if walking and standing are required only occasionally and all other sedentary
criteria are met.

 



12/6/2018 Escambia County - Class Specification Bulletin

https://agency.governmentjobs.com//escambia/default.cfm?action=specbulletin&ClassSpecID=746602&headerfooter=0 3/3

 
Incumbents may be subjected to travel.
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Florida Association of County Managers 
County Administrator Recruitment Services 
A Guidebook for Assisting Counties in the Recruitment and Selection of a County Administrator 

Introduction 
The Florida Association of County Managers (FACM) is pleased to provide the following document, which is 
intended to serve as a guide for future efforts by the Association to assist Florida counties in the 
recruitment, evaluation, and hiring of County Administrators. A County's selection of a County 
Administrator is one of the most crucial decisions a Board of County Commissioners makes for its 
community, and FACM’s efforts to provide recruiting guidance and peer-review services to those counties 
that desire assistance presents a unique opportunity for the Association to enhance the visibility and public 
awareness of the value provided to communities by professional local government administrators. 

This guidebook, which synthesizes knowledge gained through previous recruitment efforts by Florida 
County Administrators and FACM, is designed to provide future FACM County Administrator Search 
Committees with a detailed description FACM’s approach to its recruitment process. The guidebook 
presents a step-by-step narrative, together with supporting documentation, describing each component of 
the recruitment process from start to finish, including follow-up actions and services offered by the 
Association. Electronic files comprising this guidebook as well as a sample Search Committee Final Report 
are also included for use by future Search Committees in their efforts. 

This guidebook is presented in the spirit of furthering FACM’s dedication to promoting the highest 
standards of governance, service, and leadership while embracing individual and regional diversity as a 
strength of our organization. Through future efforts to provide recruiting guidance to counties throughout 
Florida, FACM will continue to build and convey value and the relevance of professional local government 
management among the communities we serve. 
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County Administrator Recruitment Services 
A Guidebook for Assisting Counties in the Recruitment and Selection of a County Administrator 

Overview of the Recruitment Process  Work Plan and Approach 

Work Plan and Approach 
A County's selection of a County Administrator is one of the most crucial decisions a Board of County 
Commissioners makes for its community. The recruitment and selection process requires thoughtful 
planning, a thorough evaluation of applications submitted for the position, and a clear understanding of the 
qualities and experiences the elected body seeks in its next administrator. To that extent, it is critical that 
the Search Committee maintains an organized approach to the recruitment process that builds from and 
remains consistent with the guidance provided by the client County’s Board of County Commissioners. 

The Search Committee’s recruitment process begins with the initial correspondence between the client 
County and FACM regarding the recruitment services offered. FACM will send an engagement letter to the 
client County detailing the terms of the engagement and each party’s responsibilities. If approved by the 
client County, FACM will then designate the Search Committee, which should be comprised to the greatest 
extent possible of current and/or recently retired administrators with experience in the same area of the 
state as the client County. At this point, FACM prepares a press release announcing that it will be assisting 
the client County in the search for its next administrator. This helps to build confidence in the community 
that the County is using professional, expert assistance in finding the best candidates possible for its 
administrator position and also raises public awareness of the value of professional local government 
management. 

After receiving applications for the position from the client County, the Search Committee members 
conduct an individual assessment of each applicant based on the materials submitted, experience working 
with the applicant, reference checks, and other information. The Search Committee then meets in a public 
meeting in the client County to discuss individual applicants and to develop a short list of candidates to 
recommend to the Board of County Commissioners for further consideration. Because the candidates that 
will be recommended by the Search Committee represent the highest quality of candidates available 
nationally for a given position, it is expected that some candidates may be hired by other cities of counties 
during the recruitment. Accordingly, the committee’s short list should ideally include seven to ten 
candidates. This ensures that the client County’s Board will have a sufficient number of quality candidates 
with a variety of background and experience to evaluate further. In addition, should the Board wish to 
interview fewer than seven to ten candidates, it has the option to adjust the short list in any way it chooses. 

To provide the greatest value to the client County, the Search Committee offers support throughout the 
recruitment process. At the beginning of the recruitment, the Search Committee assists with developing 
the position announcement. It also recommends publications in which to advertise to maximize the reach 
of the announcement and to produce the highest quality applicants. During the recruitment, the Search 
Committee attends a meeting of the client County’s Board of County Commissioners to present an 
overview of the search process and to receive any specific direction or guidance the Board wishes to 
provide. This also helps raise the visibility of FACM’s participation in the recruitment process. A later 
meeting of the Search Committee to discuss candidates and develop a short list is held in the client County 
in order to allow members of the public the opportunity to attend and observe the committee’s work. 
Finally, in delivering a final report to the client County, the Search Committee provides a series of 
recommended next steps and best practices for the Board during the remainder of the hiring process. In all, 
a key objective of the Search Committee is to provide the greatest value possible to the client County in 
order to enhance the visibility and relevance of professional local government administration. 
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County Administrator Recruitment Services 
A Guidebook for Assisting Counties in the Recruitment and Selection of a County Administrator 

Overview of the Recruitment Process  Recruitment Timeline 

Recruitment Timeline 
Following is a template of the Search Committee’s timeline from the issuance of an engagement letter 
to the delivery of a final report to the client County (FACM Recruitment Week 6). It also includes 
suggested next steps for the client County for the remainder of the interview and hiring process. The 
involvement of the Search Committee should take no more than 12 weeks, unless the Board extends 
the application window.  

This document is provided in Word format as part of this guidebook and can be adjusted to reflect the 
actual dates associated with a specific recruitment effort. The proposed timeline should be included as 
an attachment to the engagement letter sent to the client County at the beginning of the recruitment 
process. In addition, the timeline should be updated during the recruitment to indicate when each step 
occurred, and a final as-conducted timeline should be included in the Search Committee’s final report 
to the Board. 

 

 

 

 

 

 

 

 

 

<<REMAINDER OF THIS PAGE INTENTIONALLY LEFT BLANK>>  
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Florida Association of County Managers 
County Administrator Recruitment Services 
A Guidebook for Assisting Counties in the Recruitment and Selection of a County Administrator 

Overview of the Recruitment Process  Recruitment Timeline 

Florida Association of County Managers 
County Administrator Recruitment Process 
Recruitment Timeline 
*Dates subject to change if application window is extended/re-opened 

 

Advertisement/ 
Pre-Review Period 
(4-6 weeks) 

FACM provides the BOCC a proposal in the form of an engagement letter to assist in the 
recruitment process; BOCC approves and returns a signed copy to FACM 

FACM designates members of the Search Committee and issues a formal press release 

Search Committee provides initial guidance and suggestions to the client County 

Client County posts County Administrator position announcement 

Representatives from FACM and FAC attend a County Commission meeting to introduce 
search committee members, receive any specific guidance from the Board on the 
recruitment process, and answer any questions 

Application window for County Administrator position closes 

FACM Recruitment 
Week 1 

County’s Human Resources staff screens applications, compiles a l ist of candidates 
meeting the minimum qualifications, and sends applications to FACM’s search committee 

FACM Recruitment 
Week 2 

Conference call  of FACM’s search committee to determine whether to move forward with 
initial applicant pool or recommend that the County re-advertise the position 

FACM Recruitment 
Weeks 3-6 

Review period; FACM’s search 
committee reviews applications, 
checks references, and works with 
County staff to conduct 
background checks 

Week 3 Review period for search committee 

Week 4 
Search committee conducts a public 
meeting in the client County to develop a 
tentative short l ist of candidates 

Week 5 Client County staff conducts background 
checks on tentative short l ist 

Week 6 
Search committee delivers final report to 
BOCC including a short l ist of 
recommended candidates to interview 

Interview/Selection 
Period 
(3-4 weeks) 

BOCC selects finalists to be interviewed; County’s Human Resources department notifies 
finalists that they have been selected for an interview 

County’s Human Resources staff confirms travel arrangements for finalist candidates and 
arranges for tours of the County with candidates 

BOCC conducts candidate interviews 

BOCC selects its preferred candidate 

BOCC Chairman confirms preferred candidate’s willingness to accept the position 

County’s Human Resources staff sends employment contract to the preferred candidate 
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Florida Association of County Managers 
100 South Monroe Street 

Tallahassee, FL 32301 

DATE 
 
 
_______________, County Administrator 
___________ County Board of County Commissioners 
Address 
City, State, Zip 
 
Re: Florida Association of County Managers Consulting 
 
Dear Mr./Mrs. ______________: 
 
Thank you for reaching out to the Florida Association of County Managers ("the Association") regarding 
your upcoming search for a new County Administrator. We understand that __________ County will 
soon be embarking upon a process to hire your successor. It is the Association's pleasure to propose to 
assist you in this effort. 
 
A county's selection of a county administrator is one of the most crucial decisions a Board of County 
Commissioners makes for its community. The professional execution of county commissions' policy 
decisions is the foundation of a healthy, thriving county. In recognition of the importance of this 
selection, the Association has launched a new initiative to provide recruiting guidance and peer-review 
services to those counties that desire assistance. 
 
The Association proposes the following terms of engagement: 
 
Florida Association of County Managers Inc.’s Responsibilities 
If the County chooses to take the Association up on its unique offer, the Association will assist the 
County with the following tasks: 
 

(1) Brief Board members on the best practices for the recruitment process of a professional 
administrator; 

(2) Assist County staff, through the provision of recommendations on recruitment techniques, by 
providing suggestions on where to place advertisements to solicit qualified applicants and 
suggestions on the wording of the County's recruitment profile and advertisement for the 
position; 

(3) Assist the Board and County staff to develop a list of identified characteristics and attributes of a 
successful candidate, the appropriate selection criteria, and a suggested selection process and 
timeline; and 

(4) Facilitate a volunteer group of Florida county administrators and/or former county 
administrators to review the qualifications of the list of candidates, as the list is identified by the 
Board and/or County staff for review, and to report the findings of that review to the Board 
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and/or County staff, as directed. (Note: this group will review external candidates only with 
review of internal candidates being the responsibility of County staff.) 

(5) Pursuant to item (4) above, the Association will recommend a short list of external candidates 
for consideration. 

 
County Responsibilities 
County staff would be responsible for carrying out the suggestions provided in (1), (2), and (3) above, 
including but not limited to receiving the applications, screening the applicants, conducting the 
background checks of applicants, placing (or being responsible for placing) all advertisements soliciting 
applicants, scheduling and coordination of interviews and other necessary or requested County 
meetings related to the recruitment and selection process. The County would also be wholly responsible 
for negotiating the terms of any employment offer and will provide the primary point of contact for all 
questions and inquiries relating to the recruitment process. 
 
Compensation 
The Association proposes a flat fee of $_________. This fee will be used to cover direct and indirect 
costs associated with the services and any remaining funds will be retained for the Association's mission 
in support of educating County Administrators throughout Florida. 
 
The Association will not invoice the County for the $_________ fee until the delivery of the candidate 
review report and short list. Upon delivery of that report, this arrangement will terminate. In addition, if 
either the Association or the County believes it is in its individual best interest to end this particular 
arrangement, either one can do so by providing written notice to the other (via U.S. Mail, facsimile or 
email). Once that notice is received, this arrangement will be at an end. The County will have no 
financial obligation to the Association if termination by either party is sought before the delivery of the 
Florida county administrator candidate review report. 
 
Costs 
The County will solely bear the costs of its activities and responsibilities for the filling of the county 
administrator position (including, by way of example only, the costs of advertising for the position, any 
reimbursements of travel and per diem for candidates, copying, overhead, and postage). Expenses 
incurred by the Association relating to this effort including conference calls, mileage, travel, copying, 
and other administrative costs are included within the $_________ fee. There will be no additional 
obligations on the part of the County for the Association's costs. 
 
It is anticipated that most of the work under this arrangement will be conducted by way of conference 
call. However, the Association is offering to include ______ trips to the County for meetings, briefings, 
and workshops, as requested by the County. If there are additional trips that the County requests of the 
Association, the Association and the County will mutually agree on a rate of cost reimbursement for the 
Association from the County. 
 
Timeline 
The Association understands the County's need to move efficiently, quickly and deliberately. The 
Association believes that it can deliver the Florida county administrator candidate review report within 
90 days of the County's counter signature to this letter. 
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Association Point of Contact 
The Association anticipates that Mr./Mrs. ______________, ____________County Administrator and 
President of the Florida Association of County Managers, will be the primary point of contact for the 
Association under this arrangement. 
 
County Point of Contact 
The Association anticipates that Mr./Mrs. ______________, ____________County Administrator, will be 
the primary point of contact for ____________ County under this agreement. 
 
If this letter and its contents are agreeable to the County, please sign and date at the bottom of this 
letter. Then, please return the counter signed letter to the attention of Mr./Mrs. ______________ at the 
Association. 
 
We are excited about this collaboration and look forward to assisting the County in this crucial decision. 
 
Sincerely, 
 
 
 
______________ 
President 
 
 
Agreed to by ______________ County, Florida 
 
 
_______________________________________________ 
______________, County Administrator 
______________ Board of County Commissioners 
 
This ___ day of _________, _____ 
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Advertisement/Pre-Review Period  Designation of the Search Committee 

Designation of the Search Committee 
Once the client County has executed and returned a copy of the engagement letter, FACM will designate 
three to five individuals who will comprise the Search Committee. The committee should include, to the 
greatest extent possible, the following: 

• A current member of FACM’s Board of Directors 
• A current County Administrator from an adjacent county 
• A current or recently retired County Administrator from a nearby county 

The chairperson of the Search Committee may be designated by the FACM President, or alternatively, may 
be selected by the Search Committee members. Whenever possible, the chairperson should be a current 
member of FACM’s Board of Directors. 

It is important to appoint members of the Search Committee who have experience working in or near the 
client County. These individuals will add value to the recruitment process by virtue of their experience 
working with similar issues facing the client County and by their ability to evaluate prospective candidates’ 
work experience and accomplishments against the qualifications needed of the client County’s next 
administrator.  

Once appointed, each Search Committee member should provide a brief bio, three to five bulleted 
statements summarizing their qualifications, and a recent photo to the committee chairperson. These will 
be included in the final report that will be delivered to the client County, providing an overview of how the 
members of the Search Committee were selected and why they are uniquely qualified to assist in the 
recruitment of the client County’s next County Administrator. 
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Advertisement/Pre-Review Period  Sample Press Release 

Sample Press Release 
Once the Search Committee has been appointed, FACM will issue a press release announcing that it will be 
assisting the client County in the search for its next administrator. This helps to build confidence in the 
community that the County is using professional, expert assistance in finding the best candidates possible 
for its administrator position and also raises public awareness of the value of professional local government 
management.  

Following is a sample press release, utilized during FACM’s most recent recruitment for Santa Rosa County. 
The Search Committee chairperson’s Public Information/Communications staff should work together with 
FAC in developing the release. The release itself should ultimately be issued by FAC, although Search 
Committee members are encouraged to forward it to their local media contacts to increase visibility. 

 

 

NEWS RELEASE 
FOR IMMEDIATE RELEASE:  August 3, 2015     

CONTACT: 
Jon D. Brown, Director 
Community & Media Relations (850) 606-5300 

Cragin Mosteller, Communications Director 
Florida Association of Counties (850) 294-9307 

Florida Association of County Managers to Assist Santa Rosa in Search for New Administrator 
-Association to Lend Expertise to Selection Process- 

The Florida Association of County Managers (FACM) will aide Santa Rosa County in the search for a new 
county administrator. By bringing together a selection of existing and past county administrators, FACM will 
help Santa Rosa by reviewing applications and recommending a short list of candidates.  

“A county’s selection of a county administrator is one of the most crucial decisions a Board of County 
Commissioners makes for its community,” said FACM President and Leon County Administrator Vincent S. 
Long. “The professional management of county government is one of the foundations of a health, thriving 
county.” 

FACM is an affiliate of the Florida Association of Counties (FAC), made up of professional Florida county 
managers to provide peer to peer collaboration among county governments. The search committee for the 
Santa Rosa County Administrator includes Vince Long, Leon County Administrator; Chris Holley, Executive 
Director, Gulf County Economic Development Coalition, former Suwannee and Okaloosa County 
Administrator and former FAC executive director; Jack Brown, Escambia County Administrator and former 
Taylor County Administrator and Ernie Padgett, former Santa Rosa, Manatee  and Okaloosa County 
Administrator. 

“I believe FACM’s new initiative to provide recruiting guidance and peer review services will prove to be 
invaluable to counties,” continued Long.  “The FACM search committee established for Santa Rosa County 
has over 100 years of combined Florida county government experience.” 
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Advertisement/Pre-Review Period  Sample Press Release 

This spring, Santa Rosa County Administrator Hunter Walker announced he would be leaving the position in 
December after serving 20 years.  Walker’s involvement in FACM, led him to recommend that Santa Rosa 
use these county managers to review applicants.  FACM’s county administrators know the skill set needed 
to direct a county from dealing with tough budgets to managing thousands of employees.  

 “This service aligns with a county manager’s commitment to advance and strengthen the profession and 
our obligation to serve the community with our best efforts,” said Long. 

The Florida Association of County Managers was established in 2014 as a professional association of county 
chief executive officers to address common challenges and opportunities that impact Florida county 
government. 

For more information, please contact Jon D. Brown, Director of Leon County Community and Media 
Relations, at (850) 606-5300 work / (850) 694-1405 cell / cmr@LeonCountyFL.gov or Cragin Mosteller, 
Communications Director for the Florida Association of Counties, at (850) 922-4300 work / (850) 294-9307 
cell / cmosteller@fl-counties.com. 

### 
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Guidance Provided to the Client County 
In accordance with the engagement letter executed by FACM and the client County, which specifies FACM’s 
obligations in the recruitment process, the Search Committee provides several forms of specific assistance 
to the County, including: 

• Briefing Board members on the best practices for the recruitment process of a professional 
administrator 

• Assisting County staff, through the provision of recommendations on recruitment techniques, by 
providing suggestions on where to place advertisements to solicit qualified applicants and 
suggestions on the wording of the County's recruitment profile and advertisement for the position 

• Assisting the Board and County staff to develop a list of identified characteristics and attributes of a 
successful candidate 

FACM has developed a standard information packet for use by future Search Committees. Once the Search 
Committee is established, the Search Committee chairperson should send this packet to the client County’s 
Board of County Commissioners, County Administrator, Human Resources Director, and County Attorney. 
This packet, provided on the following pages, is also included in this guidebook in electronic format. 

FACM’s standard information packet includes the following components: 

1. Best Practices for Recruiting a Professional Administrator 
2. Identifying the Attributes of the Successful Candidate 
3. Developing a Recruitment Profile 
4. Advertising the Position 
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FACM and Client County Roles 
FACM’s role in the recruitment process is straightforward – FACM designates a Search Committee to assist 
a client County through each phase of its effort to fill its vacant County Administrator position. To do so, the 
committee conducts the following tasks, generally delineated in the engagement letter: 

• Briefing Board members on the best practices for the recruitment process of a professional 
administrator; 

• Assisting the County, through the provision of recommendations on recruitment techniques, by 
providing suggestions on where to place advertisements to solicit qualified applicants and 
suggestions on the wording of the County's recruitment profile and advertisement for the position; 

• Assisting the Board and County staff to develop a list of identified characteristics and attributes of a 
successful candidate, the appropriate selection criteria, and a suggested selection process and 
timeline; 

• Facilitating a volunteer group of Florida County Administrators and/or former County 
Administrators to review the qualifications of the list of candidates; 

• Personally reaching out to colleagues who may be qualified for the position to encourage them to 
apply; and 

• Recommending a short list of candidates to the Board of County Commissioners for further 
consideration. 

Throughout the recruitment process, the Search Committee acts in an advisory role to the client County in 
its hiring process. Accordingly, the County is responsible for the following tasks: 

• Publishing public notice and maintaining meeting minutes of any meetings of the Search 
Committee; 

• Receiving and maintaining records of the applications; 
• Screening the applicants and forwarding those applicants who meet the stated minimum 

qualifications to the Search Committee; 
• Conducting background checks of candidates included on the Search Committee’s short list and/or 

those selected as finalists by the Board of County Commissioners; 
• Developing and placing all advertisements for the position; 
• Scheduling and coordination of interviews and other necessary or requested County meetings 

related to the recruitment and selection process; and 
• Negotiating the terms of any employment offer. 
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Meetings of the Search Committee 
Once the Search Committee is designated, its members will receive confirmation by FACM via e-mail. 
Committee members will receive a copy of this guidebook to familiarize themselves with the work plan and 
process of assisting the client County with its recruitment. Since the Search Committee acts in an advisory 
capacity to the client County, its meetings are subject to Florida’s Government-in-the-Sunshine 
requirements. Accordingly, all meetings of the committee must be properly noticed, meeting minutes must 
be kept, and the public must be afforded the opportunity to attend. Since the committee’s work is part of 
the client County’s hiring process, the notice should be published and official meeting minutes kept by the 
County, with copies of each provided to FACM for its records. 

The first meeting of the Search Committee will occur after its members have received the applications 
forwarded by the client County. This meeting will be conducted via conference call and should be held for 
the sole purpose of determining whether the initial applicant pool is sufficient to yield further evaluation or 
if the committee should recommend the client County extend its application window. At this stage, there 
should be no discussion of individual candidates or narrowing of the candidate pool. This discussion should 
be reserved for a later meeting of the Search Committee held within the client County, which enhances the 
visibility of the recruitment process within the community. 

If the committee determines that the initial applicant pool is sufficient, or after the applications submitted 
during an extended application period have been forwarded to the Search Committee, the committee then 
schedules a second meeting approximately two weeks later. This meeting should be held in person within 
the client County, typically in the County Administration building. During this meeting, the committee will 
discuss individual candidates and formulate a short list of seven to ten candidates to recommend to the 
Board for further consideration. 

Finally, while not strictly a meeting of the Search Committee, one or more members of the committee may 
be requested to attend a Board of County Commissioners meeting when the committee’s final report is 
presented in order to answer any questions from the Board or to provide any requested clarification. 
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Receiving Applications from the Client County 
Under the terms of the engagement letter, and as indicated previously in this guidebook, it is the client 
County’s responsibility to advertise the County Administrator position and to screen applications based on 
the Board’s stated minimum qualifications. At that point, the client County’s Human Resources department 
will forward application materials submitted by qualified applicants the Search Committee. The County’s 
initial screening of applications enhances the overall recruitment process, since Search Committee 
members have only to review applications from candidates deemed to be qualified for the position. This 
allows the Search Committee the time needed to thoroughly review each qualified candidate. In certain 
circumstances, however, a County may elect to send all applications received to the Search Committee. If 
this occurs, the Search Committee may contact the client County’s outgoing administrator to discuss the 
value added to the recruitment process by the County’s initial screening. Ultimately, the committee should 
honor the wishes of the client County.  
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Initial Assessment of the Applicant Pool 
Approximately one week after application materials are received by the Search Committee, members 
should conduct a preliminary conference call to determine whether the initial applicant pool is sufficient to 
yield a short list of seven to ten strong candidates. During this initial meeting, the committee should not 
discuss the merits of individual candidates, nor should it attempt to narrow the applicant pool at all. These 
discussions should occur at a later meeting held in person in the client County. 

If the committee determines that the applicant pool is insufficient to yield a strong short list, the committee 
should recommend, by a motion or official action of the committee, that the client County extend its 
application window an additional 30 days. In this instance, at the close of the extended application window, 
the search committee should consider all applications received during both application periods. 

If the committee determines that the initial application pool is sufficient, then the members of the 
committee should proceed to individually evaluate the applicants in greater detail. The committee will have 
approximately two weeks to review each applicant’s qualifications, research his or her work history, and 
conduct reference checks prior to the committee’s in-person meeting. Search Committee members should 
check each the references listed in each applicant’s resume and also contact colleagues with whom an 
applicant has previously worked. 
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Developing the Committee’s Short List 
After individually reviewing the pool of qualified applicants, the Search Committee will conduct an in-
person public meeting in the client County. The purpose of this meeting is to discuss members’ evaluation 
of candidates and to develop a short list of seven to ten candidates to recommend to the client County for 
further consideration. The committee’s short should be unranked, leaving it to the Board of County 
Commissioners to determine which candidate is the best fit for the position. FACM recommends that the 
Search Committee develop a short list of at least seven candidates, as many of qualified applicants may also 
be applying elsewhere and could be hired by a different county or city during the recruitment process. To 
that effect, presenting the Board with a list of more, rather than fewer, candidates ensures that the Board 
will have a sufficient number and variety of candidates for its consideration. 

At the Search Committee’s meeting, the committee may use any method it chooses to select the 
candidates to be included on its short list. During FACM’s effort assisting Santa Rosa County in 2015, the 
Search Committee members found nine candidates who were included on two or more of the committee 
members’ individual lists. The committee agreed that each of the nine candidates was qualified and 
deserved further consideration from the Board, and considered those nine candidates the committee’s 
short list. 

In future recruitment efforts, a similar approach may yield more than ten candidates depending on the 
depth and quality of the applicant pool. In this case, the committee may elect to refine its list further by 
determining which candidates appear on at least three (rather than only two) committee members’ 
individual lists. Or, the committee may elect to take a completely different approach to developing a short 
list. Ultimately, this stage of the recruitment process is conducted at the discretion of the Search 
Committee. 

16



Florida Association of County Managers 
County Administrator Recruitment Services 
A Guidebook for Assisting Counties in the Recruitment and Selection of a County Administrator 

FACM Recruitment Period  Requesting Additional Information from Shortlisted Candidates 

Requesting Additional Information from Shortlisted Candidates 
The value that FACM’s participation adds to the client County’s recruitment process is derived from the 
unique perspectives and experiences of the Search Committee members. Each committee member has 
extensive experience in local government administration in Florida. Generally, committee members will 
also have more specific experience managing an organization in the same geographic area of the state as 
the client County. As a result, each Search Committee is uniquely positioned to ascertain which candidates 
from the applicant pool are best suited to fulfill the needs of the client County based on their knowledge 
and experience with the issues the client County faces. 

The Search Committee’s evaluation up to this point in the recruitment process yields, in the committee’s 
collective opinion, the handful of applicants best suited for the position. In its final report to the Board, 
however, the committee has the opportunity to glean some additional important information about the 
candidates before the County begins its interview process. Once the committee’s short list is determined, 
and while the committee is producing its final report, the chairperson of the Search Committee should 
contact each candidate via e-mail and ask them to respond to the questions listed below. Candidates 
should be given three business days to respond, and each candidate’s responses should be included in the 
final report along with the committee’s summary analysis and the candidate’s résumé. 

1. Can you provide an example of a problem you see in the field of local government management 
that you’d like to solve and why? 

2. How do you find others in the field of local government management to connect with, and how 
often do you connect with others in the field outside your organization? 

3. How do you stay up to date in the field? 

4. At what point in your career were you most satisfied in your work? At what point were you the 
least satisfied?  

These questions, adapted from Kris Dunn, founder and executive editor of talent management blog Fistful 
of Talent, are designed to help determine the degree to which candidates are truly passionate about their 
work. The responses delivered to the Board will assist in determining not only which candidates are capable 
of fulfilling the roles and responsibilities of the position, but also which candidates possess the intangible 
qualities that are more difficult to determine by only reviewing a résumé and cover letter.  
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Background Information 
After designating a short list of candidates to recommend to the Board for further consideration, the Search 
Committee begins developing a final report to the client County’s Board of County Commissioners. This 
report begins by providing background information related to the Search Committee’s recruitment process. 
This background information includes the following: 

1. A cover letter issued by the chairperson of the Search Committee – this letter should generally 
express thanks to the Board for the opportunity to contribute to its County Administrator search, 
recognize the efforts of the Search Committee members, and indicate the added value the report 
provides in the form of recommended next steps and best practices provided by FACM to the 
County. 

2. A description of the Search Committee, its members, and its members’ qualifications to serve on 
the committee – this section should include a photo and brief bio of each committee member, 
particularly emphasizing each member’s history in Florida local government and experience in the 
same region of the state as the client County. 

3. An overview of the recruitment process – this section should include a narrative summarizing the 
work plan and approach utilized by the Search Committee in conducting its work, as well as a final 
timeline describing what steps were taken during the recruitment process and when they were 
completed. 

A sample final report is included in this guidebook, both in hard copy and digital format, for future Search 
Committees’ reference. 
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Presentation of Short List and Candidate Analysis 
The Search Committee’s final report will present the committee’s short list of recommended candidates to 
the Board. This will include a summary analysis of each candidate’s qualifications and experience, followed 
by a copy of the candidate’s résumé. This summary analysis should include, at minimum, the following 
elements: 

• The candidate’s present position 
• A summary of the candidate’s work history, with particular mention of total years of experience as 

a City or County Administrator and experience as an administrator in Florida 
• The candidate’s education 
• Areas in which the Search Committee feels that the candidate is strong, particularly with respect to 

the needs of the client County 
• Areas in which the Search Committee feels that the candidate may be weak and/or lacks 

experience 

For the purposes of developing this section of the final report, it may be useful for each committee member 
to prepare notes from his or her individual evaluation of the candidates. The Search Committee may 
include these notes in the backup documentation for its meeting to discuss candidates and develop a short 
list. This will assist the Search Committee in synthesizing the summary analysis of each candidate for the 
report. 
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Recommended Next Steps and Best Practices for the Board 
The search committee’s final report will also include a series of recommended next steps and best practices 
for the client County during the remainder of its hiring process. Including this information in the final report 
adds value to the services provided by the Search Committee and enhances the visibility and relevance of 
professional local government administration. This material is included in hard copy and electronic format 
as part of this guidebook as a component of the sample final report from FACM’s Santa Rosa County 
recruitment effort.  
The recommended next steps and best practices provided in the final report include: 

• Suggestions for planning the interview process, including initial steps, preparation tips, and sample 
interview questions; 

• Considerations regarding the selection of the Board’s preferred candidate; 
• Guidance in negotiating an employment contract, including a discussion of compensation and 

benefits and other common elements of an administrator’s contract; 
• Ways the Board can assist the new administrator in the transition process; and 
• Developing initial evaluation criteria for the new administrator 
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Delivering the Final Report 
When the Search Committee’s final report is complete, it should be delivered as early as possible by the 
chairperson of the Search Committee to the client County’s Commission chairperson via e-mail as a single 
PDF file. The report should also be printed, tabbed, and bound, with copies delivered by mail to the client 
County, together with a thank-you letter and invoice for services (discussed in the next section). One copy 
should be included for each County Commissioner, the County Administrator, and the County Attorney. 
FACM should also retain two copies for its records. FACM can coordinate the printing of the final report. 
Following is sample language that can be included in the body of the e-mail delivering the PDF version of 
the final report: 
 

 
Dear Chairman _______: 
  
On behalf of the Florida Association of County Managers, I am pleased to submit the County Administrator 
Search Committee's Final Report, which you will find attached to this e-mail. With sincere thanks to the 
members of the Search Committee, who collectively lend over ____ years of Florida local government 
experience to this effort, the report includes the committee's final recommendation of _#_ highly qualified 
candidates for further consideration and evaluation by the ________ County Board of County 
Commissioners. In addition, the Search Committee is pleased to also include in the report a series of 
recommended best practices for the Board during the remainder of its recruitment, including tips on 
planning the interview process, selecting a preferred candidate, negotiating an employment contract, and 
more. We hope that these resources will add extra value to the County's search. 
In the coming days, you will receive printed and bound copies of the Final Report for your records. Should 
you wish, the Search Committee would be happy to attend an upcoming meeting of the Board of County 
Commissioners to answer any questions you may have. 
As you are aware, a County's selection of a County Administrator is one of the most crucial decisions a 
Board of County Commissioners makes for its community. On behalf of the Search Committee, and of the 
entire Florida Association of County Managers, we thank you for the opportunity to assist you in this 
important effort. 
 
Sincerely, 
_______________ 
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Thank-You Letter and Invoice 
Delivery of printed copies of the final report to the client County is accompanied by a thank-you letter from 
the chairperson of the Search Committee and an invoice for the services provided. FACM will coordinate 
the printing of the final report (as described in the previous section) and will prepare the invoice.  
Following is sample language for the thank-you letter to accompany the delivery of the final report and 
invoice: 
 
 
October 13, 2015 
 
Hunter Walker, County Administrator 
Santa Rosa County Board of County Commissioners 
6495 Caroline Street, Ste. D 
Milton, FL 32570 
 
Re:  Florida Association of County Managers Consulting 
 
Dear Mr. Walker: 
 
Enclosed please find an invoice for services rendered to Santa Rosa County in accordance with the 
Engagement Letter dated June 24, 2015.  On October 9, 2015, FACM submitted its final report to the Santa 
Rosa County Board of County Commissioners containing the list of County Administrator candidates 
recommended for further consideration.   
 
On behalf of the Florida Association of County Managers, thank you again for the opportunity to assist in 
this very important process. Should you need anything further, please let me know.  
 
Sincerely, 
 
Vincent S. Long 
President 
 
Enclosure 
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Search Committee Outreach to the New Administrator 
As a final consideration – a month or so after the new administrator starts in his or her new position, 
members of the Search Committee should follow up by reaching out the new administrator to offer any 
advice or guidance that may be helpful. Search Committee members who have experience working in or 
around the new administrator’s community will be familiar with the many of the issues facing the 
administrator in his or her new position. The committee members can also offer to make introductions to 
key individuals in the community and other Florida city and county managers to help build the new 
administrator’s network. Finally, if the new administrator is not a member of FACM, this is a great 
opportunity to invite him or her to join. 
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Best Practices for Recruiting a Professional Administrator 
1. Work to develop a collective understanding of the specific position requirements and the 

attributes expected of the successful candidate. This helps to convey to candidates that the 
County has a clear, well-organized recruitment strategy and that the Board is unified in its 
expectations of the roles and responsibilities of its next administrator. 

2. Maintain an open-minded perspective throughout the recruitment process. Board members 
may have different opinions about many aspects of the recruitment process, but should always 
remain focused on following the plan that has been developed to guide the recruitment process. 
As above, it is important to foster a collaborative approach to the recruitment, as it conveys a 
perception of unity and solidarity on the Commission that will attract the highest caliber 
candidates. 

3. Understand that members of the press, the community, and even the candidates themselves 
may exert pressure on the recruitment process. Each of these may contact Commissioners with 
questions about the vacancy, questions about the recruitment process, or to express their 
opinions regarding who should be hired to fill the administrator’s position. It is important to 
keep an even keel, remain deliberative throughout the process, and avoid making impulsive 
decisions along the way. Remember that together, the Board and FACM’s Search Committee 
have developed a structured, orderly process for the recruitment that allows ample time to 
review and evaluate each candidate on his or her own merits. 

4. Consider the circumstances of the vacancy. Convey stability in the position whenever possible; if 
the vacancy is the result of a termination or resignation, emphasize the strengths of the 
organization and the potential opportunities for the successful candidate.  

5. If an interim administrator is appointed during the recruitment and has applied for the 
permanent position, be clear to County staff and to the public that he or she will be evaluated in 
the same manner as the other candidates. While the interim administrator may ultimately be 
the top candidate for the position, it is in the best interest of the community that every 
candidate be evaluated fairly and equally in order to find the highest quality professional 
administrator to lead the County forward. 

6. Whenever possible, wait for the new administrator to be appointed before making important 
policy or organizational decisions. A professional administrator will appreciate the opportunity 
to be involved in major Board decisions that affect the future of the organization under his/her 
tenure.  

7. Act swiftly (but diligently) at each step of the recruitment process. Effectuating a smooth and 
quick transition benefits all parties involved – the Board, the outgoing administrator, County 
staff, the candidates, and the community. 
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Identifying the Attributes of the Successful Candidate 
An important first step in recruiting a new County Administrator is developing a profile of the education, 
experience, skills, and other qualifications desired of the successful candidate. FACM recommends that 
the Board take great care in establishing these criteria, since this information will clearly communicate 
what the Board of County Commissioners expects the duties and responsibilities of the new 
administrator will be. The process of developing this profile also helps to build consensus and solidarity 
among the Board, which conveys a sense of organizational stability to potential applicants. If each 
Commissioner clearly understands the Board’s collective expectations at the outset of the recruitment 
process, this will help to facilitate a smooth recruitment and transition for the new administrator. 
 
Each County’s profile of an ideal administrator will be unique and dependent upon its current needs, the 
circumstances surrounding the vacancy, the size and scope of the organization, and many other 
considerations. Following is a list of factors the Board should consider in developing its candidate 
profile: 

• What are the current needs of the organization? Be sure not to overcompensate for perceived 
weaknesses in the outgoing administrator. The new administrator will introduce new 
experiences and perspectives into the organization regardless of his or her background or 
management style. 

• Likewise, if the outgoing administrator retired or accepted a position elsewhere, avoid any urge 
to seek a candidate similar to the outgoing administrator. Again, stay focused on the true needs 
of the organization. 

• Will the new administrator have the same roles and responsibilities as the outgoing 
administrator? If not, consider the skills and qualifications that the new administrator will need 
in order to fulfill these roles. 

• What services does the County currently offer? The successful candidate should have strong 
experience and familiarity with each of these administrative functions. 

• Are there special circumstances regarding the County with which the new administrator should 
have knowledge and experience? For example, managing a coastal community, agricultural or 
rural development, airport management, utility management, redevelopment, or others. 

• Is the Board of County Commissioners considering a new strategic direction for the organization, 
or is it generally satisfied with its present course? 
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Developing a Recruitment Profile 
Once the County has determined the attributes of its ideal candidate, the next step in the recruitment 
process is to advertise the position. The County should develop a detailed advertisement to help 
prospective applicants understand the character of the community, the structure and nature of the 
organization, and the Board’s expectations of the successful candidate. A comprehensive advertisement 
that contains this information will serves several purposes – it conveys to applicants that the 
recruitment process is well-organized, provides the basic information that professional administrators 
will be seeking in order to evaluate the County’s position as a potential career opportunity, and 
encourages prospective candidates to apply by highlighting the community’s assets. 

At a minimum, the advertisement should include the following items: 

• Information about the community: 
o Basic geography and demographics of the County 
o Number and size of municipalities within the County 
o General character of the community 
o Significant cultural, historical, and recreational assets 

• Information about the organization: 
o Structure of County government 
o Services provided by the County 
o Number of employees 
o Basic details about the County’s budget 
o Basic details about other important organizational documents (strategic plan, etc.) 

• Information about the position: 
o Required qualifications 
o Ideal attributes of the successful candidate 
o Salary and benefits 
o Residency requirements 
o Confidentiality disclosure 
o Web link for more information 
o Specific instructions on how to apply 
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Advertising the Position 
After the County has developed a recruitment profile for its County Administrator vacancy, it should be 
advertised in a variety of publications in order to maximize its reach. While FACM generally 
recommends that finalist candidates should possess significant Florida local government experience due 
to the state’s unique regulatory and administrative environment, there are certainly highly qualified 
potential candidates from other areas of the country who may merit further consideration for a given 
position based on their experience and qualifications. 

The recruitment profile should be posted on the County’s website and also promoted through the 
County’s social media platforms (if applicable). FACM also suggests that the County consider advertising 
the recruitment profile through the following organizations: 

• Florida Association of Counties 
• Florida League of Cities 
• Florida City and County Management Association 
• International City/County Management Association (ICMA) 
• National Association of Counties 
• National League of Cities 
• National Forum for Black Public Administrators 
• American Society for Public Administration 
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Florida Association of County Managers 
100 South Monroe Street 

Tallahassee, FL 32301 

October 22, 2015 
 
The Honorable W.D. “Don” Salter 
Chairman, Santa Rosa County Board of County Commissioners 
6495 Caroline Street 
Milton, FL 32570 
 
 
Dear Chairman Salter: 
 
The Florida Association of County Managers is pleased to present the enclosed final report of the Santa 
Rosa County Administrator Search Committee. Over the past several weeks, the Search Committee has 
conducted an extensive review of all 64 individual applicants for the County Administrator position, 
seeking the most highly qualified candidates to recommend to the Board of County Commissioners for 
further consideration. In delivering this report, I would like to personally thank and recognize the 
diligent efforts of the Search Committee, which possesses over 90 years of collective Florida local 
government experience. This report summarizes the results of the Search Committee’s work and its 
recommendation of nine highly qualified candidates to the Board. 
 
This report is designed to provide the Board with a detailed account of the Search Committee’s work 
throughout the recruitment process. In the report, you will find an introduction of each member of the 
Search Committee, a description of the committee’s work plan and approach, and a thorough discussion 
of each recommended candidate’s qualifications. In addition, the Search Committee is pleased to offer a 
series of recommended best practices for the Board during the remainder of its hiring process, including 
tips on planning the interview process, selecting a preferred candidate, negotiating an employment 
contract, and more. 
 
At the outset of its final meeting, the Search Committee agreed to recommend seven to ten candidates 
to the Board. As with any executive search, some candidates may withdraw from consideration during 
the hiring process for a variety of reasons. In this instance, the Search Committee felt it best to 
recommend more, rather than fewer, candidates to ensure that the Board has a sufficiently broad-based 
pool of finalists from which to select. Notwithstanding this, the Search Committee expressed its 
unanimous sentiment that all nine recommended candidates possess the requisite experience and 
qualifications to effectively lead Santa Rosa County as its next County Administrator. 
 
The Search Committee’s recruitment process would not have been successful without the help of a 
number of individuals. First and foremost, the Search Committee expresses its sincere gratitude to the 
Santa Rosa County Board of County Commissioners for its support and guidance throughout the 
recruitment process. Additionally, the committee would like to recognize Santa Rosa County’s dedicated 
staff for its steadfast support and cooperation. As you know, it will be difficult to replace a seasoned 
administrator like Hunter Walker, and his professionalism and even-keeled demeanor were evident, as 
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anyone who knows Mr. Walker personally would expect. The committee would also like to thank County 
Attorney Roy Andrews and Human Resources Director DeVann Cook, both of whom also worked 
diligently to facilitate the committee’s work. 
 
As you are aware, a County's selection of a County Administrator is one of the most crucial decisions a 
Board of County Commissioners makes for its community. On behalf of the Search Committee, and of 
the entire Florida Association of County Managers, thank you for the opportunity to assist you in this 
important effort. 
 
In service, 
 
 
 
Vincent S. Long 
Leon County Administrator 
President, Florida Association of County Managers 
 
 
Cc: Santa Rosa County Board of County Commissioners 
 Mr. Hunter Walker, County Administrator 
 Mr. Roy Andrews, County Attorney 
 Mr. DeVann Cook, Human Resources Director 
 FACM Santa Rosa County Administrator Search Committee 
 Mr. Scott Shalley, Florida Association of Counties 
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Search Committee Composition and Qualifications: 
The Florida Association of County Managers is dedicated to the promotion and facilitation of professional 
excellence in the management of Florida county government. The Association encourages ongoing 
professional development, collaboration among its members, and the continuous advancement of effective 
county administration in Florida. In support of these objectives, the Association provides recruiting 
guidance and peer-review services to counties in the process of hiring a new County Administrator. The 
Association appoints a unique search committee for each recruitment effort, comprised of current and 
former County Administrators with professional experience in the client county’s region of the state. This 
approach enables the Association to leverage the collective knowledge and experience of several 
professional administrators in seeking the most highly qualified candidates for a vacancy. 

Following is a description of the background and professional qualifications of the Santa Rosa County 
Administrator Search Committee members: 

 

Vincent S. Long 
• County Administrator – Leon County, FL 
• Current President of the Florida Association of County Managers  
• International City/County Managers Association (ICMA) Credentialed 

Manager 
• 20 years of Florida local government administration experience 

 
County Administrator Vince Long has served the citizens of Leon County, Florida since 1995. A proven 
leader, dedicated public servant and accomplished public manager, Mr. Long has received national, state 
and local recognition for leadership, promoting transparency in government and fiscal stewardship. Mr. 
Long holds a Masters in Public Administration from Florida State University, where he has served on the 
adjunct faculty teaching graduate courses in local government for over a decade. He is also a graduate of 
the Harvard University JFK School of Government Institute for Senior Executives in State and Local 
Government and is an ICMA Credentialed Manager. He has served on the faculty of the Florida Association 
of Counties' County Commissioner Certification Program, the Board of Directors of the Florida City/County 
Managers Association, and is currently the President of the Florida Association of County Managers. 
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Jack Brown 
• County Administrator – Escambia County, FL 
• Immediate Past President of the Florida Association of County 

Managers  
• Over 15 years of experience years in Florida local government as a 

County Manager/Administrator or County Commissioner 

 
Escambia County Administrator Jack Brown possesses a wealth of experience managing coastal counties in 
the Florida Panhandle. Prior to joining Escambia County, Mr. Brown served as Taylor County Administrator 
from 1997 to 2001 and from 2007 to 2014 and also served a four-year term as a County Commissioner in 
Taylor County. He also has extensive military experience, has served as a faculty member at Florida State 
University, and has experience in the private sector as the general manager for a manufacturing company. 
Mr. Brown is a strategically focused, challenge-driven, collaborative civic and community leader; 
recognized by colleagues, the public, and commissioners for the ability to energize and inspire individuals 
and divergent groups to work toward achieving common goals. An active participant in a variety of 
statewide professional organizations, Mr. Brown is the Immediate Past President of the Florida Association 
of County Managers and has served on the Board of Directors of the Florida Counties Foundation and the 
Florida Association of Counties Trust. Mr. Brown is an experienced and successful practitioner of Florida 
county government operations and has a detailed working knowledge of all local government matters 
facing Santa Rosa County. 

 

Chris Holley 
• Executive Director, Gulf County Economic Development Coalition 
• Former Executive Director, Florida Association of Counties 
• Over 30 years of Florida local government management experience 
• Over 13 years of service as Okaloosa County Administrator 

 
Chris Holley currently serves as Executive Director of the Gulf County Economic Development Coalition. 
Previously, Mr. Holley served as Executive Director of the Florida Association of Counties from 2005 to 
2015 after more than 30 years as an administrator and manager for some of Florida’s fastest-growing 
counties and cities. A native of Northwest Florida, he served as County Manager in Okaloosa County for 
over 13 years and also as Chief Administrative Officer for Suwannee County. In addition, Mr. Holley has 
held senior leadership positions in Collier County and the Cities of Temple Terrace and Naples. Through his 
extensive service in local government and through the Florida Association of Counties, Mr. Holley has 
contributed significantly to the advancement of professional public administration in Florida. 
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Ernie Padgett 
• Former County Administrator in Okaloosa, Santa Rosa, Manatee, and 

Jackson Counties 
• Over 28 years of Florida local government service 

 
Ernie Padgett has enjoyed a long and successful career in Florida county government. Mr. Padgett has 
over 28 years of experience that includes managing counties of various size and complexity. He has served 
as County Administrator in Okaloosa, Santa Rosa, Manatee, and Jackson Counties – three of which are 
coastal counties – and also served a four-year term as a County Commissioner in Jackson County. 
Additionally, Mr. Padgett has experience as the Director of the Chipola Junior College Institute of 
Government and as the Executive Director of the Apalachee Regional Planning Council. Mr. Padgett 
possesses extensive experience as an administrator in Northwest Florida and is keenly familiar with the 
qualities needed to succeed as Santa Rosa County’s next County Administrator. 
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Work Plan and Approach 
A County's selection of a County Administrator is one of the most crucial decisions a Board of County 
Commissioners makes for its community. The recruitment and selection process requires thoughtful 
planning, a thorough evaluation of applications submitted for the position, and a clear understanding of the 
qualities and experiences the elected body seeks in its next administrator. To that extent, the Search 
Committee went to great lengths to develop an organized approach to the Santa Rosa County 
Administrator recruitment process that builds from and remains consistent with the guidance provided by 
the Board of County Commissioners. 

In the published announcement for the position, the Board of County Commissioners clearly indicated the 
qualities it expects of its next County Administrator. Based on this direction, and after meeting with the 
Board of County Commissioners at the outset of the recruitment process in July, the Search Committee set 
out to leverage its collective knowledge and experience to thoroughly to review the qualifications of each 
applicant for the position. The committee members individually assessed each candidate within the context 
of the County’s stated expectations for the position, with further evaluation based on each committee 
member’s individual perspective and experience working with issues unique to Northwest Florida. 

After receiving application materials from the initial pool of applicants, the Search Committee scheduled an 
initial conference call to determine whether to move forward with the initial applicant pool. Given the 
quality of the opportunity in Santa Rosa County, the committee felt that the County could attract a deeper 
pool of qualified candidates by re-advertising the position for an additional 30 days. On August 13, the 
Board of Commissioners extended the application window until September 11, 2015. This extension did 
ultimately attract 26 additional applicants, several  of whom were considered by the Search Committee for 
inclusion on its short list of recommended candidates. 

After additional research and evaluation of all 64 applicants for the position, the Search Committee held a 
public meeting in Santa Rosa County to discuss the applicants and to develop a short list of candidates to 
recommend to the Board of County Commissioners for further consideration. Acknowledging that each 
candidate is among the most qualified and talented local government administrators, the Search 
Committee elected to recommend more, rather than fewer, candidates. Some of these candidates may be 
under consideration for other City or County Manager positions elsewhere and could withdraw themselves 
from the Santa Rosa County position prior to the Board’s final selection. Accordingly, the Search Committee 
worked to deliver this report expeditiously to the Santa Rosa County Board of County Commissioners to 
facilitate a successful interview and hiring process moving forward. 

The Search Committee recommends the following candidates to the Santa Rosa County Board of County 
Commissioners for further consideration. These candidates are not presented in any ranking order. A 
discussion of each candidate is presented in Section 4 of this report. 

 

• Parrish Barwick • Jonathan Lewis 
• Michael Brillhart • Larry Newsom 
• Randall Dowling • David Recor 
• Tony Gomillion • Jim Walker 
• Ted Lakey  
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Recommended Candidates for Further Consideration 
Parrish Barwick 

Present Position 
County Coordinator – Jefferson County, FL 

Professional Experience 
15 years as Chief Administrative Officer of a county government 

• County Coordinator – Jefferson County, FL 
2012-Present 

• County Manager – Brantley County, GA  
2009-2012 

• County Administrator – Wakulla County, FL  
1997-2006 

Education 
• Master’s Degree in Education Administration 
• Certificate in Public Administration 

Strengths 
• Experience managing counties in Northwest Florida 
• Realizing opportunities to increase efficiency & reduce operational costs 
• Experience with public works, capital projects, and utility infrastructure 
• Familiarity with emergency management 
• Experience with promoting agriculture 
• Experience in communities with diverse demographics 

Areas of Concern 
• Has not managed an organization as large as Santa Rosa County; his current organization’s 

(Jefferson County’s) General Fund budget is less than one-fifth the size of Santa Rosa’s 
• Little participation in statewide professional associations; will have a learning curve building his 

professional network in Santa Rosa County and throughout the state 
• Prior experience as an administrator has been in only rural areas; no experience working with 

urbanized coastal municipalities 
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Recommended Candidates for Further Consideration  Michael Brillhart 

Recommended Candidates for Further Consideration 
Michael Brillhart 

Present Position 
County Administrator – Barnstable County, MA 

Professional Experience 
Four years’ experience as a city or county manager 

• County Administrator – Barnstable County, MA 
2013-Present 

• City Administrator – Paris, IL  
1999-2001 

17 years’ additional local government experience; all in Florida 
• Business and Strategic Initiatives – St. Lucie County, FL 

2004-2013 
• Program Planner/Public Liaison – Pinellas County, FL 

1987-2005 

Education 
• Master’s Degree in Public Administration 

Strengths 
• Experience managing a mid-sized county 
• Experience in waterfront communities and Florida tourism development 
• Downtown redevelopment/planning experience 
• Legislative/intergovernmental affairs experience in Florida 
• Economic development experience 
• ICMA member 

Areas of Concern 
• No Florida city or county management experience 
• No experience in Northwest Florida; will need to build his professional network in Santa Rosa 

County and throughout the state 
• Brief tenure in both city/county management positions 
• Not much experience in community/public relations, staff relations, or agricultural/rural 

development 
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Recommended Candidates for Further Consideration  Randall Dowling 

Recommended Candidates for Further Consideration 
Randall Dowling 

Present Position 
County Manager – Barrow County, GA 

Professional Experience 
22 years’ experience as a county manager 

• County Manager – Barrow County, GA 
2013-2015 

• County Administrator – Gordon County, GA 
2002-2013 

• County Administrator – Lee County, GA 
1996-2002 

• County Manager – Berrien County, GA 
1993-1996 
 

Six years’ additional local government management experience; all in Florida 
• Assistant to County Administrator – Indian River County, FL 

1990-1993 
• Assistant to City Manager – Homestead, FL 

1987-1990 

Education 
• Master’s Degree in Public Administration 

Strengths 
• Strong budget/finance experience 
• Experience coordinating & implementing local option sales taxes 
• Strategic planning & organizational development 
• Historic preservation/revitalization 
• Agricultural and rural development 
• Active in state and national professional associations; continuing education 
• Active in the community and has taught Public Administration courses at local college 

Areas of Concern 
• No Florida city or county management experience 
• No experience in Northwest Florida; will need to build his professional network in Santa Rosa 

County and throughout the state 
• Not much experience in tourism development 
• Has not managed a coastal county 
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Recommended Candidates for Further Consideration  Tony Gomillion 

Recommended Candidates for Further Consideration 
Tony Gomillion 

Present Position 
Public Services Director – Santa Rosa County, FL 

Professional Experience 
29 years’ experience as a department director in Santa Rosa County 

• Public Services Director – Santa Rosa County, FL 
2003-Present 

• Environmental Control Director – Santa Rosa County, FL 
1986-2003 

Education 
• Bachelor’s Degree in Business 

Strengths 
• Currently serving as Public Services Director in Santa Rosa County 
• Long career with the County; progressively responsible experience 
• Significant knowledge of Santa Rosa County issues and operations 
• Active in the community 

Areas of Concern 
• No prior experience as a city or county manager 
• No advanced/professional degree 
• May lack experience in other critical management areas (economic/tourism development, capital 

projects/infrastructure, etc.) 
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Recommended Candidates for Further Consideration  Ted Lakey 

Recommended Candidates for Further Consideration 
Ted Lakey 

Present Position 
County Administrator – Jackson County, FL 

Professional Experience 
12 years’ experience as a County Administrator in Florida 

• County Administrator – Jackson County, FL 
2003-Present 

 
4+ years’ additional experience in Florida county government 

• Public Works Division Chief/Superintendent – Escambia County, FL 
1998-2003 

• Interim Public Works Director – Escambia County, FL 
2001-2002 

Education 
• Master’s Degree in Public Administration 

Strengths 
• Over 16 years’ experience in Florida local government (over 30 years including law enforcement 

position in Alabama) 
• Significant experience in Northwest Florida 
• Long tenure in current position 
• Extensive experience implementing capital projects 
• Economic development successes in Jackson County 
• Experience in a coastal county 
• Has an advanced degree in Public Administration 
• Active in statewide professional associations 
• Active in the community 

Areas of Concern 
• County Administration experience is in a rural county much smaller than Santa Rosa, but could be 

offset by his prior experience in Escambia County 
• Resume indicates little experience in organizational/staff development or strategic planning 
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Recommended Candidates for Further Consideration  Jonathan Lewis 

Recommended Candidates for Further Consideration 
Jonathan Lewis 

Present Position 
Asset Availability Leader/Reliability Engineer – Georgia Pacific; Brewton, AL 

Professional Experience 
Nine years’ experience as an administrative officer overseeing military facilities 

• Executive Officer – Naval Air Station Whiting Field; Milton, FL 
2010-2013 

• Chief Staff Officer – Naval base; Sasebo, Japan 
2007-2010 

• Senior Watch Commander – United States Joint Forces Command; Norfolk, VA 
2004-2007 

Education 
• Master’s Degree in Business Administration 

Strengths 
• Nine years’ administrative-level experience 
• Experience with planning and implementing capital projects 
• Significant emergency management & disaster recovery experience 
• Significant personnel management & team building experience 
• Prior work experience in Santa Rosa County & currently resides in Navarre 

Areas of Concern 
• No direct local government management experience; however, his military experience may be 

comparable 
• Will face a steep learning curve with state and local laws/regulations 
• Will need to build his professional network around the state 
• No formal education in Public Administration 
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Recommended Candidates for Further Consideration  Larry Newsom 

Recommended Candidates for Further Consideration 
Larry Newsom 

Present Position 
None currently listed 

Professional Experience 
14 years’ experience in Florida county government 

• Assistant County Administrator (most recently) – Escambia County, FL 
Various other positions in Escambia County including Acting/Interim County Administrator 
1997-2014 

Education 
• Bachelor’s Degree in Geology, Building Technology, and Civil Engineering Design 
• Master’s level course work in Economics 

Strengths 
• Long career in Escambia County with progressively responsible experience 
• Extensive experience in Northwest Florida; native and longtime resident 
• Experience managing a large county with complex administrative functions 
• Strong background in implementing public works/capital projects 
• Strong background in emergency management & disaster recovery 
• Significant experience in innovative financial management 
• Experience in planning & growth management 
• Experience coordinating and implementing local option sales taxes 
• Member of several professional organizations 

Areas of Concern 
• No formal education in Public Administration 
• Resume indicates little experience in organizational/staff development, strategic planning, or 

tourism development 
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Recommended Candidates for Further Consideration  David Recor 

Recommended Candidates for Further Consideration 
David Recor 

Present Position 
None currently listed 

Professional Experience 
Seven years’ city management experience 

• City Manager – Ocean City, MD 
2012-2015 

• City Manager – Fort Pierce, FL 
2008-2012 

 
19 years’ additional local government administration experience 

• Deputy City Manager – Fort Pierce, FL 
2005-2008 

• Various department-level administrative positions in Virginia, South Carolina, and Florida 
1989-2005 

Education 
• Master’s Degree in Public Administration 
• Senior Executive Institute – University of Virginia Weldon Cooper Center for Public Service 

Strengths 
• Significant and varied local government management experience (26 years), including in Florida 
• Waterfront community experience with tourism development 
• Experience with historic preservation/downtown redevelopment 
• Significant experience with strategic planning and organizational development 
• Strong background in planning & growth management 
• Experience planning, financing, and implementing capital projects 
• Master’s Degree in Public Administration 
• ICMA Credentialed Manager 

Areas of Concern 
• Relatively short tenure in each previous position 
• No experience in Northwest Florida; will need to build his professional network in & around Santa 

Rosa County 
• No county management experience (cities only); no experience with rural/agricultural issues 
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Recommended Candidates for Further Consideration  Jim Walker 

Recommended Candidates for Further Consideration 
Jim Walker 

Present Position 
None currently listed 

Professional Experience 
One year county management experience 

• County Manager – Henry County, GA 
2014-2015 

 
Nine years’ additional experience in homeland security and managing the BP oil spill claims program 

• State Liaison – Gulf Coast Claims Facility 
2010-2012 

• Director of Homeland Security – State of Alabama 
2003-2010 

Education 
• Master’s Degree in Public Administration 

Strengths 
• Experience managing a comparably-sized county government 
• Experience developing a state level cabinet agency from the ground up 
• Strong background in financial and grants management 
• Experience working with coastal communities 
• Earned national awards for innovation in technology and government 
• Master’s Degree in Public Administration 

Areas of Concern 
• Very brief tenure in his only local government position 
• No experience in Northwest Florida; will need to build his professional network in Santa Rosa 

County and throughout the state 
• Will face a steep learning curve with state and local laws/regulations 

Page 55



Page 56



Page 57



Page 58



Page 59



Florida Association of County Managers 
Santa Rosa County Administrator Search 
Final Report to the Board of County Commissioners 

Recommended Next Steps & Best Practices for the Board Planning the Interview Process 

Planning the Interview Process 
Consistent with the Florida Association of County Managers’ goals to promote and facilitate professional 
excellence in the management of Florida county government, the Search Committee is pleased to provide 
the following recommended next steps and best practices for the Board of County Commissioners as Santa 
Rosa County moves forward with its interviewing and hiring processes. 

Initial Steps and Considerations 
• The County’s Human Resources department should conduct thorough background checks on each 

finalist, including criminal history, civil records, motor vehicle/driving history, and 
credit/bankruptcy checks. Additionally, staff should verify each finalist’s education and 
employment history. This process should be completed before the Board determines its finalist 
candidates. 

• The County’s Human Resources staff should determine whether any additional candidates beyond 
those recommended in this report should be interviewed to comply with veterans’ preference 
regulations.  

• When the Board finalizes its short list of candidates to interview, send a letter to the applicants 
who were not selected for an interview to inform them of their status. Send this letter to the 
applicants’ home address if possible. 

• Prepare a packet of information about the County for each finalist – include bios of each County 
Commissioner; an organizational chart; copies of the most recent budget, comprehensive plan, 
strategic plan, and annual report; and any other essential documents. 

• If possible, be prepared to pay for basic travel expenses for the finalists invited to interview. 

• Overall, act as quickly as possible after finalizing the short list of candidates to interview. This 
conveys to the finalists that the County is conducting a well-organized recruitment and creates a 
positive first impression of the County for the candidates. 

Preparing to Conduct Interviews 
• Determine the interview format before contacting the finalists. Decide whether the interviews will 

be conducted before the Board of County Commissioners as a whole, if the finalists will interview 
with each County Commissioner individually, or a combination of both formats. Also determine if 
the finalists will be invited to participate in any other events related to the interview process, such 
as a reception or a tour of the County. 

• The County’s Human Resources department should contact each finalist to congratulate him or her 
and to confirm that the candidate is still interested in the position. 

• Provide each finalist the basic details about the interview process, including the date and time, 
schedule, and interview format. Also indicate how many finalists will be interviewed. 

• Provide information about any travel expense accommodations that will be offered by the County. 

• Indicate that the candidate will receive an information packet about the County prior to the 
interview. 
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Sample Interview Questions  
(Adapted from ICMA’s “Recruitment Guidelines for Selecting a Local Government Administrator”) 

• Describe your background and experience. How does your experience qualify you for this position? 
• Have you had experience in all areas of local government service? If you have not had experience in 

certain areas, how would you approach management in these areas? 
•  What experience do you have with budget preparation and finance? 
•  What experience do you have with personnel and labor relations? 
•  How do you work with the news media? 
•  How do you describe your management style? 
• What are your thoughts on performance evaluation? What process do you follow to set objectives 

and monitor performance? 
• How will you go about assessing the strengths and weaknesses of the organization and identifying 

opportunities to improve? 
• How do you approach the planning process? What system do you use to set objectives and 

priorities? 
• What is important to you in establishing effective working relations with others? 
• How do you view the relationship between the administrator and governing body? How do you 

view your relationship with department heads and local government staff? 
• What techniques have you found to be most successful in assisting local government officials 

establish and implement long- and short-range goals for the community? 
• To what extent do you believe contact with citizens and citizen groups is important? How do you 

typically handle this responsibility? 
• What experience have you had working on an intergovernmental or interagency basis? Have you 

worked directly with the state and federal governments, councils of governments, and other units 
of local government? 

• What will your first steps be upon assuming responsibility for this position? What do you hope to 
accomplish in the first year? 

• From your limited vantage point, what do you believe to be the challenges and opportunities facing 
our organization? How is this likely to change in the future? 

• What are your strengths and weaknesses? 
• Why are you interested in this position? 
• What are your expectations with respect to compensation? 
• How do you stay up to date in your field? 
• Can you provide an example of a problem you see in the field of public administration that you’d 

like to solve and why? 
• How do you find others in the field of local government management to connect with, and how 

often do you connect with others in the field outside your organization? 
• At what point in your career were you most satisfied in your work? At what point were you the 

least satisfied?  
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Selecting a Preferred Candidate 
(Adapted from ICMA’s “Recruitment Guidelines for Selecting a Local Government Administrator”) 

When the interview process is over, either one candidate has emerged as the clear choice of the Board, or 
the pool of candidates has been narrowed down to several whom the Board may wish to consider further. 
If one candidate emerges as the clear first choice, the Board can simply notify the candidate, confirm his or 
her willingness to accept the position, and then proceed to negotiate a total compensation package and 
discuss other related arrangements.  

If, on the other hand, there are still two or three finalists the Board would like to consider further, there are 
several ways to proceed. The Board may wish to invite selected finalists back for a second interview. A 
longer interview, perhaps in a different format and/or accompanied by some sort of social function, may 
provide the insight needed to make a final decision. The Board may also wish to conduct more extensive 
background/reference checks with individuals in the candidate's current community. This can be helpful in 
reaching a final decision, but it is essential that this be conducted with the full advance knowledge of the 
candidate.  

Ultimately, the Board should take whatever time is necessary to arrive at a comfortable and well-reasoned 
decision. However, again, the interview process and related follow-up activities should move forward as 
promptly as possible so as not to lose momentum or encourage serious applicants to have second thoughts. 

Until all arrangements have been finalized with the first-choice candidate, the Board may wish to hold off 
notifying the other finalists in case the County is unable to satisfactorily conclude negotiations with its first 
choice. In this case, the Board may elect to pursue negotiations with another other finalist. Again, from an 
image standpoint, it is important that all applicants learn first about their selection directly from the County 
as opposed to hearing about it from another person or reading it in a newsletter, professional publication, 
or the press.  
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Negotiating an Employment Contract 
(Adapted from ICMA’s “Recruitment Guidelines for Selecting a Local Government Administrator”) 

Once the Board selects its preferred candidate, the Board Chairman should contact the candidate to 
confirm his or her willingness to accept the position and to begin negotiating an employment contract. 
During the negotiation process, there are several ways to ensure that relations with the new County 
Administrator get off to a good start: 

• First, the atmosphere should be friendly and relaxed. 

• Second, the approach of the negotiator (either the Board Chairman or the County’s Human 
Resources Director) should be flexible; negotiating implies a willingness to consider options and 
alternatives in pursuit of an acceptable package. There may well be more than one way to meet the 
financial objectives of the new administrator. 

• Third, the Board should remain realistic. No matter how beautiful and desirable the community or 
position may be, few administrators (except in highly unusual circumstances) will accept the new 
position without an increase in pay over his or her present salary. 

Compensation 
In compensation negotiations, base salary is the place to start. The lead negotiatior should keep the 
following questions in mind: 

• Ultimately, what salary will be acceptable to the Board? 

• What is the bargaining range? 

• What is the current salary of the applicant? 

• During the interview, what type of salary and total compensation package did the candidate 
discuss? 

The International City/County Management Association (ICMA), the National Association of Counties, and 
the Florida Association of Counties can provide information on the salaries of County Administrators in 
counties around the country. 

Elements of a total compensation package typically include: 

• Base salary • Medical and other insurance 
• Deferred compensation • Vacation 
• Severance pay • Holidays 
• Use of car or car allowance • Sick leave 
• Retirement plan • Membership/conference dues and fees 

Before the negotiation begins, the Board may ask the candidate to provide a written itemization of current 
total compensation, along with a copy of a current employment agreement, if one exists. After receiving 
this information, the Board should outline a proposed compensation package. Usually there will be no 
negotiation on some benefits that are similar from one local government to another, such as medical 
insurance or holidays. Variables most often relate to cash compensation, take-home pay, and particular 
financial objectives like deferred compensation. The proposed compensation package should (1) leave the 
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individual whole on basic benefits; (2) provide an appropriate step forward in cash-related benefits; (3) 
ensure an increase in take-home pay, and (4) deal with any particular financial objectives that the new 
administrator may have. 

During the negotiations, some issues will arise that do not relate to the total compensation package but 
may well have significant financial implications for both the County and the candidate. Both parties need to 
be flexible and realistic in dealing with these issues: 

• Moving expenses. It is common for local governments to pay the one-time cost of moving the 
administrator and his or her family and household furnishings to the new location. Sometimes both 
parties agree on a “not-to-exceed” figure based on estimates from moving companies. 

• Temporary housing. An allowance for temporary housing is usually provided until the new 
administrator is able to sell his or her former home and/or relocate the family. Typically, this 
amount is sufficient to cover the cost of a modern furnished apartment or condominium. Again, 
both parties may agree to a fixed time period or amount. 

• Commuting expenses. As with temporary housing, the local government often will agree to 
reimburse the administrator for periodic family visits or for the spouse/partner to visit for house-
hunting purposes. 

• Housing assistance. Regional variations in the cost of housing or housing financing can complicate 
the negotiations. There now is considerable precedent for local governments—using appropriate 
safeguards and limits—to assist in the purchase and/or financing of housing for the new 
administrator. A variety of options exist, including a loan, a salary supplement, or a shared equity 
purchase. 

Other Elements of an Employment Agreement 
After the County and the new administrator have reached agreement on a compensation package, the 
County should prepare an employment agreement that includes the administrator’s compensation as well 
as a few other considerations. Written employment agreements are used to avoid any misunderstanding on 
the part of either party. It is in the interests of both the community and the administrator to have a written 
summary of the terms and conditions of employment to which both parties have agreed. The stable 
working situation created by an agreement helps attract and keep top-flight managers in a generally mobile 
profession. Spelling out the salary, benefits, and other conditions of the manager’s job in a written 
agreement puts those items where they belong—on a piece of paper where both parties can know what is 
expected—and removes them from the daily agenda of administrators and elected officials. 

An agreement may refer to a specific term of employment, permitting either the local government or the 
administrator to terminate for cause or at will. It should also include a section providing the administrator 
with severance pay for a fixed period of time if he or she is terminated by the local government. This 
provides important personal and professional security for managers who have the rather unique situation 
of working at the pleasure of the governing body with the possibility of being dismissed for any reason at 
any time.  

While not a lengthy legal document, the employment agreement usually is drafted by the local 
government's attorney. The new administrator may also be given an opportunity to prepare a first draft for 
consideration. ICMA recommends the use of employment agreements. If an employment agreement is not 
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used, at a minimum a formal letter of understanding should be prepared. Here are some elements of an 
agreement that the Board may consider: 

• Preliminaries • General expenses 
• Duties • Civic club memberships 
• Terms of the agreement • Vacation leave 
• Termination notice • Military reserve leave 
• Removal and severance pay • Sick leave 
• Salary • Disability insurance 
• Hours of work • Health insurance 
• Automobile • Life insurance 
• Moving expenses • Deferred compensation and retirement programs 
• Home sale and purchase • Other fringe benefits 
• Dues and subscriptions • General provisions 
• Professional development • Contract execution provisions 
• Conferences  

Finally, the Board should be prepared for the possibility that it will be unable to reach agreement on 
compensation or other matters with the first-choice candidate. In these instances, a local government 
typically enters into negotiations with its second-choice candidate.  

Once a final decision is made and negotiations are complete, promptly send closing letters to applicants 
who were not selected for the position to notify them that the selection has been made. Again, send these 
letters to the applicants’ home address if possible. 
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Transition Activities 
(Adapted from ICMA’s “Recruitment Guidelines for Selecting a Local Government Administrator”) 

To ensure a smooth transition, there are a few forms of assistance the County may wish to offer that the 
new administrator would find helpful. Examples include: 

• General moving assistance – introductions to realtors and bankers, support to the spouse/partner 
in finding suitable employment, and similar activities. 

• Orientation meetings – the County should arrange to introduce the new administrator to 
department heads and County staff. While the new administrator may have met some of these 
people during the interview process, a special meeting or reception can be a pleasant way to turn 
over responsibility. Similar meetings, briefing sessions, and/or receptions can be arranged to 
introduce the new administrator and his or her family to community groups, civic leaders, and 
citizens in general. 

• Local government work session, orientation, and review of objectives – it is desirable to have an 
initial work session with the new administrator to discuss and clarify initial expectations on both 
sides and to review goals and objectives. Even though some of these issues may have been raised 
during the interview process, communication from the outset can help ensure a smooth working 
relationship. 
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Developing Evaluation Criteria 
(Adapted from ICMA’s “Recruitment Guidelines for Selecting a Local Government Administrator”) 

Using the County’s organizational goals and objectives as a starting point, the County and the new 
administrator should agree to an annual or semi-annual review of the administrator’s performance. This 
process helps to ensure that communication between the parties is maintained, that progress is monitored, 
and that goals and objectives are reviewed and refined on a regular basis. The Board may wish to set the 
evaluation process and criteria in a formal policy. 

In developing an evaluation process, following are some elements the Board may consider: 

• Timing of the evaluation 
• The reporting period during which the administrator’s performance will be evaluated 
• Evaluation process to be used 
• Salary adjustments based on the Board’s evaluation (consistent with the terms of the 

administrator’s employment contract) 
• Reporting of the evaluation results to the Board 

The administrator’s evaluation should reflect the specific duties outlined in the administrator’s employment 
contract. Following is a sample list of evaluation criteria: 

• Professional Skills and Status 
o Knowledgeable of current developments affecting the management field and affecting 

county governments. 
o Respected in management profession. 
o Has a capacity for and encourages innovation. 
o Anticipates problems and develops effective approaches for solving them. 
o Willing to try new ideas proposed by Board Members or staff. 
o Interacts with BOCC in a direct and straightforward manner. 

• Relations with the Board of County Commissioners 
o Carries out directives of the Board as a whole rather than those of any one Board member. 
o Assists the Board on resolving problems at the administrative level to avoid unnecessary 

Board action. 
o Assists the Board in establishing policy, while acknowledging the ultimate authority of the 

Board. 
o Responds to requests for information or assistance by the Board. 

• Policy Execution 
o Implements Board action in accordance with the intent of the Board. 
o Supports the actions of the Board after a decision has been reached, both inside and 

outside the organization. 
o Enforces County policies. 
o Understands County’s laws and ordinances. 
o Reviews ordinance and policy procedures periodically to suggest improvements to their 

effectiveness. 
o Offers workable alternatives to the Board for changes in the law when an ordinance or 

policy proves impractical in actual administration. 
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• Reporting 
o Provides the Board with reports concerning matters of importance to the County. 
o Reports are accurate, comprehensive and produced in a timely manner. 
o Prepares a sound agenda, which prevents trivial administrative matters from being 

reviewed by the Board. 
o Produces and handles reports in a way to convey the message that affairs of the 

organization are open to public scrutiny. 
• Citizen Relations 

o Responsive to complaints from citizens. 
o Demonstrates a dedication to service to the community and its citizens. 
o Skillful with the news media, avoiding political positions and partisanship. 
o Has the capacity to listen to others and to recognize their interests. 
o Willing to meet with members of the community to discuss their real concerns. 

• Staffing 
o Recruits and retains competent personnel for County positions. 
o Aware of staff weaknesses and works to improve their performance. 
o Accurately informed and concerned about employee relations. 
o Professionally manages the compensation and benefits plan. 
o Promotes training and development opportunities for employees at all levels of the 

organization. 
• Supervision 

o Employs a professional, knowledgeable staff. 
o Maintains a healthy and productive organizational culture. 
o Employees are recognized for best practices in the industry. 
o Employees have training and professional growth opportunities within the organization 
o Encourages teamwork, innovation, and effective problem solving among the staff 

members. 
o Institutes in employees a culture that is focused on customer service and responsible 

stewardship. 
• Fiscal Management 

o Prepares a balanced budget to provide services at a level directed by the Board. 
o Makes the best possible use of available funds, conscious of the need to operate the 

County efficiently and effectively. 
o Prepared budget is in an intelligent but readable format. 
o Possesses awareness of the importance of financial planning and control. 
o Appropriately monitors and manages the fiscal activities of the organization. 

• Community 
o Engages with community partners on local initiatives. 
o Avoids unnecessary controversy. 
o Respected as a community leader. 
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