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Exhibit "A" 
 

to the Agreement 
 

Between 
 

Broward County 
 

and 
 

Alliance Resource Consulting, LLC 
 

for 
 

Executive Search Professional Services 
RLI No. R0709109R1 

 
 SCOPE OF SERVICES 
 

Upon CONSULTANT’s receipt of a Purchase Order from the Contract Administrator, 
CONSULTANT shall perform the services identified below for each recruitment consistent with 
the number of week(s) indicated below, unless otherwise modified as described herein: 
 
     Week(s) Task 
 

1 Meet with appropriate County staff to gather background 
information. 

 
2-3 Develop and obtain approval from the Contract Administrator for 

the Recruitment Profile; develop a list of potential candidates to 
review; and prepare and place advertisements, if desired. 

 
4-6 Actively recruit potential candidates by soliciting, receiving, and 

acknowledging resumes. 
 

7 Evaluate resumes and gather supplemental information. 
 

8 Submit to the Contract Administrator the Report on Leading 
Candidates and the List of Leading Candidates and speak with the 
Contract Administrator to review leading candidates. 

 
9-10 Verify candidates' degrees and certifications; conduct reference 

checks; and interview best qualified candidates. 
 

11 Submit Final Report and initiate the interview process with the 
Contract Administrator. 

 
Post-11 Following interviews, conduct supplemental reference checks; 

conduct credit, criminal, civil litigation, and motor vehicle records 
checks; and assist the Contract Administrator with negotiations. 

 
NOTE: Depending on the circumstances surrounding a particular executive search, the 
foregoing list of executive search services and the associated time frames may be 
modified by the mutual agreement of the CONSULTANT and the Contract Administrator.  
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1. ORGANIZATION AND POSITION ANALYSIS 
 

CONSULTANT shall interview appropriate COUNTY staff to determine their views about 
the position and their concerns regarding desirable training, experience, and other 
pertinent qualifications of prospective candidates.  CONSULTANT shall also gather and 
review relevant information about Broward County, such as applicable budgets and 
organization charts.  CONSULTANT'S findings shall be summarized and a Recruitment 
Profile with the desired qualifications shall be presented to the Contract Administrator for 
approval.  The Recruitment Profile shall be sent to potential candidates and shall include 
information about Broward County government, the position, and any other criteria 
established by COUNTY. 

 
2. RECRUITMENT 
 

After the Contract Administrator approves the Recruitment Profile, CONSULTANT shall 
actively seek individuals with superior qualifications consistent with the County’s 
requirements and invite and encourage such individuals' interest and participation.  
CONSULTANT shall place announcements in professional journals and shall rely on its 
own experience, contacts, and file data for the identification of potential candidates.  
Consistent with COUNTY's Equal Employment Opportunity policies, CONSULTANT 
shall seek out the assistance of organizations representing the County's diverse 
population.  CONSULTANT shall not discriminate against any applicant for employment 
on the basis of race, religion, creed, age, color, marital status, sex, sexual orientation, 
gender identity and expression, pregnancy, political affiliation, disability, medical 
condition, veteran status, or national origin. 

 
3. PRELIMINARY SCREENING 
 

CONSULTANT shall review, acknowledge, and evaluate all resumes received.  
Preliminary screening shall be based upon criteria contained in the Recruitment Profile, 
information contained in the resumes submitted to CONSULTANT, and 
CONSULTANT'S knowledge of the people and organizations with which the candidates 
work or are employed.  CONSULTANT shall conduct telephone interviews with the 
candidates whose qualifications appear to most closely match the County's criteria to 
gain a better understanding of the candidates' backgrounds. 

 
4. CANDIDATE EVALUATION 
 

Thereafter, CONSULTANT shall interview those candidates whose qualifications most 
closely match the criteria established by the COUNTY.  CONSULTANT shall examine 
the candidates' qualifications and achievements in relation to the selection criteria.  
CONSULTANT shall also verify degrees and certifications, and gather newspaper 
articles and any other information, if applicable and available, about the candidates (e.g., 
via the Internet).  As part of CONSULTANT's process in evaluating candidates, 
CONSULTANT shall speak directly with individuals who are, or have been, in a position 
to evaluate the candidate's performance on the job.  Based on the reference checks and 
evaluations, CONSULTANT shall provide the COUNTY with a frank, objective appraisal 
of each candidate (Report on Leading Candidates and the List of Leading Candidates). 
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5. FINAL REPORTING 
 

CONSULTANT shall prepare a detailed report and evaluation on each candidate most 
nearly meeting the COUNTY's specifications.  The candidates shall not be ranked. 

 
6. SPECIAL ASSISTANCE 
 

Upon request by the Contract Administrator, CONSULTANT shall provide the following 
support services: 

 
A. Prior to interviews, suggest interviewing and selection tips, and interview 

questions, and rating forms; 
 

B. Conduct a "briefing session" immediately preceding the interviews, and assist in 
a "debriefing" immediately following the interviews; 

 
C. Arrange the schedule of interviews and associated logistics for final candidates; 

 
D. Advise the Contract Administrator on starting salary, fringe benefits, relocation 

trends, and employment packages; 
 

E. Act as liaison between the Contract Administrator and the candidate in a 
discussion of offers and counter-offers; 

 
F. Conduct a final round of reference checks with current employers (if not 

previously done for reasons of confidentiality); 
 

G. Notify unsuccessful candidates who were not recommended for interview of the 
COUNTY's decision; and 

 
H. Conduct credit, criminal, civil litigation, and motor vehicle record checks through 

an outside service on all finalists before an interview is scheduled. 
 
7. COMPENSATION SCHEDULE 
 

Upon COUNTY's acceptance of the following services after completion by 
CONSULTANT, CONSULTANT shall be paid in the following manner: 

 
A.        Recruitment Profile 1/3 of the agreed fee 

 
B. List of Leading Candidates and Report 
 on Leading Candidates    1/3 of the agreed fee 

 
C. Final Report (Item 5) and Special 

Assistance (Item 6) 1/3 of the agreed fee 
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