(Proposed) TOWN MANAGER RECRUITMENT PROCESS

1. HR - Review and update job description. 
2. Town Council - Review job description and recommend changes, if any.
3. HR - Develop candidate profile from job description and council recommendations.
4. Council appoints Council Recruitment Committee to oversee the process, to include the Mayor and Vice Mayor.
5. [bookmark: _GoBack]Identify Search Firm to recruit candidates externally.
6. HR/Executive Search firm develop a timeline and recruitment, selection and interview procedures.
7. Post job opening inhouse.
8. HR prescreen applications and make recommendation to the Council Recruitment Committee.
9. Council Recruitment Committee selects (1-10) candidates to the Council for review.
10. Council identifies (1-5) candidates for final consideration.
11. HR and Executive Research firm will schedule (1-5) best candidates for interview and other work-related investigations.
12. Key staff members interview candidates and make recommendation to Council.
13. Council makes decision on first and second choice candidates.
14. Council Recruitment Committee makes a conditional job offer and negotiates salary and benefits.
15. Employment package is presented to Council for final decision.
16. Based on education, training and experience a start date is set and training program developed. 
      17.New Town Manager reports aboard.








