PUBLIC NOTICE
GILA COUNTY REQUEST FOR PROPOSALS (RFP) NO. 012313
EMPLOYEE CLASSIFICATION AND COMPENSATION STUDY FOR GILA COUNTY

PUBLIC NOTICE IS HEREBY GIVEN that proposals will be received by the Gila County Human
Resources Department for an employee classification and compensation study for Gila County.

The goal of the Gila County Classification and Compensation Study is to utilize an inclusive and
transparent methodology to establish a classification and compensation structure that is consistent
and fair in internal equity and external parity and is easy to administer over time. We wish to enhance
Gila County’s ability to attract, motivate, and retain quality employees to efficiently and cost-
effectively deliver services and programs to the citizens of Gila County.

SUBMITTAL DUE DATE: 4:30 P.M., Arizona Time (MST), Tuesday, March 12, 2013

RETURN PROPOSAL TO: GILA COUNTY HUMAN RESOURCES DEPARTMENT
GUERRERO BUILDING
1400 EAST ASH STREET
GLOBE, ARIZONA 85501

Interested Proposers may obtain a copy of this Request For Proposals from Birdie DeNero at the
Human Resources Department, Guerrero Building, 1400 E. Ash St., Globe, Arizona 85501, by phone at

928.402.8722, by email at bdenero@gilacountyaz.gov or on the Gila County website Finance
Department at http://www.gilacountyaz.gov/government/finance/procurement/current bids.php.

Proposals received by the correct time and date will be opened and recorded thereafter in the Human
Resources Department’s office or other site, which may be designated. Any proposals received later
than the date and time specified above will be returned unopened. Late proposals shall not be

considered.

Proposals shall be mailed or hand delivered to the attention of Birdie DeNero, Human Resources
Director, Guerrero Building, 1400 E. Ash St., Globe, AZ, 85501. All proposals submitted must be in a
sealed envelope and contain the RFP number and proposal title on the outside of the sealed envelope
and be referenced on the submitted proposal.

The Board of Supervisors reserves the right to reject any or all proposals, or to accept any proposal, or
to waive any informality in any proposal, or to withhold the award if deemed in the best interest of

Gila County.

All procurement activities conducted by Gila County are in conformance with the rules and regulations
of the Gila County Procurement Code. A copy of the Code is available for review in the Finance
Department, Globe, AZ.

Dated this 24™ day of January 2013.

Signed:

Jeannie Sgroi, Contracts Support Specialist



Gila County, Arizona

REQUEST FOR PROPOSALS

RFP 012313

Classification and Compensation Study

Proposals must be received by
4:30 pm Arizona time (MST), Tuesday, March 12, 2013

At

Gila County Human Resources Department
Guerrero Building
1400 E. Ash Street, Guerrero Building
Giobe, Arizona 85501

This RFP is available on the Gila County web site at:

www.gilacountyaz.gov

Abstract of RFP
Proposal Due Date: March 12, 2013
Desired Services: Employee classification and compensation study for Gila County
Contract Award Date: May 7, 2013
Eligibility: Consultants who have the required expertise and are available for

on-site work in Globe and Payson, Gila County, Arizona



Gila County, Arizona

REQUEST FOR PRO LS
RFP 12313

CLASSIFICATION AND COMPENSATION STUDY
BACKGROUND

The County

Gila County is a 4,795 square mile rural county in central Arizona with a current population of 53,597.
There are two major population centers in Gila County; one in mountainous pine country in the north
and one in the rolling ranching and mining country in the south. Major industries in the county are

copper mining, cattle ranching, timber and tourism. Please go to http://www.gilacountyaz.gov/ for a
complete picture of Gila County.

Administration

The three (3) member County Board of Supervisors, an Assessor, an Attorney, a Recorder, a School
Superintendent, a Sheriff, and a Treasurer comprise the Executive Branch of Gila County Government
and has oversight of their portion of the classification and compensation plan. A Presiding Superior
Court Judge, a Superior Court Judge, a Court Clerk, two Justices of the Peace and two Constables
comprise the Judicial Branch and has oversight of their portion of the plan. They are all elected to
provide leadership and direction in the provision of county services with a work force of approximately
650 employees. (Attachment A — Organizational Chart) All positions have written job descriptions. The
county has approximately 126 job classifications. (Attachment B — Compensation Job Title-Grade) The
pay plan has 90 pay grades with 17 steps in each grade. {Attachment C — Compensation Grade-Step
Finder} The most recent comprehensive classification and compensation study performed for the

County was in 2006.

Purpose
The goal of the Gila County Classification and Compensation Study is to utilize an inclusive and

transparent methodology to establish a classification and compensation structure that is consistent and
fair in internal equity and external parity and is easy to administer over time. We wish to enhance Gila
County’s ability to attract, motivate, and retain quality employees to efficiently and cost-effectively
deliver services and programs to the citizens of Gila County.

The objective of the Classification and Compensation Study is to provide a plan that: ensures positions
performing similar work with essentially the same level of complexity, responsibility, knowledge, skills
and abilities are classified together; recognizes the differences and similarities in positions irrespective
of the branch of government or whether it is an elected official’s office or an appointed department
head’s department; provides salaries commensurate with assigned duties; outfines promotional
opportunities and provides recognizable compensation growth; provides justifiable pay differential
between individual classes; recognizes differing work schedules and service needs; and continues to be
current with changes in the consumer price index and relevant labor markets.



Current Classification and Compensation Plan

Employees are currently classified and compensated through a pay grade system implemented in FY
2006/2007. Pay grades were generally established based upon requirements for experience and
education. Internal equity and external market considerations were also considered.

Reclassification requests and pay increase requests have been frozen for the last five (5) years. Prior to
that the Human Resources Department evaluated and adjusted classifications and pay range
assignments on a case-by-case basis, usually motivated by recruitment and/or retention difficulties or
employees working beyond the scope of their current classifications.

Prior to 2007, the County’s employees typically received across the board pay raises in accordance with
budgetary considerations. However, since 2007 the across the board pay increases, performance-based
pay increases, and merit-based pay increases have ceased.

The County’s Performance Appraisal System is not currently linked to performance pay increases.
Employees are evaluated based on a scale of 1 - 5 performance appraisal system that was implemented
in 2011. (Attachments D1 — Supervisory/Administrative and D2 — Core Employee Forms)

SCOPE OF SERVICES

The consultant shall develop a proposal for a classification and compensation plan that is fair, equitable,
and competitive with both public and private employers in the surrounding geographic market area
from which the County recruits, and is supportive of the County’s desire to be competitive with area
markets in order to attract, motivate, and retain quality employees. The criteria used to determine
competitiveness may vary depending upon the specific position.

Study Methodolo,

1) Create for County review and approval an employee interview instrument (Ell) which may
include a position description questionnaire (PDQ) to assist in the updating of existing job
descriptions.

2) Develop for County review and approval a list of comparable private and public employers to be
used in the salary survey.

3) Perform a salary survey including base pay, benefits and any variable pay utilizing the approved
list of comparable employers.

4) Describe your proposed process to evaluate current pay grades considering issues such as:
number of pay grades; proposed additions, deletions, and/or consolidations; broad-banding if
deemed appropriate; and, appropriate spread between minimum and maximum of pay grades.

5) Describe your proposed process for communications with managers, supervisors, and
employees during each step of the study. Include meetings with, and presentations tc,
employees and County elected officials, department directors and Human Resources
departmental staff. Include your recommended procedure for employees who may want to
make inquiries into your recommendations.



6)

7)

Describe your proposed on-site interactions with County employees during the data collection
and review phase of the study; explain how you will involve all employees in the job analysis
phase of the project in one manner or another, i.e. small groups, large groups, or one on one.

Describe your proposal for a minimum number and type of presentations of the Classification
and Compensation Plan or portions thereof, to the Countywide Leadership Group and/or the
Gila County Board of Supervisors.

Study Deliverables

1)

2)

3)

4)

5)

6)

7)

8)

9)

Develop a classification plan that facilitates ongoing compensation analysis and reporting based
on similarly-situated employees, similar skills, qualifications, responsibilities, certification,
licenses or degrees and pay, using job family groupings and EEO job categories that compare
with EEOC guidelines for government employers.

Recommend appropriate classification and pay grade assignments for all positions based upon
internal county-wide equity and external parity.

Recommend a position titling structure (including supervisory/management) which defines
consistent levels of responsibility across the organization.

Recommend criteria and propose a process for the assignment of exempt and non-exempt
status in accordance with the Fair Labor Standards Act (FLSA).

Recommend an appropriate number of job descriptions and assist Gila County in updating and
re-writing all job descriptions. Include wording/language consistent with Americans with
Disabilities Act (ADA) requirements.

Propose a policy and procedure to address employees whose base pay exceeds the maximum of
their pay range, if necessary.

Recommend alternative methods of implementing the new classification and compensation plan
including placing all employees within the new plan. Provide the advantages, disadvantages, and
the cost of each alternative.

Recommend classification and pay administration practices to include consideration of pay for
performance and skill-based pay which may be suitable for specific classifications that support
our recruitment and retention efforts.

Recommend pay administration policies including but not limited to: movement through grades,
adjustments within pay grades, adjustments for additional duties {temporary or permanent),
reclassifications, promotions, transfers, demotions, career ladders, etc.

10) Provide a manual (electronic) of instructions and training materials; provide actual training to

Human Resources staff to administer the proposed classification and compensation system; if
necessary, indicate technology required and the availability of software for that purpose.



11) Provide a process for on-going plan administration after implementation which will maintain the
integrity of the plan. Include recommendations on annual pay grade market or cost of living
adjustments.

The consultant may propose additional or alternative tasks deemed necessary to complete the above.

PROPOSAL INSTRUCTIONS

The Consultant, and any sub-consultants or sub-contractors, must present satisfactory evidence to the
County indicating their ability to meet the scope of work detailed above within a reasonable time frame
as determined jointly by the consultant and the County.

One unbound original and ten bound copies of the proposal must be received by Gila County Human
Resources Department, Guerrero Building, 1400 E. Ash Street, Globe, AZ 85501 no later than 4:30 pm
Arizona time (MST), on Tuesday March 12, 2013. Be sure to indicate Class & Comp Study, RFP number,
and due date on the outside of the submittal envelope.

The desired maximum length of the response to the sections below is twenty {20} pages. In addition,
proposals may include attachments as appropriate (resumes, methodology documents, deliverable
documents).

Clarity and economy of writing and presentation style will influence evaluation of the proposal.

After a consultant has been selected by the Consultant Selection Committee, Gila County expects to
negotiate the details of work to be performed, rather than simply accept the proposal as written and
incorporate it into the contract. A contract will be negotiated with the successful proposer and approved
by the Board of Supervisors.

If negotiations fail for any reason, Gila County may choose to negotiate with others to obtain an
appropriate contract for the needed services. Gila County is free to reject all proposals and not issue a
contract at this time.

Gila County will not reimburse any and all proposers, whether selected or not, for work and material
required to submit a proposal in response to this Request For Proposais.

Proposal Format
1) Cover Letter
2) Table of Contents
3) Sections
» Section A — Introduction
This section will contain information about the consultant’s experience and background. Please

include complete information regarding experience with this type of service, number of years,
specific Arizona experience, number of emplovees, etc.



e Section B —Qualifications

This section will contain qualifications of the consultant’s personnel. Please identify by name and
title and submit resumes of the personnel who will be assigned to this study. These key personnel
may not be changed without the County’s approval.

e Section C—References
This section will contain three (3) to five (5) public agency references including contact person,
phone number, address, description of service performed, and date of service included.

e Section D - Methodology

This section will address each of the seven (7) items listed in the Study Methodology portion of this
RFP. Please include any sample documents such as: questionnaires, surveys, sample comparators, or
other proposed methodology materials.

e Section E - Deliverables

This section will address each of the eleven (11} items listed in the Study Deliverables portion of this
RFP. Please include any sample documents such as: classification plans, titling structures,
implementation methods or administration procedures.

e Section F —Timetable/Work Plan
This section will outline the proposed time table required for the Study Methodologies and Study
Deliverables to be completed and implemented once notification to proceed has been issued. This

section may logically be presented as Phases of the Study.

e Section G — Costs for Services

This section will outline the proposed cost for each, or logical groupings, of the Study Methodologies
and the Study Deliverables. The cost proposal will be presented as Phases consistent with the
Timetable/Work Plan above. At the end of each Phase, Gila County will have the option to continue
to the next phase. At that time, the contractor will be asked to present a detailed budget for

consideration by the county.
MISCELLANEOUS
Point of contact:

Don E. McDaniel, County Manager
1400 E. Ash Street

Globe, AZ 85501

Phone - 928.425.3231

Email — dmcdaniel@gilacountyaz.gov

Questions and Clarifications:

Gila County is providing an “Open Question” stage in the process to respond to ali questions
regarding this RFP. Please refer to the Schedule beiow for the specific dates of the beginning and
ending of this stage. All questions must be received in writing {(email ok) by Don McDaniel
(above)during this stage and will be answered at the close of the Open Question stage by



aggregating the questions and providing all of the questions and answers to all of the proposers
without identifying the questioners. If you have no questions but would like to have the advantage
of seeing all of the questions and answers, please furnish Gila County with a written “Intent To
Submit” letter before the end date of the Open Question stage.

Public Disclosure:

All materials submitted in response to this RFP shall remain confidential until a contract has been
awarded. Thereafter, the proposals and all attachments shall be public records.

Evaluation Factors: (in no particular order)

Responsiveness to RFP :
Reasonableness and flexibility of contractual arrangement;

Quality of technical proposal

Cost to perform the study

Willingness and demonstrated ability to work with Gila County staff and employees

Writing and presentation skills
Qualifications and experience
References

Anticipated Schedule:

Board of Supervisors approves RFP and authorizes its release — January 22, 2013

Release and Advertising stage in the process — January 22" until February 22

Open Question stage in the process — January 22™ until February 22™ at 5:00 pm MST

Deadline for receipt of proposals — Tuesday, March 12, 2013 at 4:30 pm MST

Finalists interviewed by the Consultant Selection Committee(CSC) — March 18th thru March 25"
Selected Consultant and ‘County to develop contract March 29" thru April 15%

Contract legal review March 28* thru April 22™

CSC presents recommended proposal to County Leadership Group — April 11™

Board of Supervisors approves contract — May 7, 2013 '

® @ @ & % ® @ @ @

Attachments:

A-Gila County Organizational Chart

B-Compensation Job Title-Grade

C-Compensation Grade-Step Finder
D1-Supervisory/Administrative Performance Appraisal Form
D2-Core Employee Performance Appraisal Form
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Compensation Job Title-Grade

ATTACHMENT "B"

Grade -Job Title
Administrative Clerk
Teen Court Secretary
Custodian
11 Custodian Lead
12 Administrative Clerk
12 Animal Control Worker
14 Administrative Clerk
14 Automotive Service Worker
14 Child Support Case Manager
15 Recorders Clerk
15 Solid Waste Service Worker
16 Administrative Clerk
16 Treasurer Svcs. Assistant
17 Accounting Clerk
17 Comm Health Assist
18 Administrative Clerk Senior
18 Assessor's Aide
18 Building Safety Assistant
18 Road Maintenance Worker
19 Animal Reg. Enf. Officer
19 Housing Services Assist
19 Recorders Clerk Senior
20 Public Fiduciary Assistant
20 Solid Waste Oper. Worker
21 Accounting Clerk
21 Accounting Clerk Senior
21 Accounting Clerk Specialist
21 Automotive Service Worker Senior
21 Bailiff (PT20)
21 Community Services Worker
21 Justice Court Clerk Assoc
21 Treasurer Svcs. Specialist
22 Constable Clerk
22 Voter Outreach Assistant
23 Administrative Clerk Specialist
23 Appraisal Specialist
23 Bailiff/Interpreter
23 Housing Rehab Spec.
23 Personnel Assistant
23 Title Examiner
24 Bldg. & Grounds Maint. Wkr.
24 Road Maint./Equip. Operator
24 Solid Waste Oper. Wkr. Sr.
24 Voter Outreach Coordinator
25 Bldg. Maintenance Tech.
25 Inventory & Parts Specialist
25 Justice Court Clerk
26 Comm Health Assist Sr.
26 Library Assistant Senior




ATTACHMENT "B"

26 Payroll Specialist

26 Property Appraiser |

26 Public Agency Cts. Liaison
27 Accounting Clerk Specialist
27 Administrative Clerk Spec.
27 Animal Reg. Enf. Officer Sr.
27 Automotive Mechanic

27 Collections Officer

27 Legal Secretary

27 Lube Specialist

27 Personnel Assistant Senior
28 Administrative Assistant

28 Calendar Administrator

28 Court Clerk

28 Elections Specialist

28 Fiduciary Services Spec.

28 Rural Addressing Analyst

28 Vehicle & Equip. Mechanic
28 Welder Mechanic

29 911 Dispatcher

29 Career & Employment Spec.
29 Contracts Support Spec

29 Engineering Technician

29 Finance & Purchasing Spec
29 Juvenile Det. Officer (PT19)
29 Sheriff Records Supv.

30 Bldg. Safety inspector Senior U
30 Detention Officer

30 Detention Officer/Jail Intel.
30 Fleet/Fuel Info. Systems Analyst
30 Justice Court Clerk Senior
30 Juvenile Det. Officer

30 Probation Aide

30 Property Appraiser |

30 Road Maint./Equip. Op. Sr.
30 Social Sves. Case Manager
30 Teen Court Coordinator

31 Child Support Case Manager
31 Mapping Technician

31 Social Svcs. Case Mgr. Senior
32 Bldg. Maint. Tech. Senior
32 Community Health Asst. Coord
32 Office Supervisor

32 Recorders Office Supervisor
32 Treasurer Svcs. Supervisor
32 Veh. & Equip. Mechanic Sr.
33 Assoc. Jury Commissioner
33 Career & Emplymt Spec Sr
33 Child Support Services Lead
33 Court Admin. Assistant

33 Courtroom Clerk

33

Courtroom Clerk IVD




ATTACHMENT "B"

33 Engineering Tech. Senior
33 IT Admin. & Support Tech.
33 Legal Secretary Senior
34 Code Compliance Officer
34 Code Compliance Specialist
34 Deputy Constable
34 Diversion Officer
34 HIV Program Coord.
34 |Property Appraiser Il
34 Surveillance Officer
34 Victim Witness Advocate
34 Volunteer Coordinator
35 Administrative Services Manager
35 |BIdg. & Grounds Maint. Spec
35 Bldg. & Grounds Maint. Supv.
35 Bldg. Maintenance Tech. Lead
35 Bldg. Services Office Manager
35 Cert. Medical Assistant
35 Deputy Clerk of the Board
35 Environmenta/Planning Tech
35 Environmental Health Spec.
35 Exec. Admin. Assistant
35 Judicial Assistant
35 Justice Court Lead
35 Legal Secretary Lead
35 Medical Assistant
35 Supervisor's Staff Specialist
35 Transportation Data Analyst
36 Accountant
36 Animal Reg. Enforcement Mgr.
36 Comm. Disease Specialist
36 Deputy Sheriff Recruit
36 Fiscal Administrator
36 Health Programs Coordinator
36 Health Programs Manager
36 Staff Nutritionist
36 Telecom Budget Analyst

36 Veh. & Equip. Mechanic Lead
37 Bldg. Safety Inspector Senior
37 CAP Program Manager
37 Child Support Services Supv.
37 Court Services Supervisor
37 Deputy Probation Officer 1 (U)
37 GEST Program Manager
37 Map Project Coordinator
37 Office Manager -
38 911 Dispatcher
38 Court Caseflow Manager
38 Detention Officer Sgt.
38 Engineering Technician Lead
38 Materials Tester/Safety Rep.
38 Solid Waste Oper. Supv.




ATTACHMENT "B"

38 Surveyor/Floodplain Coordinator
39 Bldg. Maintenance Supv.
39 Code Enforcement Supervisor
39 Env. Health Specialist Senior
39 Environmental Eng. Spec.
39 IT Admin. & Support Senior
39 Juvenile Det. Shift Supervisor
39 Office Manager County Atty.
39 Property Appraiser lll Lead
39 Veh. & Equip. Maint. Supv.
40 Business Serv Rep/1 stop Mgr
40 Court Case Mgmt Sys Trainer
40 Court Sves. Business Mgr.
40 Deputy REPAC Program Mgr.
40 Div. Program Administrator
40 EM Anlyt/P Hith Comm Sys Spec
40 Justice Court Operations Mgr.
40 Public Works Roads Supv.
40 Risk Management Analy.
41 Deputy Probation Officer 2
41 Engineering Tech. Senior
41 Management Analyst
41 Section 8 Housing Prog Adm
42 CASA/Foster Care Manager
42 Deputy Sheriff
42 Detective
42 Nutrition Services Manager
43 Bldg. Safety Specialist
43 Engineering Tech. Lead
43 Fleet & Equip. Maint. Supv.
44 Deputy Personnel Director
45 Accountant Senior
Chief Appraiser
Chief Deputy School Supt.
Chief Detective
County Surveyor

Environmental Health Mgr

Fiscal Services Manager

Housing Services Prog Mgr

Administrative Manager

Deputy Public Fiduciary

GIS Syst. Analyst Senior

IT Admin. & Support Spec.

Public Health Nurse

Regional Roads Manager

Sys & Network Comm. Analyst

REPAC Program Manager

Solid Waste Oper. Mgr.

WIA Program Coordinator

Assistant Chief Admin Officer

Assistant Finance Director

S B s SR B R B A R R R i E E R R

Chief Deputy Treasurer




ATTACHMENT "B"

48 Construction Project Manager
48 Court Reporter

48 Deputy Court Administrator

48 Elections Director

48 Purchasing Manager

48 WAN Manager

49 Chief Deputy Assessor

50 Deputy Probation Officer Supv.
50 Det. Officer (Lt)

50 Probation Admin. Specialist
50 'Probation Program Manager
51 Deputy Attorney Senior (under)
51 Deputy Building Official

51 Deputy Sheriff Sgt

51 Deputy Sheriff Sgt. SRO

52 Chief Deputy Clerk of Court
53 Chief Deputy Recorder

53 Facility Manager

53 Juv. Detention Facility Supv.
53 Manager - Comm. Services
53 Personnel Director

54 Health Svcs. Program Mgr.

54 Roads Shop Manager

55 Environmental Eng. Manager
55 Epidemiologist/Co-EM Dir P Hith EM Prep Mgr
55 Mgr. Det. Medical Svcs.

56 Attorney

56 Chief Deputy Clerk of Board
56 Deputy Attorney

56 Deputy Attorney Senior

56 Magr. Public Health Services
56 Public Fiduciary

58 Court Info. Systems Director
58 Deputy Dir./Chief Bldg. Official
58 Finance Director

60 Deputy Sheriff Lt.

61 Ch. Eng. Flood Ctl. District

61 Chief Deputy Prob. Officer

61 County Engineer

61 Dep. Dir./Pub. Wks./Eng

61 Deputy Dir Health & Comm Svcs
62 Director/Planner

63 Chief Admin. Officer

63 Deputy Attorney Principal

63 ' |Detention Commander

63 IT Director

63 Task Force Comm.

65 Undersheriff

66 Assistant County Mgr. (Org. Dev,)
66 Chief Probation Officer

66 Court Administrator




ATTACHMENT "B"

67 Chief Deputy Sheriff

67 Public Works Director

68 Dir. Health & Comm. Services
70 Chief Deputy Attorney

72 Deputy Cty Mgr/Cirk Brd

77 County Mgr
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