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Request for Proposal 
 

City Administrator 
 Recruitment Services 

 

Municipal Complex 
311 Burton Hill Road 

Westworth Village, TX 76114 
cityofwestworth.com 

Release Date:  March 11, 2020  Due Date: April 6, 2020 by 5pm 
 

 
The City of Westworth Village, Texas invites proposals from experienced executive search consulting firms to assist the City 
with conducting a search that will lead to the selection of a new City Administrator. 
 
DELIVERY INSTRUCTIONS 
Ten hard copies and one electronic copy of the proposal must be mailed, or hand delivered to the delivery address listed 
below no later than the deadline. All proposals must be sealed in an opaque envelope and clearly marked “City 
Administrator Search Firm.” The official clock for submissions is located at City Hall (address listed below). Vendors accept 
all risks of late delivery of mailed proposals regardless of fault. Proposals received by the City after the posted deadline will 
not be considered for selection.  Faxed or emailed proposals will be rejected.   
 
RFP Delivery Address:  

City of Westworth Village 
Re: City Administrator Search Firm 
311 Burton Hill Road 
Westworth Village, TX 76114 
ATTN:  Brandy Barrett, City Secretary 

 
 
BACKGROUND  
The City of Westworth Village was incorporated in 1941 and operates as a Type A General Law City under the Texas Local 
Government Code. The City Council is comprised of a Mayor and 5 council members, elected at large by the citizens of 
Westworth Village.  The Council is supported by several advisory boards, committees and commissions.  The Council 
appoints a full-time City Administrator. 
 
The City has a population of 3000, located in western Tarrant County.  Westworth Village is uniquely diverse with a 
developing business district along State Highway 183, established and newly built residential areas, municipal golf course, 
private country club and golf course, apartment living, and shared boundaries with the Naval Air Station Joint Reserve 
Base.  We are a short 10-minute drive from downtown Fort Worth and strategically connected to the TRWD trails.  We 
have a strong financial foundation and have properly planned for future growth, including recently receiving a $2M grant 
for the development of a trails system, and several new housing developments are under construction.  There are 
approximately 55 full time positions providing a full range of municipal services including: 

• Police protection 
• Fire protection (contracted through the City of Fort Worth) 
• Parks and Recreation 
• Public Works (Water, Sewer, Streets, Maintenance) 
• Westworth Redevelopment Authority 
• General Administrative Services 

 
The City of Westworth Village offers a competitive and comprehensive benefits package. TMRS retirement at 7% employee 
contribution with 2 to 1 city match.  Employee medical insurance, basic life, AD&D, Short- and Long-Term disability and 
employee assistance program paid 100% by the City.  Employees are given the opportunity purchase spouse, child, and 
family medical coverage along with additional life insurance, dental, and vision plans through pre-tax payroll deduction.   
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Vacation, sick, and holiday time are provided in accordance with the employee handbook.  The City is very proactive with 
education and maintaining certification and licensure by offering tuition reimbursement and paying for ongoing CEUs and 
testing. 
 
 
SCOPE OF WORK 
(This preliminary scope of work is presented as a reference. The selected consultant will work with the City to develop the final scope of 
work.) 
 

The City is seeking a search firm to conduct statewide/regional recruitment for the position of City Administrator. The 
search should yield the broadest possible pool of highly qualified candidates meeting the City’s and community’s needs 
for this position. The search firm’s tasks include, but not be limited to: 
 

1. Develop a candidate profile, in conjunction with the Mayor and other key individuals selected by the City that 
addresses the education, training, leadership qualities, management style and other attributes that are desirable 
for the City Administrator position. 
 

2. Review the job requirements and ensure that the description of the duties and responsibilities is accurate, clear and 
complete. 
 

3. Translate the requirements into a detailed recruitment brochure. 
 

4. Assist with the involvement of other key stakeholders in the process, including residents. 
 

5. Conduct a search that includes the appropriate recruiting activities (targeted mailings, selected advertising, 
networking and direct inquiries, and use of consultant’s knowledge of candidates from other searches). 
 

6. Assist the City in screening the initial pool of applicants to an appropriate number of semi- finalists. Provide the 
summary reports on all semi-finalists and respond to questions. 
 

7. Work with the City to narrow the semi-finalist group to finalist candidates, determine an appropriate interview 
process, and discuss preliminary terms of employment. 
 

8. Conduct in-depth interviews, detailed background investigations, and verify references and credentials of finalists. 
Prepare a detailed report on each finalist. Assist the City with their selected candidate interviews. 
 

9. Represent the City’s interests and advise the City on salary, benefits and other terms of the prospective employment 
arrangements (such as relocation and housing allowances), with the goal of negotiating employment arrangements 
that results in appointment of the City’s chosen candidate. 

 
 
MINIMUM PROPOSAL REQUIREMENTS 
 

1. Executive Summary: Summarize your proposal and include your firm’s contact information. 
 

2. Methodology: Explain how your firm would approach the process, including estimated timelines, your candidate 
vetting process, and how you would involve stakeholders and work together with the Mayor and City Council towards 
final appointment of the successful candidate.  Include key milestones, deliverables, and meetings with the City during 
the recruitment. 

 

3. Pricing: Provide information on your firm’s proposed fee schedule. 
 

4. Qualifications: Identify the individual you propose to assign as project manager and all members of the project team. 
Include a resume and/or statement of qualifications for each member. 

 

5. Experience: Please provide specific examples of a minimum of 3 recent City Administrator/Manager searches, 
preferably in cities of similar size as Westworth Village. Include jurisdiction contact information and the total cost (i.e. 
fees plus all other billables or reimbursable expenses) of each search. 
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6. References: Include a list of references, with contact information, of at least 4 clients who can verify your firm’s ability 
to provide the scope of services requested. References from Mayors in cities of similar size who have recently hired 
City Administrators/Managers are strongly preferred. 

 

7. Work Samples: Please include samples of recruiting specifications, community profiles, recruitment brochures, invitee 
letters, announcements, etc. 

 

8. Contract Sample: Please include an example of your firm’s standard contract/agreement.  
 

9. Guarantees: Please include an explanation of your firm’s guarantees: (1) if the selected candidate resigns or is 
terminated, or (2) if a candidate is not selected for hire at the conclusion of the recruitment, or (3) if the search must 
be extended due to loss of candidates from the interview pool. 

 
The Proposal should not exceed 20 pages (10 double-sided sheets of paper). The front cover, back cover, and work samples 
and contract samples may be in addition to the 20-page limit.  All costs for developing proposals in response to this RFP are 
the obligation of the firm/consultant and are not chargeable to the City. 
 
 
SELECTION CRITERIA 
 
Proposals will be evaluated based on the following criteria: 
 

Evaluation Criteria Weight 

Staff expertise and overall qualifications of personnel assigned to the work. 15 

Thoroughness and understanding of the tasks to be completed. Overall content quality 

and responsiveness to RFQ requirements. 

 
25 

Background and experience with similar projects. 30 

Cost 30 

Total 100 

 
 
SCHEDULE 
 
The following is an outline of the selection procedure and a tentative time schedule: 
 

EVENT DATE 

Release RFP March 11, 2020 

Questions due March 30, 2020 

Deadline for submission of proposals April 6, 2020 by 5:00pm 

Proposal evaluation complete April 14, 2020 

City interviews short-listed vendors* Optional if needed TBD 
 
*The City reserves the right to select a firm from submitted proposals alone. 
  
 
DISCRETION AND LIABILITY WAIVER 
The City of Westworth Village reserves the right obtain supplementary information as may be necessary for the City to 
analyze the proposals pursuant to the consultant selection criteria listed above.  The City reserves the right to reject any 
quote for good cause or upon finding that it is in the public interest to do so. The consultant, by submitting a response to 
this RFP, waives all right to protest or seek any legal remedies whatsoever regarding any aspect of this RFP. 
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CONTACTS 
All communication concerning this RFP should be directed in writing to the RFP Coordinator listed below. Any oral 
communications will be considered unofficial and non-binding on the City. 
 
Brandy Barrett 
City Secretary 
City of Westworth Village, 311 Burton Hill Road, Westworth Village, TX 76114 
Phone: (817) 710-2526 
Email:  bbarrett@cityofwestworth.com 
 
Questions regarding this RFP must be received by the date listed in the “Schedule” section of this RFP. Answers to 
questions received by this date will be posted on the City’s website under:  http://cityofwestworth.com/bids 

mailto:MSugg@Sammamish.us
http://cityofwestworth.com/bids

