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Village of Islands

PLANTATION KEY     WINDLEY KEY     UPPER & LOWER MATECUMBE

Memorandum

To: Mayor and Village Council

From: Roget V. Bryan, Village Attorney
Mary Swaney, Assistant Village Manger

Date: May 25, 2016

Subject: Village Manager Search Information

At the May 12, 2016 Regular Village Council Meeting, the Village Council gave staff direction to
schedule a Special Call Village Council Meeting to discuss the search process for selection of a
new Village Manager. If the Council desires to move forward with a Village Manager search, a
number of items would need to be discussed during the Special Call meeting and Council
direction would need to be provided. To assist in the discussion and consideration of these items,
a document entitled Village Manager Search and Selection Tool is provided as Attachment A.

Key items to be considered include:

 Whether to (a) utilize the services of a consulting firm for the search or (b) to have Village
staff initiate the search process and have the Village Council establish an ad-hoc Evaluation
Committee to preliminarily evaluate applications and recommend a shortlist of candidates for
consideration by the Village Council.

o If option (a) is desired, it should be noted that in accordance with the Village’s
Purchasing Policies and Procedures, a competitive bidding process to engage the
services of a consulting firm would be required, thereby extending the potential
timeline of a search by at least six (6) to eight (8) weeks.

 Approval of a final form of an employment advertisement. For Council consideration, staff
has provided a draft employment advertisement and job description along with the
employment advertisements utilized by the Village in 2005 and 2007 as Attachment B. In
addition to approving the form of the ad, Council direction is needed regarding the following
items:

i. Scope of search (state-wide or nation-wide);
ii. Minimum qualifications (for inclusion in advertisement);

iii. Salary range (optional, whether to be included in advertisement); and
iv. Submittal deadline (for inclusion in advertisement).



 The methodology to reach a short list of candidates and ultimately select the top candidates
for the Village Council to interview would need to be determined. Should the Council choose
to establish a Village Manager Evaluation Committee, an appropriate resolution would be
drafted for Council consideration at the June 9, 2016 Regular Village Council Meeting.
Alternatively, the Village Council may choose to serve as its own evaluation committee and
thereby review all submitted applications, create short lists for discussion and schedule a
Special Call Village Council Meeting to select a finalist list of candidates to be interviewed.

A potential timeline for a Village Manager search is provided as Attachment C. The potential
timeline is provided for illustrative and discussion purposes and can be modified based on
direction of the Village Council. It should be noted that the potential timeline does not reflect the
additional six (6) to eight (8) weeks that would be necessary to engage the services of a
recruitment firm.

During the 2007 Village Manager search, the services of the “Range Rider Program” were
utilized to provide guidance and input on the process and selection of finalists. The program has
since continued on as the ICMA (International City/County Management Association) Senior
Advisor Program and there are potential services available to the Village through this ICMA
Program to similarly assist in the search process. However, in keeping with the high standard of
ethics adopted by the ICMA and Florida City and County Management Association (FCCMA),
representatives of the Senior Advisor Program will not engage with Village representatives unless
there is clear direction and consensus between the Village Council that the Village Manager is
either stepping down or otherwise leaving the position of Manager. A report regarding services
available through the ICMA Senior Advisor Program could be provided to Council at a future
meeting if so desired.
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Village Manger Search and Selection Tool

Completed by Councilmember _____________________________

Date ____________

Please indicate your preference/thoughts:

I. Type of Search:
a. Done on our own

b. Use a headhunter/consultant

c. A combination – consultant comes in toward the end of the process

II. Scope of Search:
a. Florida only

b. Nation-wide

III. Evaluation and Recommendations

a. Appoint a Committee

b. Council to conduct evaluation and selection process

IV. Salary/Employment Package:
a. Salary range ___________________________________________

b. Car Allowance ________________________________________

c. Housing Allowance _____________________________________

d. Pension _____________________________

e. Severance Package (# of weeks) ___________________________
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V. Criteria to be utilized as a basis for comparing resumes and selecting finalists

Please indicate importance (High, Medium, Low)

Relevant Education _____

Relevant Experience _____

Council Relations _____

Administrative Ability _____

Written and Oral Communication Skills _____

Budget/Finance/IT _____

Human Resources/Risk Mgmt/Benefits Admin _____

Labor Relations/Collective Bargaining _____

Community Relations _____

Intergovernmental Relations _____

Economic Development _____

Innovation/Major Achievements _____

Infrastructure _____

Other: _______________________________ _____

Other: _______________________________ _____

Please indicate specific education and other preferences such as minimum relevant
experience, specialized expertise, skills and or qualities:

Minimum Level of Education _______

Major Course(s) of Study __________________________________________________

Minimum years of relevant experience _______

Other:  _________________________________________________________________

Other: _________________________________________________________________



DRAFT Advertisement and Job Description for
Village Manager search for Village Council discussion

May 25, 2016

Village Manager, Islamorada, Village of Islands, FL (population 6,200). Located in the
beautiful Florida Keys, Islamorada is a tourism-oriented community an hour south of Miami
consisting of four islands spanning 18 linear miles with a land area of approximately 3,900 acres.
Known as the Sport Fishing Capital of the World, Islamorada is a popular vacation destination
enjoyed for its up-scale small-town atmosphere, scenic bay and ocean views, sunshine, boating,
fishing, locally owned restaurants, quaint shops and galleries. Total General Governmental Funds
Budget is approximately $25 million, with approximately 100 full-time employees. County
provides contracted police services.

Located within an Area of Critical State Concern, growth is limited, a 24-hour evacuation rule is
maintained and there is a strong focus on conservation of critical habitat. The Village recently
completed a Village-wide central wastewater collection and transmission capital project. The
primary challenges currently facing the Village are workforce and affordable housing, capital
project planning for stormwater improvements and acquisition of conservation lands.

Living in the Florida Keys is not for everyone. In many ways, Islamorada is a rural community:
Cultural activities are limited and many conveniences that people take for granted in other areas,
such as going to a shopping mall or “big box” store, are located more than an hour away.

The ideal candidate will have at least a Bachelor’s degree in management or related area and a
minimum of seven (7) years of increasing responsibility leading to senior level management,
including four (4) years working closely with municipal governments in a comparable community.
The individual must demonstrate a high level of administrative ability, exhibit innovative thought
and major achievements. Past performance must show expertise in management and an
understanding of state laws.

The Village Manager will be selected on the basis of experience, expertise and management ability
as it pertains to running municipal government. Candidates must possess strong communication,
financial and management skills. Preference will be given to experience in municipal government
in the Florida Keys and to residency in the Florida Keys. Starting salary and benefits are
competitive and negotiable, depending on qualifications and experience.

Forward resume, letter of interest, salary history and five professional references to Human
Resources, 86800 Overseas Highway, Islamorada, FL 33036 or hr@islamorada.fl.us by 4:00 p.m.
____________, 2016. Questions should be addressed to HR at (305) 664-6448. For further
information about the Village of Islamorada, please visit the Village’s website at
www.islamorada.fl.us. Under Florida law, all applications, once received are a public record and
subject to disclosure upon request.

Islamorada, Village of Islands is an Equal Opportunity Employer that provides a Drug-Free
Workplace. Applicants selected for the hiring process will undergo a pre-employment drug screen.
We hire only U.S. citizens and lawfully authorized alien workers; we do currently use Department
of Homeland Security E-Verify system. If you need an accommodation because of a disability in
order to participate in the application/selection process, please notify the Deputy Village Clerk at
305-664-6413. The State of Florida does not tolerate violence in the workplace. Preference shall
be given to certain veterans and spouses of veterans in accordance with Chapter 295, Florida
Statutes. Islamorada participates in the Florida Retirement System.
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Islamorada, Village of Islands
Job Description

Job Title: Village Manager

Department: Administration
Reports to: Village Council Date:
Supervises: Village Staff
Position: Full-Time, FLSA Exempt

Summary:
Serves as the Chief Administrative Officer for the municipality of Islamorada, Village of Islands.
Responsible for implementing the policy and other directions of the Village Council. Directs the
day- to-day operation of the Village government (including supervision of staff, planning,
budget, formulation and implementation and capital improvement efforts) and is responsible for its
efficient and effective operation. Serves at the pleasure of the Village Council.

Essential Duties and Responsibilities:

Oversees the day-to-day operations of the Village including all paid and volunteer staff. Makes
the necessary decisions to promote the smooth functioning of government.   Ensures that the
Village functions within his/her purview comply with all applicable local, state, and federal laws
and regulations. Develops long and short-term strategies to improve Village programs designed to
meet the need of the Village’s residents, businesses and staff.

Follows the leadership of the Council and directs the staff in implementing Council-directed
policies and priorities. Develops goals, objectives, spending plans and programs designed to
implement Council direction. Coordinates staff activities and prioritizes programs within Council
set parameters.

Regularly interacts with the individual Council Members, discussing Village business and
bringing important matters to their attention. Provides advice and counsel as appropriate.

Ensures that the Village has a strong financial foundation in place (including accounting,
budgeting, financial reporting, funds investment, grants and purchasing). Oversees the preparation
of the annual budget and five year capital improvement plan. Ensures that departments comply
with the Village’s adopted budget.

Oversees all Village contracts and ensures that all terms and conditions are met. Further ensures
that all expenditures are properly documented.

Oversees all grant applications. Monitors implementation. Ensures all grant rules and requirements
are properly followed and that all necessary documentation is maintained.

Institutes, documents, and monitors standard operating procedures, Village policies and
practices to ensure the proper and consistent functioning of governmental operations.



Oversees the Village’s personnel system including hiring, training, supervision, evaluation,
promotion and discipline of Village staff.

Serves as, or designates as necessary, the Village’s lead person in union and other negotiations.
Develops estimates of the fiscal impact of proposals on the Village. Brings negotiated proposals to
the Village Council for final approval.

Oversees the development of standard operating procedures and manuals, Village policies and
other practices.

Develops mechanics to respond promptly to citizen needs, requests and complaints.

Keeps abreast of new trends, technologies and policies in municipal management.

Manages the collection and maintenance of statistical information necessary to support efficient and
effective departmental operations.

Attends meetings of the Village Council and other appropriate meetings, making presentations
and provides input as necessary. Represents the Village in dealing with residents, other
governmental entities and outside agencies as appropriate.

Performs other related work as required.

Supervisory Responsibilities:
Carries out supervisory responsibilities in accordance with the organization’s policies and
applicable laws. Prepares specific department policies.

Qualification Requirements:
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or
ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

Education and/or Experience:

A Bachelor’s/Master’s Degree in Public Administration or Business Administration or related field;
minimum of seven (7) years of increasing responsibility leading to senior level management,
including four (4) years working closely with municipal governments in a comparable
community. Prior experience as a City Manager or Assistant City Manager is preferred.

Language Skills:
Ability to read, analyze, and interpret general business periodicals, professional journals, technical
procedures, or governmental regulations. Ability to write reports, business correspondence, and
procedure manuals.   Ability to respond to common inquiries or complaints from employees,
customers, regulatory agencies, other governmental units, or members of the business community.
Ability to effectively present information and respond to questions from groups of managers,
clients, customers, and the general public.



Mathematical Skills:
Ability to add, subtract, multiply and divide, using whole numbers, common fractions, and
decimals. Ability to calculate figures and amounts such as discounts, interest, commissions,
proportions, and percentages.

Reasoning Ability:
Ability to solve practical problems and deal with a variety of concrete variables in situations where
only limited standardization exists. Ability to interpret a variety of instructions furnished in written,
oral, diagram, or schedule form.

Public Relations:
Public relations will be an integral part of this job. The ideal candidate will be courteous, helpful
and conduct themselves in a manner which is appropriate for an employee in public service.

Other Skills and Abilities:
Possess or the ability to obtain a Florida driver’s license. Ability to meet the public in person or over
the telephone in a courteous and professional manner; work harmoniously with numerous
personalities; have a high level of initiative and be able to work with minimal supervision; be able to
fit into a public/professional office environment; self-motivated; ability to effectively manage
multiple projects, meet challenges and deadlines, maintain focus and appropriate conduct under
pressure; familiarity of municipal government; must be willing to work extra hours as required.
Ability to maintain confidentiality is mandatory.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit for moderate
periods; use hands to manipulate objects, tools, or controls; and talk or hear.   The employee
frequently is required to reach with hands and arms, stoop, kneel, crouch, or crawl, and travel up
and down stairs.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required
by this job include close vision.

Work Environment:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.



2005 Village Manger Advertisement

Village Manager
Islamorada, Village of Islands, Florida

Village Manager, Islamorada, Village of Islands, FL (population 7,000). Three
Village managers since incorporation in 1997; current Village Manager retiring. Located
in the Florida Keys, Islamorada is a rural municipality consisting of four islands, has a
land area of approximately 3,900 acres, and is 18 linear miles.  Islamorada, known as the
Sport Fishing Capital of the World, is characterized by water, sun, fishing, good
restaurants and a small-town atmosphere. It has a budget of $30 million and 75
employees. The County provides police services through a contract.  The primary
challenges are developing affordable work force housing and major capital projects
including installation of sanitary sewer, improving the stormwater collection system,
marina renovation and construction of a new municipal complex. This job is not for
everyone. Cultural activities are extremely limited and many things we take for granted,
such as going to the shopping mall, are more than an hour away. The ideal candidate will
have at least a bachelor’s degree in management or related area or at least five years of
progressively responsible management experience in government and/or not-for-profit
sectors. Private sector experience a plus. S/he will also have demonstrated
organizational and project management skills, a high energy level and strong work ethic,
the capacity to inspire and involve staff, and innovative, responsive problem solving
skills. Salary range from $90,000 to $130,000 with additional considerations for housing
allowance, car allowance, pension, etc. DOQ. Forward resume to RecruitFive@cb-
asso,com before September 2, 2005.  Questions should be addressed to Colin Baenziger
at (561) 793-2624. Under Florida law, all applications, once received are a public record
and subject to disclosure upon request.  Veteran’s preference will be awarded according
to Florida Law.



 



2007 Village Manger Advertisement

Village Manager, Islamorada, Village of Islands, FL (population 7,000). Located in
the beautiful Florida Keys, Islamorada is a tourist-oriented community an hour south of
Miami consisting of four islands spanning 18 linear miles, with a land area of
approximately 3,900 acres. Known as the Sport Fishing Capital of the World, it is
characterized by water, sun, fishing, locally owned restaurants and a small-town
atmosphere. Budget of $35 million and 78 employees. County provides contracted police
services. The primary challenges are developing affordable work force housing and major
capital projects including installation of sanitary sewer, improving the stormwater
collection system, marina renovation, construction of two fire stations as well as other
construction projects. The ideal candidate will have at least a Bachelor’s degree in
management or related area and a minimum of five years of progressively responsible
management experience in government and/or not-for-profit sectors. Master’s Degree
desirable. ICMA member in good standing preferred. Demonstrated organizational and
project management skills, a high energy level and strong work ethic, the capacity to
inspire and involve staff, and innovative, responsive problem solving skills required.
Demonstrated financial management a must. Salary range from $90,000 to $130,000 with
additional considerations for housing allowance, car allowance, pension, etc. DOQ.
Forward resume, salary history and five professional references to Human Resources,
P.O. Box 568, Islamorada, FL 33036 or hr@islamorada.fl.us before March 26, 2007.
Under Florida law, all applications, once received are a public record and subject to
disclosure upon request. Veteran’s preference will be awarded according to Florida Law.



 



Attachment C

Preliminary information for consideration at
the May 25, 2016 Special Call Village Council Meeting

Potential timeline for Village Manager Selection Process

Week # Date Activity/Event

1 May 25, 2016

*Special Call Village Council Meeting
o Determine whether to utilize a recruitment firm.
o Determine whether to utilize a Selection Committee (alternately, the

Village Council shall act as the Selection Committee).
o Determine education and experience qualifications and desired

characteristics for inclusion in advertisement.
o Determine whether to include salary range in advertisement and, if

so, determine salary range.

2 June 1, 2016 Place advertisements

3 June 9, 2016
*Adopt resolution establishing Selection Committee and appoint
members.

8 July 15, 2016 Submittal Deadline (assuming 45 advertising period)

9 July 21, 2016
Complete review of submittals. Narrow down to short list of [number
to be determined] based on method to be determined [characteristics
identified, experience, etc.]

10 July 29, 2016 *Select semi-finalists from short list.

11 August 4, 2016 Complete preliminary background checks.

12 August 11, 2016 *Select finalists

13 August 15, 2016
Notify finalists and schedule interviews
(send letters to candidates not chosen as finalists)

15 Week of Aug 29
*Possibly hold public “Meet and Greet” event
*Conduct individual and full-Council interviews
*Select candidate

16
September 8,

2016
Negotiate terms of Agreement.
Schedule start date.

20-23
October

date TBD
New Village Manager start date
(anticipating 30-45 days for relocation)

*indicates public meeting
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