STATEMENT OF WORK 918-66/12 

REQUEST FOR PROPOSAL

FOR A COMPENSATION ANALYSIS STUDY OF ALL EXEMPT POSITIONS

OF THE VILLAGE OF SKOKIE

 

I. Background - Village of Skokie, Illinois

 

The Village of Skokie, Illinois is located in Cook County and is a full service municipality. It is situated on the north border of the City of Chicago, flanked by the City of Evanston to the east and the Villages of Niles and Morton Grove to the west. The Village has a population of 60,000 and is among the ten largest communities in the Chicago SMSA. Skokie is a diverse community in population and economic makeup. It features a strong industrial base as well as a major regional shopping center.

 

II. Governmental Structure

 

The Village operates under the Council-Manager form of government. A mayor and six trustees make up the Village's governing body. The community is committed to a high level of services and an economic redevelopment. Aside from the Manager's Office, eight departments provide these services. These include Building, Finance, Fire, Health, Legal, Planning, Police and Public Works/Engineering. The work force consists of approximately 435 full-time employees and 55 part-time employees in 105 job classifications. The Village employs approximately 40 seasonal employees during the summer months. There are two bargaining units representing non-supervisory employees in each of the Public Safety Departments.

 

III. Purpose

 

It has been a number of years since the classification and pay relationship between positions within the Village have been reviewed. The market value of positions can be determined by wage surveys. However, many positions are unique or a blend of other common positions and a wage survey may not reflect their fair level of compensation. Because the Village does not have sufficient staff resources to undertake the analysis desired in a timely fashion, the Village is seeking the assistance of a qualified vendor.

 

IV. Objective

 

It is the desire of the Village to enter into a contract with a vendor that includes, at a minimum, the key provisions of a successful request for proposal and may, if applicable, include additional terms and conditions.

 

V. Scope of Analysis

 

The Village of Skokie is seeking proposals from a qualified provider to undertake a compensation analysis of all exempt positions. This shall include the level of compensation, the internal relationship of positions and the structure of the pay plan. Incidental to this analysis and where appropriate, benefit features may be reviewed. The exempt work force of the Village comprises approximately 80 employees in 45 job classifications (see attached listing). The project must be completed by February 15, 1997. The vendor selected will be required to demonstrate experience in completing projects of this nature.

 

VI. Anticipated Tasks -- Phase I

Phase I of the project involves the analysis of the current compensation for existing exempt positions within the Village. This review is to identify and resolve any internal and/or external salary, benefit or other inequities that may exist. If alternative pay structures are to be recommended, their form, methods of implementation and maintenance should be provided. It is anticipated that the project will include the following tasks:

 

1) Review of the current compensation plan.

 

2) Meet with directors, mid-level management, supervisors and exempt staff, as necessary, to clarify duties, responsibilities and qualifications associated with individual jobs.

 

3) Determine if the current assigned levels of compensation are appropriate for the responsibilities assigned a position vis-a-vis other positions within the organization.

 

4) Based on ascertained data, review the level of compensation vis-a-vis the area municipal market for base salary compensation, other compensation or benefit features.

 

5) Recommend an alternative compensation schedule(s) for part or all of the exempt positions. If alternative schedules are proposed, describe the transition of existing personnel from the current to the proposed system, the frequency and timing of increases, the use of incentives, relationship between pay increases and performance evaluations and the inclusion of future new employees.

 

NOTE: If a proposed compensation alternative includes a merit-based component, then a supporting performance evaluation process for management personnel needs to be recommended. This shall include the process, format and procedural manual.

 

6) Prepare an updated or revised compensation plan or series of plans for exempt management positions. The final report shall describe these revisions, their rationale, and initial implementation costs.

7) Prepare an estimate of the projected budgetary impact resulting from the 

implementation of any Phase I compensation recommendations for a three (3) year 

period. 

8) Present and discuss the draft report with the Village Manager and a project coordinator.

 

9) Provide 12 copies of the final report incorporating items 1 through 7 above by February 15, 1997.

 

VII. Anticipated Tasks -- Phase II

Contingent upon the successful performance of Phase I, as determined by the Village, the 

Village may retain the successful consultant to provide assistance in the implementation of

Phase I recommendations. The consultant shall meet with a committee of Village officials

to mutually determine the scope for the implementation plan. In general, it is currently

envisioned that the following tasks will be associated with this phase of the project:

1) The consultant shall prepare a specific action plan which shall include a

specific implementation schedule for phase I recommendations.

 

2) The consultant shall provide ongoing guidance to Village officials relating to

compensation plan policies and procedures, and shall provide on-site

assistance, and off-site "troubleshooting" during the implementation period.

 

3) The consultant shall provide the Village with a written procedural manual,

which shall outline policies for ongoing administration of the recommended

compensation policy.

VIII. Cost of the Study

 

The project should be quoted as "not to exceed" broken down at least into the following categories:

Phase I

• Provide a cost for the review and revisions to the compensation plan.

 

• Provide the cost of review and preparation of the final report.

 

• Provide the cost of any other reimbursable general expenses

 

Phase II

• Provide an hourly retainer rate for phase II operations.

 

• Provide the cost of any other reimbursable general expenses.

 

The following terms and conditions will be observed:

 

1) All prices and costs submitted by the vendor shall remain firm and valued for a 90-day period following the date of opening.

 

2) Each proposal shall meet or exceed all specifications in the RFP.

 

3) The Village of Skokie reserves the right to reject any and all proposals.

 

4) The Village reserves the right to enter into further negotiations with the vendor ultimately selected.

5) The successful vendor shall meet the following insurance requirements:

 

• Property Damage Limits $1,000,000

• Comprehensive Liability Limits

Per Occurrence $1,000,000

Per Person $1,000,000

 

• Worker's Compensation - Statutory limits as required by the State of Illinois

 

IX. Submittal of Proposal

 

The Village will thoroughly evaluate all sealed proposals submitted in a timely fashion. All

proposals shall be received in the Purchasing Office on the closing date of the proposal, at time shown place shown on the cover page of this proposal. Facsimile transmissions will

not be accepted.

 

Three complete copies of your proposal clearly marked Village of Skokie Compensation Analysis Proposal should submitted to the Purchasing Office Office no later than 4:30 p.m. on Friday, October 11, 1996.

 

Questions concerning this project should be directed to:

Mr Keith K. Glatz, CPPO, Purchasing Agent (847) 933-8240 (Contractual).

Mr. James Aydt, Director of Personnel (847) 933-8212 (Technical).

