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FIRM QUALIFICATIONS (A Brief History)

KΘA ZecrƵiƟnŐ is a fƵll sƉectrƵm, ƉƵďlicͲsector recrƵitment services Įrm that is a sƵďsiĚiary of Koff Θ AssoͲ
ciͲates, which was foƵnĚeĚ in 1984 ďy 'ail Koff, anĚ has ďeen assisƟnŐ ciƟes, coƵnƟes, sƉecial Ěistricts, :WAs, 
other ƉƵďlic aŐencies, anĚ nonͲƉroĮt orŐaniǌaƟons with their hƵman resoƵrces neeĚs for 35 years.  
te are a Ɖrivate California corƉoraƟon, η2785458, anĚ oƵr leŐal name is Kaneko Θ Krammer CorƉ. Ěďa Koff Θ 
Associates, /nc.  KƵr heaĚƋƵarters are in Berkeley, CA, anĚ we have satellite oĸces in SoƵthern California, the 
Central salley, anĚ the Sacramento ZeŐion.  

te are a California StateͲcerƟĮeĚ Small BƵsiness �nterƉrise ;η58366Ϳ͖ anĚ throƵŐh the CoƵnty of AlameĚa, we 
are a locally cerƟĮeĚ >ocal, Small >ocal, anĚ sery Small >ocal BƵsiness �nterƉrise.  

te have sƵccessfƵlly ƉlaceĚ nƵmeroƵs eǆecƵƟves anĚ manaŐers with ciƟes, coƵnƟes, ƉƵďlic aŐencies, :WAs, anĚ 
nonͲƉroĮt orŐaniǌaƟons throƵŐhoƵt oƵr 35Ͳyear history. te will ĚeveloƉ a cƵstomiǌeĚ recrƵitment aroƵnĚ the 
ƵniƋƵe reƋƵirements of each ƉosiƟon, inclƵĚinŐ the three recrƵitment Ɖroũects sƉeciĮc to the KensinŐton Wolice 
WrotecƟon �istrict. do increase awareness, we will tacƞƵlly reach into oƵr internal network with a focƵs on ƉrosͲ
Ɖects relevant to the Kĸce Assistant, �irector of &inance anĚ BƵsiness DanaŐer, anĚ �istrict Clerk of the BoarĚ 
ƉosiƟons. 

*Just recently, in 2019, we recruited for a Director of Administration/Clerk of the Board position for the 
Valle-jo Flood and Wastewater District, and have recruited for a number of finance executive and business 
manager positions in the past couple of years.

Diversity & Innovation

KΘA ZecrƵiƟnŐ emďraces Ěiversity anĚ inclƵsion, anĚ innovaƟve aĚvances availaďle to the recrƵiƟnŐ inĚƵstry, 
which Őives Ƶs a comƉeƟƟve aĚvantaŐe in comƉarison to lessͲƉroŐressive anĚ lessͲƉroacƟve recrƵiƟnŐ aŐencies 
servinŐ the ƉƵďlic sector.  By stayinŐ at the forefront of oƵr inĚƵstry throƵŐh the incorƉoraƟon of technoloŐy 
anĚ Ěiversity, all canĚiĚates are afforĚeĚ the fƵll oƉƉortƵnity to sƵďmit aƉƉlicaƟons in resƉonse to each oƉeninŐ 
anĚ are not ĚiscriminateĚ aŐainst on the ŐroƵnĚs of aŐe, ancestry, color, race, ŐenĚer, ŐenĚer iĚenƟty, ŐenĚer 
eǆƉression, transŐenĚer statƵs, ŐeneƟc informaƟon, marital statƵs, meĚical conĚiƟon, military anĚ veteran staͲ
tƵs, naƟonal oriŐin, reliŐion, seǆ, seǆƵal orientaƟon, or Ěisaďility in consiĚeraƟon of any aƉƉlicaƟon. /n this way 
we ĚeveloƉ canĚiĚate Ɖools reƉresentaƟve of the ĚemoŐraƉhic in yoƵr commƵnity.

te sƉecialiǌe in Ɖlacements of eǆecƵƟve anĚ harĚͲtoͲĮll ƉosiƟons.  tithoƵt eǆceƉƟon, all oƵr recrƵitments 
have sƵccessfƵlly met intenĚeĚ commitments, anĚ commƵnicaƟons were sƵccessfƵl with client aŐencies anĚ ũoď 
canĚiĚates.  Dany of oƵr clients Ƶse oƵr recrƵitment services year in, year oƵt ďecaƵse of oƵr innovaƟon anĚ 
commitment to sƵccess.



Timeline and References
Following is our projected timeline and a 
select few references specific to these recruit-
ments.



TIMEFRAME & MILESTONES

Following is a typical schedule for conducting recruitment efforts.  Search efforts of this scope generally take three to four months 
to complete, allowing enough time for all phases of the process. We would recommend the standard process for the the Director of 
Finance and Business Manager and District Clerk of the Board Recruitments. 

&or the Kĸce Assistant recrƵitment, we woƵlĚ recommenĚ interviewinŐ canĚiĚates on as ͞as come͟ ďasis. te woƵlĚ esƟmate foƵr 
weeks from laƵnch to hire for this ƉosiƟon. 

Key Target Points / Scope of Work:

WEEK 1

IDEAL CANDIDATE PROFILE

During  the initial stages of the 
recruitment, K&A will work with 
key stakeholders  to define the 
Ideal Candidate Profile

Our team will develop a brochure, 
phone screen questions, project-
ed timeline, an ad list, and other 
materials unique to the position, 
based on the Ideal Candidate 
Profile.

WEEKS 3-7

OPEN WINDOW OF APPLICATION

Once the brochure goes live, the 
aplication window remains open 
for 30 days. 

During this time, K&A will de-
velop a sourcing and maketing 
campaign to tactfully grow the 
candidate pool. 

WEEK 2

KICK-OFF BINDER & LAUNCH

Assembling K&A’s Kick-Off Binder, 
we will present all materials to 
your team for oversight and 
review. At the end of the second 
week, we will agree upon the bro-
chure layout and design, and K&A 
will post the job to the selected 
job boards and send mailers. 

Week 1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7 Week 8 Week 9 Week 10 Week 11

Candidate Pool Development: Diversity Sourcing and Contact of Candidates

Ideal Candidate, Brochure Design & Launch

K&A Conducted Phone Screens, Submit Recommendations



WEEKS 9-10

ON-SITE INTERVIEWS

K&A will also assemble a an On-
Site Interview Binder, including 
a list of questions for use by the 
panelists.

A recruiter from K&A’s team will 
be available to attend and facili-
tiate the on-site interviews.

WEEKS 7-8

APPLICANT MATERIALS BINDER

Once the window closes, K&A 
will wrap up phone screens and 
assemble our recommendations 
based on each conversation. We 
will send a full summary of the 
candidate pool, including visually 
friendly data, in our Applicant 
Materials Binder. 

Your team will then take time 
to review, and select a slate of 
candidates to invite for a round of 
on-site interviews. 

K&A will schedule the selected 
candidates, and any panelists as 
requested. 

WEEKS 10-11

BACKGROUND CHECK, 
REFERENCES & OFFER

Once it is determined to which 
candidate you would like to 
extend an offer, K&A will initiate a 
background investigation includ-
ing professional references. 

K&A will also facilitate the negoti-
ation of the offer as requested. 

A start date will then be deter-
mined. 

Week 1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7 Week 8 Week 9 Week 10 Week 11

In Person Interviews

Candidate Pool Development: Diversity Sourcing and Contact of Candidates

K&A Conducted Phone Screens, Submit Recommendations

Background and Reference Checks
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References 
This is a a list of a select few references to give perspective on the scope of recruitments in which we have been 
recently engaged, mainly limited to the Bay Area region, as well as a few that we feel are directly relevant to the 
Office Assistant, District Clerk of the Board, and the Director of Finance and Business Manager recruitments:

ZecrƵitment AŐency Contact

East Bay Community Energy Authority

2017͗  �ǆecƵƟve Assistant
2017͗  Chief KƉeraƟnŐ Kĸcer

Mr. Nicolas Chaset
Chief �ǆecƵƟve Kĸcer
;510Ϳ 219Ͳ2121
224 test tinton AvenƵe, Zm 110
,aywarĚ, CA 94544
nchasetΛeďce.orŐ

Fairfield, District of

2018͗  CommƵnity �eveloƉment �irector
2016͗  Chief /nformaƟon Kĸcer

Ms. Laura Snideman
Assistant �istrict DanaŐer
;707Ϳ 428Ͳ7400
1000 teďster St.
&airĮelĚ, CA 94544
lsniĚemanΛfairĮelĚ.ca.Őov

Housing Authority of the District of San Bue-
naventura

2019͗  Chief &inancial Kĸcer 
2019͗  'eneral CoƵnsel 

Ms. Cheryl Tabbi
,Ƶman ZesoƵrces DanaŐer
;805Ϳ 626Ͳ5816
995 ZiversiĚe Street
sentƵra, CA 93001
ctaďďiΛha�istrictventƵra.orŐ

Paradise Irrigation District

2018͗  'eneral DanaŐer

Ms. Georgeanna Borrayo 
�istrict Secretary
;530Ϳ 876Ͳ2039
6332 Clark ZoaĚ
WaraĚise, CA 95969
ŐďorrayoΛƉaraĚiseirriŐaƟon.com

Ross Valley Sanitary District

2018͗   'eneral DanaŐer

Ms. Andrea Clark
'eneral CoƵnsel
;916Ϳ 520Ͳ5424
�owney BranĚ >>W
621 CaƉitol Dall, 18th &loor
Sacramento, CA 95814
aclarkΛ�owneyBranĚ.com
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ZecrƵitment AŐency Contact

Sacramento, District of

2019͗ �irector of WƵďlic torks ;ƵnĚerwayͿ
2019͗  �irector of zoƵth, Warks Θ CommƵnity �nrichͲ
ment ;ƵnĚerwayͿ
2018͗  �irector of &inance 
2018͗  �iversity anĚ �ƋƵity DanaŐer
2018͗  �irector of ,Ƶman ZesoƵrces

Ms. Sally Ly
/nterim ,Ƶman ZesoƵrce DanaŐer
;916Ϳ 808Ͳ8907
915 ͞/͟ Street
Sacramento, CA 95814
SlyΛ�istrictofsacramento.orŐ

San Diego, District of

2019͗ WƵďlic hƟliƟes �irector

Erik Hanson
,Ƶman ZesoƵrces Kĸcer
;619Ϳ 236Ͳ5599
1200 3rĚ AvenƵe, 13th &loor
San �ieŐo, CA 92101 
�,ansonΛsanĚieŐo.Őov

San José, District of

2019͗  �eƉƵty �irector of Wolice ʹ 'aminŐ �ivision 
;cƵrrently ƵnĚerwayͿ
2018͗  ,Ƶman ZesoƵrces �irector
2018͗  �irector of WlanninŐ, BƵilĚinŐ anĚ CoĚe �nforceͲ
ment
2017͗  Associate �nŐineer Dechanical
2017͗  Associate �nŐineer �lectrical
2017͗  Senior >anĚscaƉe Architect
2017͗  Senior �eveloƉment Kĸcer
2017͗  Associate �nŐineer 
2016͗  Chief /nformaƟon Kĸcer 
2015͗  �irector of CommƵnicaƟons ;Dayor s͛ KĸceͿ

Ms. Aracely Rodriguez
�ivision DanaŐer
;408Ϳ 975Ͳ1411
200 �. Santa Clara St., 2nĚ &loor tinŐ
San :osĠ, CA 95113Ͳ1905
Aracely.ZoĚriŐƵeǌΛsanũoseca.Őov

South Coast Water District

2017͗  Chief &inancial Kĸcer

Mr. Andy Brunhart
'eneral DanaŐer
;949Ϳ 499Ͳ4555
34152 �el KďisƉo St.
�ana Woint, CA 92629
aďrƵnhartΛscwĚ.orŐ

Vallejo Flood and Wastewater District

2019͗ �irector of AĚministraƟon ;Clerk of the BoarĚͿ
2018͗  �irector of ,Ƶman ZesoƵrces 
2015͗  �irector of &inance

Ms. Melissa Morton
�istrict DanaŐer
;707Ϳ 644Ͳ8949, �ǆt 211
450 ZyĚer Street
salleũo, Ca 94590
mmortonΛvsfcĚ.com



WORK PLAN, TECHNICAL 
APPROACH, and DELIVERABLES
Following are our detailed work plan, techni-
cal approach, and deliverables to be complet-
ed for this executive-level recruitment for the 
District of San Bernardino (“District”):
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K&A PROMISE (Placement Guarantee)

KΘA is commiƩeĚ to ĮnĚinŐ only the most ƋƵaliĮeĚ canĚiĚates for these three ƉoͲ
siƟons who not only meet all the necessary reƋƵirements anĚ ƋƵaliĮcaƟons ďƵt are 
also a cƵltƵral Įt for the �istrict anĚ its staff.  te aŐŐressively anĚ ƉroacƟvely recrƵit 
for each search effort ƵnƟl a sƵccessfƵl canĚiĚate is ƉlaceĚ.

te therefore Ɖromise to Ɖresent a slate of canĚiĚates to the �istrict that inclƵĚes 
only those inĚiviĚƵals who have ƉasseĚ throƵŐh all of oƵr screeninŐ Ɖrocesses anĚ 
have ďeen iĚenƟĮeĚ as ƉotenƟal iĚeal matches for the ƉosiƟon reƋƵirements.  ShoƵlĚ 
the key ĚecisionͲmakers ĚisaƉƉrove of all Įnal canĚiĚates anĚͬor shoƵlĚ none of the 
Įnal canĚiĚates Ɖass the Įnal interview anĚ reference check Ɖrocess, we will work to 
ĮnĚ a new slate of canĚiĚates.

/n aĚĚiƟon, for eǆecƵƟve anĚ miĚͲmanaŐement ƉosiƟons, we Ɖromise to conĚƵct a 
oneͲƟme aĚĚiƟonal eǆecƵƟve search to ĮnĚ a reƉlacement shoƵlĚ the incƵmďent 
leave the ƉosiƟon or ďe terminateĚ from emƉloyment within 12 months of hire ĚƵe 
to Ɖerformance issƵes. /n either case, as ĚescriďeĚ aďove, we will iĚenƟfy a reƉlaceͲ
ment anĚ only charŐe throƵŐh relateĚ eǆƉenses as ĚescriďeĚ in the Cost WroƉosal.

Kverall, KΘA s͛ retenƟon rate ĚƵrinŐ the Įrst 12 months of hire is very stronŐ anĚ has 
ďeen at over 95й over the last 35 years.  �eƉenĚinŐ on the level of the ƉosiƟon, it has 
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Phase 1:  Kick-off, Brochure Design, and Advertising

Deliverable 1.  Ideal Candidate Profile Developed by Meeting with Key Decision Makers 

torkinŐ closely with key stakeholĚers, KΘA will assist in iĚenƟfyinŐ the sƉeciĮc neeĚs of the �istrict anĚ the 
key comƉetencies anĚ characterisƟcs of the ͞iĚeal canĚiĚate.͟   te will oďtain an ƵnĚerstanĚinŐ of the �istrict s͛ 
Őoals anĚ ƉrioriƟes with reŐarĚ to selecƟon criteria, selecƟon Ɖrocess, Ɵmeline anĚ evalƵaƟon Ɖrocess. 

Deliverable 2.  Brochure Design

/n collaďoraƟon with the �istrict anĚ workinŐ closely with oƵr Ɖrofessional ĚesiŐn team, a visƵally aƉƉealinŐ 
anĚ moďile frienĚly recrƵitment ďrochƵre will ďe ĚesiŐneĚ.  dhe ďrochƵre will create eǆcitement aroƵnĚ the 
oƉƉortƵnity ďy hiŐhliŐhƟnŐ the �istrict, the commƵnity, strenŐths anĚ challenŐes, ƵƉcominŐ Ɖroũects, Őoals, 
cƵltƵre, eǆtracƵrricƵlar acƟviƟes associateĚ with the reŐion, anĚ aĚĚiƟonal ƉerƟnent factors. 

Before movinŐ aheaĚ with ƉosƟnŐ, we will ƉreƉare two Ěifferent samƉles of the ďrochƵre ĚesiŐn layoƵt, a recͲ
ommenĚeĚ aĚ list, anĚ a torĚ version of the coƉy for review anĚ eĚiƟnŐ ďy yoƵr team. 

Deliverable 3.  Advertising and Marketing Strategy

te will coorĚinate with the �istrict to iĚenƟfy relevant naƟonal, state, anĚ local Őovernment anĚ inĚƵstry 
soƵrces where ƉrosƉecƟve canĚiĚates are likely to ďe foƵnĚ. te will comƉile oƵr recommenĚaƟons into an AĚ 
>ist anĚ share it with yoƵr team ;Ɖlease refer to followinŐ aĚ listsͿ for easy collaďoraƟon.

KƵr team will also Ƶse oƵr social meĚia Ɖresence, sƵch as dwiƩer anĚ >inkeĚ/n to Ɖromote the oƉƉortƵnity 
anĚ to ask oƵr network for referrals. Knce the ũoď is live, a ĚesiŐnateĚ memďer of the KΘA ZecrƵiƟnŐ team will 
acceƉt anĚ orŐaniǌe aƉƉlicaƟons in oƵr aƉƉlicant trackinŐ system, anĚ ƉroacƟvely Őrow the canĚiĚate Ɖool.



Publication/Site Name Website / Contact

American Society for Public Administration

ZipRecruiter

Indeed

Craigslist

Koff & Associates website

Office Assistant

Publication/Site Name Website / Contact

Risk and Insurance Management Society

California Special Districts Association (CSDA)

Careers in Government

Government Finance Officers Association (GFOA)

Government Jobs

Jobs Available Bulletin

Koff & Associates website
Municipal Management Association of Northern CA 
(MMANC)
Municipal Management Association of Southern CA 
(MMASC)

Accounting & Financial Women's Alliance

Director of Finance and Business Manager

Publication/Site Name Website / Contact

California Special Districts Association (CSDA)

CalGov HR

Careers in Government

Government Jobs

Jobs Available Bulletin

Koff & Associates

City Clerks Association of California

Kensington Police Protection District - Clerk of the Board



Phase 2:  Development of the Candidate Pool and Recommendations 

Deliverable 4.  Development of the Candidate Pool

KΘA ZecrƵiƟnŐ s͛ focƵs on moĚern soƵrcinŐ techniƋƵes, which eǆƉanĚ the canĚiĚate Ɖool, ĚifferenƟates Ƶs from 
ƉƵďlicͲsector comƉeƟƟon, who oŌen rely on less eĸcient anĚ more Ɖassive ƉracƟces of canĚiĚate Ěiscovery. 

te will Ƶse oƵr eǆtensive internal network in comďinaƟon with moĚern recrƵiƟnŐ tools.  dhe technoloŐy we 
Ƶse helƉs Ƶs orŐaniǌe anĚ ĚeveloƉ a Ěiverse canĚiĚate Ɖool for ease of ƉresentaƟon anĚ ďeƩer recommenĚaͲ
Ɵons than ďefore.  sarioƵs factors imƉact the canĚiĚate market, inclƵĚinŐ economics, ƟmeͲofͲyear, anĚ ŐeoͲ
ŐraƉhic locaƟon. By ƵsinŐ technoloŐy to also track the realͲƟme Ɖerformance of oƵr Ɖool, we can ĚiaŐnose anĚ 
aĚũƵst to these market issƵes.

hƟliǌinŐ KΘA s͛ aƉƉlicant trackinŐ system, we will keeƉ track of all aƉƉlicaƟons receiveĚ anĚ all commƵnicaƟons 
with ƉotenƟal canĚiĚates, inclƵĚinŐ ĚemoŐraƉhic Ěata to monitor anĚ ƵnĚerstanĚ canĚiĚate Ěiversity.  

Deliverable 5.  K&A Conducted Phone Screens

KƵr team will evalƵate anĚ scheĚƵle the toƉͲrankeĚ canĚiĚates for Ɖhone screens, orŐaniǌeĚ in oƵr aƉƉlicant 
trackinŐ system.  te will ƉreƉare KΘA ZecrƵiƟnŐ s͛ Whone Screen �valƵaƟon &orm to sƵmmariǌe the conversaͲ
Ɵon anĚ assiŐn the resƉecƟve canĚiĚate a nƵmerical score Ͷ makinŐ oƵr recommenĚaƟons concise anĚ easy 
to ƵnĚerstanĚ. 

Deliverable 6.  Presentation of Recommended Candidates (Applicant Materials Binder)

then the screeninŐ Ɖrocess is comƉlete, we will ĚeveloƉ a list of toƉ canĚiĚates for ƉresentaƟon to yoƵr team. 
KƵr assessments are ďaseĚ on ďoth the canĚiĚate s͛ ƋƵaliĮcaƟons anĚ oƵr knowleĚŐe of the �istrict s͛ reƋƵireͲ
ments, Ɖreferences, anĚ cƵltƵre.

KƵr team will ƉreƉare oƵr AƉƉlicant Daterials BinĚer for review ďy key stakeholĚers.  dhis ĚiŐital interacƟve 
tool will inclƵĚe clear wriƩen analysis of the aƉƉlicants anĚ recommenĚaƟons of ďetween 10Ͳ15Ύ canĚiĚates 
to ďe consiĚereĚ for onͲsite interviews. dhe BinĚer will inclƵĚe all ĚocƵments sƵďmiƩeĚ ďy aƉƉlicants, sƵch as 
aƉƉlicaƟon forms, cover leƩers, rĠsƵmĠs, anĚ any aĚĚiƟonal informaƟon the aƉƉlicants have sƵďmiƩeĚ.  /t will 
also contain the Whone Screen �valƵaƟon &orms, notes from the Ɖhone screens, anĚ a visƵally frienĚly sƵmmaͲ
ry of the canĚiĚate Ɖool anĚ ƉiƉeline. 
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Phase 3:  Facilitation of Interview Process 

Deliverable 7.  Preparation for Interview Process

torkinŐ with the �istrict, we will aĚvise anĚ ĚeveloƉ interviewinŐ strateŐies anĚ a set of key ƋƵesƟons that will 
helƉ analyǌe canĚiĚates͛ ƋƵaliĮcaƟons anĚ manaŐementͬwork style.  te will facilitate all necessary commƵniͲ
caƟons with the Ɖanel anĚ canĚiĚates alike, so that everyone is wellͲƉreƉareĚ for the Ɖanel interviews.  KΘA 
ZecrƵiƟnŐ will coorĚinate travel arranŐements anĚ recorĚ all corresƉonĚence with the canĚiĚates. 

/nterview ƋƵesƟons will ďe ĚesiŐneĚ to elicit informaƟon, not only aďoƵt each canĚiĚate s͛ technical skills anĚ 
eǆƉerience ďƵt also their leaĚershiƉ skills, aĚaƉtaďility, ƉoliƟcal astƵteness, selfͲawareness, anĚ other imƉortͲ
ant asƉects of the iĚeal canĚiĚate ƉroĮle. 

YƵesƟons, evalƵaƟon tools, anĚ aĚĚiƟonal materials will ďe assemďleĚ in intƵiƟve anĚ ƵserͲfrienĚly onͲsite 
interview ďinĚers.

Deliverable 8.  Facilitation of Panel Interviews

KƵr Įrm will ƉroviĚe oversiŐht ĚƵrinŐ the ƉanelͲinterview Ɖrocess anĚ facilitate a focƵseĚ ĚiscƵssion amonŐ the 
memďers at the conclƵsion of the interviews to iĚenƟfy the most ƋƵaliĮeĚ canĚiĚates for the hirinŐ roƵnĚ of 
interviews. 

Deliverable 9.  Facilitation of Final Interviews

dhe interview Ɖanel will narrow the ĮelĚ of canĚiĚates to two or three Įnalists who are then askeĚ ďack for a 
seconĚ anĚ Įnal interview.  dhe seconĚ roƵnĚ may inclƵĚe meeƟnŐ �istrict staff, toƵrinŐ faciliƟes anĚ oĸces, 
anĚ sƉenĚinŐ Ɵme with key eǆecƵƟves anĚ other notaďle inĚiviĚƵals. dhe seconĚ roƵnĚ can also consist of a 
townͲhall or oƉen forƵm style of interview, which we are availaďle to moĚerate. 

Phase 4:  Offer Stage and Conclusion

Deliverable 10.  Background and Professional Reference Checks 

there leŐal reƋƵirements allow, KΘA will conĚƵct thoroƵŐh reference anĚ ďackŐroƵnĚ checks for the Įnal 
canĚiĚate;sͿ.  te start with emƉloyment anĚ Ɖrofessional references, callinŐ each anĚ havinŐ an inͲĚeƉth ĚisͲ
cƵssion coverinŐ stronŐest ďƵsiness characterisƟcs, work style, interƉersonal skills, anĚ ƉosiƟonͲsƉeciĮc knowlͲ
eĚŐe.  KƵr references will ďe ĚocƵmenteĚ anĚ ƉresenteĚ in a concise ƵserͲfrienĚly manner. 

Deliverable 11.  Negotiation of Terms and Conditions of Employment

KΘA ZecrƵiƟnŐ will facilitate anĚ leaĚ the neŐoƟaƟons of the Įnal terms anĚ conĚiƟons of emƉloyment, sƵch 
as the comƉensaƟon ƉackaŐe, ďeneĮts, anĚ other ƉerƋƵisites ;ƉerksͿ.  te will noƟfy all canĚiĚates not selecteĚ 
as Įnalists for the ƉosiƟon.

Deliverable 12.  Maintenance of All Required Legal Documentation

te are resƉonsiďle for ensƵrinŐ comƉliance with anĚ estaďlishinŐ anĚ maintaininŐ all leŐally manĚateĚ ĚocƵͲ
mentaƟon throƵŐhoƵt the Ɖrocess. 

/n aĚĚiƟon to the steƉs of the Ɖrocess leaĚinŐ to an offer of emƉloyment to the toƉ canĚiĚate, we are commitͲ
teĚ to ensƵrinŐ that the new incƵmďent s͛ transiƟon into the new ƉosiƟon will ďe smooth anĚ sƵccessfƵl.  KƵr 
team senĚs formal reƋƵests for feeĚďack ƵsinŐ KΘA s͛ Wlacement �valƵaƟon &orms at the siǆͲmonth anĚ oneͲ
year anniversaries of the new hire s͛ emƉloyment commencement Ěate to ĚocƵment anĚ ensƵre the sƵccess of 
the new emƉloyee.



TEAM SUMMARY

KƵr enƟre team consists of 27 
emƉloyees as shown ďelow in 
oƵr orŐaniǌaƟonal chart.  
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Karen Thompson

Administrative Analyst

Eileen King

Marketing Associate

Kathy Crotty
Anne Pfister

Administrative Assistants

Lenisa Dumlao
Elise Johnson

Administrative 
Coordinators

Debbie Owen
Alyssa Thompson

Sr. Project Managers

Kari Mercer
golbou ghassemieh*

 
Project Managers

Richard O’Donnell

Recrutiment Manager

Brandon Romo

Recruiter

Kelly Basoco
Gwen Brew

Monica Garri-
son-Reusch

Jamie Inderbitzen
Frances Trant*

Sr. HR Associates

Irene Chan
Cindy Harary
Sarah Nunes*

Rebecca Ornellas
Renate Tiner
Susan Vang
Mike Harary*

Associates

Georg Krammer *, CEO

Katie Kaneko, President

* = Members of the K&A team who support recruitment projects.
No subcontractors will be assigned to this recruitment.
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Following are short biographies of the staff who will be assigned to these recruitments and the amount of 
time that will be allocated to the recruitments specifically (adding up to 100%):  

Georg Krammer, M.B.A., S.P.H.R. 
Chief Executive Officer

Percentage of Time To Be Allocated:

• �istrict Clerk of the BoarĚ͗ 5й
• Kĸce Assistant͗ 0й
• �istrict &inance anĚ BƵsiness DanaŐer͗ 5й

'eorŐ ďrinŐs over 20 years of manaŐementͲlevel hƵman resoƵrces eǆƉerience to Koff Θ Associates with eǆtenͲ
sive eǆƉeriͲence with eǆecƵƟve anĚ staff recrƵitment in the ƉƵďlic sector. 

tith his wiĚeͲranŐinŐ anĚ ĚeeƉ eǆƉerience as a wellͲroƵnĚeĚ senior ,Z Őeneralist, his eĚƵcaƟon in ďƵsiness 
anĚ teachͲinŐ, his ĚeƉth anĚ ďreaĚth of eǆƉerience with ƉƵďlic sector ,Z neeĚs, ƉroŐrams, anĚ fƵncƟons, 
'eorŐ s͛ contriďƵƟon  
to KΘA s͛ variety of Ɖroũects Őreatly comƉlements the Koff Θ Associates consƵlƟnŐ team.  ,e has sƉearheaĚeĚ 
several hƵnĚreĚ recrƵitments for ciƟes, towns, coƵnƟes, anĚ sƉecial Ěistricts throƵŐhoƵt the State of California 
anĚ has contriďͲƵteĚ to more than ƋƵaĚrƵƉlinŐ the siǌe of Koff Θ Associates as a resƵlt of the sƵccess of his 
Ɖroũects anĚ the sƵďseƋƵent eǆƉansion of the ďƵsiness throƵŐh referrals from saƟsĮeĚ clients.  'eorŐ ũoineĚ 
KΘA in 2003 anĚ has ďeen the Chief �ǆecƵƟve Kĸcer since 2005.

'eorŐ also has over 16 years of recrƵiƟnŐ eǆƉerience in the ƉƵďlic sector, inclƵĚinŐ ďƵt not limiteĚ to, aŐencies 
sƵch as the followinŐ͗

CiƟes͗  Berkeley, &airĮelĚ, ,aywarĚ, �elano, KǆnarĚ, Winole, ZichmonĚ, Sacramento, San :osĠ, San Waďlo, dracy, 
anĚ the   down of Atherton. 

CoƵnty͗  Solano. 

SƉecial �istricts͗  AlameĚa CoƵnty dransƉortaƟon Commission, AlameĚa CoƵnty tater �istrict, AlameĚa ,oƵsͲ
inŐ AƵthority,     Bay Area Clean tater AŐencies, Castro salley Sanitary �istrict, Central Darin SanitaƟon AŐenͲ
cy, Central Contra Costa Sanitary �istrict, CoastsiĚe CoƵnty tater �istrict, �elta �iaďlo SanitaƟon �istrict, �ƵďͲ
lin San Zamon Services �istrict, &/ZSd 5 AlameĚa, &resno CoƵnty dransƉortaƟon AƵthority, :oshƵa Basin tater 
�istrict, DiĚͲWeninsƵla tater �istrict, Dt. siew Sanitary �istrict, Kũai salley Sanitary �istrict, Wort of KaklanĚ, 
Santa Clara salley dransƉortaƟon AƵthority, SoƵth Coast tater �istrict, SƵƉerior CoƵrt of CaliforniaͲ>os AnŐeͲ
les, SƵƉerior CoƵrt of CaliforniaͲKranŐe CoƵnty, Shasta ZeŐional dransƉortaƟon AŐency, hnion Sanitary �istrict, 
hniteĚ tater ConservaƟon �istrict, salleũo &looĚ anĚ tastewater �istrict, salley CoƵnty tater �istrict, zorďa 
>inĚa tater �istrict, etc.  
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Richard O’Donnell, B.S. 
Recruitment Manager

Percentage of Time To Be Allocated:

• �istrict Clerk of the BoarĚ͗ 75й
• Kĸce Assistant͗ 10й
• �istrict &inance anĚ BƵsiness DanaŐer͗ 75й

ZicharĚ has ten years of eǆƉerience recrƵiƟnŐ in a wiĚe variety of sectors anĚ ĚisciƉlines anĚ in the ƉƵďͲ
licͲsector. ,is eǆƉerience encomƉasses enƟƟes of all siǌes, from smaller sƉecial Ěistricts to the larŐest ciƟes in 
California. ,e has two years ƵnĚer his ďelt with KΘA ZecrƵiƟnŐ. As a careerͲlonŐ recrƵiter, ZicharĚ is ƉƵshinŐ 
innovaƟon anĚ challenŐinŐ inĚƵstry trenĚs. As CoͲWroũect �irector with 'eorŐ Krammer, ZicharĚ will leaĚ the 
recrƵitment effort for the �istrict.  ,e will coorĚinate all of KΘA s͛ efforts, will aƩenĚ all meeƟnŐs with the �isͲ
trict anĚ will ďe resƉonsiďle for all work ƉroĚƵcts anĚ Ěeliveraďles.

ZicharĚ ŐraĚƵateĚ with a ĚoƵďle maũor from the hniversity of California Santa CrƵǌ, earninŐ a B.S. ĚeŐree in 
ďoth economics anĚ accoƵnƟnŐ.   

CiƟes͗  
• Arcata͗  BƵilĚinŐ Kĸcial 
• DoĚesto͗  CommƵnity �eveloƉment DanaŐer
• Sacramento͗  �irector of &inance͖ �iversity DanaŐer͖ �irector of ,Ƶman ZesoƵrces͖ �irector of zoƵth, 

Warks Θ CommƵnity �nrichment
• San �ieŐo͗  WƵďlic hƟliƟes �irector
• San :osĠ͗  �irector of ,Ƶman ZesoƵrces͖ �eƉƵty �irector of Wolice ΀'aminŐ �ivision΁͖ Senior >anĚscaƉe 

Architect͖ WlanninŐ, BƵilĚinŐ anĚ CoĚe �nforcement �irector

CoƵnƟes͗
• DerceĚ CoƵnty AssociaƟon of 'overnments͗ ZeŐional taste AƵthority �irector

SƉecial �istricts͗  
• AlameĚa CoƵnty tater �istrict͗  Wroũect �nŐineerinŐ DanaŐer
• Central Darin SanitaƟon AŐency͗  dechnical Services DanaŐer͖ >aďoratory Analyst͖ �lectrical anĚ /nstrƵͲ

mentaƟon dechnician͖ �nvironmental Services Analyst
• CoastsiĚe CoƵnty tater �istrict͗  SƵƉerintenĚent of KƉeraƟons͖ 'eneral DanaŐer
• �Ƶďlin San Zamon Services �istrict͗  tater KƉeraƟons Daintenance SƵƉervisor, WlanninŐ Θ WermiƫnŐ 

SƵƉervisor
• �ast Contra Costa &ire WrotecƟon �istrict͗  &ire Darshal
• Dt. siew Sanitary �istrict͗  Daintenance ScheĚƵlerͬWlanner͖ tastewater KƉeraƟons SƵƉervisor͖ �istrict 

�nŐineer
• KaklanĚ ,oƵsinŐ AƵthority͗  /nformaƟon dechnoloŐy �irector
• WaraĚise /rriŐaƟon �istrict͗  �istrict DanaŐer
• Wort of KaklanĚ͗  ,Ƶman ZesoƵrces DanaŐer͖ �irector of /nformaƟon dechnoloŐy.
• Zoss salley Sanitary �istrict͗  'eneral DanaŐer
• ,oƵsinŐ AƵthority of the �istrict of San BƵenaventƵra͗  Chief &inancial Kĸcer͖ 'eneral CoƵnsel
• Santa Clara salley dransƉortaƟon AƵthority͗  DanaŐer of WrocƵrement
• salleũo &looĚ Θ tastewater �istrict͗  ,Ƶman ZesoƵrces �irector͖ �irector of AĚministraƟonͬClerk of the 

BoarĚ
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Brandon Romo, B.S.
Senior Recruiter

Percentage of Time To Be Allocated:

• �istrict Clerk of the BoarĚ͗ 10й
• Kĸce Assistant͗ 90й
• �istrict &inance anĚ BƵsiness DanaŐer͗ 10й

BranĚon came to KΘA ZecrƵiƟnŐ alreaĚy havinŐ eǆƉerience workinŐ in Įnancial tech as a recrƵiter.  ,e has 
assisteĚ with anĚ leĚ Ɖroũects for ƉosiƟons from entryͲlevel to CͲlevel eǆecƵƟves.  ,e leveraŐes his technical 
wriƟnŐ skills to leaĚ each recrƵiƟnŐ iniƟaƟve with clear anĚ concise commƵnicaƟon for ďoth clients anĚ aƉƉliͲ
cants at every staŐe throƵŐhoƵt the hirinŐ Ɖrocess.  

,e comƉleteĚ his ĚeŐree in �nŐlish with a minor in wriƟnŐ from WortlanĚ State hniversity.  

Since cominŐ on ďoarĚ, he has workeĚ on the followinŐ recrƵitments͗

�istrict of Arcata͗ BƵilĚinŐ Kĸcial
Central Darin SanitaƟon AŐency͗ KƉeratorͲ/nͲdraininŐ, �nvironmental Services Analyst 
Calaveras CoƵncil of 'overnments͗ dransƉortaƟon Wlanner
CoastsiĚe tater �istrict͗ 'eneral DanaŐer

Mike Harary, B.B.A., M.B.A. 
Senior H.R. Associate & Recruiter

Percentage of Time To Be Allocated:

• �istrict Clerk of the BoarĚ͗ 10й
• Kĸce Assistant͗ 0й
• �istrict &inance anĚ BƵsiness DanaŐer͗ 0й

Dike s͛ Ɖrofessional ƋƵaliĮcaƟons inclƵĚe over 32 years of eǆƉerience in the ,Ƶman ZesoƵrces ĮelĚ, Ɖrimarily 
in staff anĚ eǆecƵƟve recrƵitments, laďor neŐoƟaƟons, ďeneĮts aĚministraƟon, anĚ classiĮcaƟon anĚ comƉenͲ
saƟon stƵĚies.  Dike sƉent his career Ɖrimarily in the ƉƵďlic sector workinŐ for the ciƟes of >a DiraĚa, KranŐe, 
testminster, anĚ �owney, where he ŐaineĚ eǆƉerience in all facets of ,Ƶman ZesoƵrces inclƵĚinŐ recrƵitment 
anĚ selecƟon, emƉloyee traininŐ anĚ ĚeveloƉment, laďor relaƟons, classiĮcaƟon anĚ comƉensaƟon, anĚ ŐenͲ
eral hƵman resoƵrces aĚministraƟon.  

Dike ƉerformeĚ all Ɖhases of recrƵiƟnŐ for a variety of local Őovernment ƉosiƟons inclƵĚinŐ eǆecƵƟve ƉosiͲ
Ɵons sƵch as CommƵnity �eveloƉment �irector, Wolice Chief, &ire Chief, �conomic �eveloƉment �irector, AssisͲ
tant �istrict DanaŐer, anĚ several others. Dike marketeĚ recrƵitments throƵŐh a variety of forƵms͖ screeneĚ 
aƉƉlicants͖ coorĚinateĚ anĚ conĚƵctͲeĚ oral interviews͖ ĚeveloƉeĚ interview ƋƵesƟons anĚ ŐƵiĚelines͖ ĚevelͲ
oƉeĚ anĚ aĚministereĚ wriƩen eǆaminaƟons anĚ sƵƉƉlemental ƋƵesƟonnaires͖ conĚƵcteĚ skills tesƟnŐ͖ anĚ 
imƉlementeĚ comƉrehensive ďackŐroƵnĚ checks for selecteĚ canĚiĚates.

CiƟes͗  �ast Walo Alto, �l Donte, EewƉort Beach, KranŐe, San 'aďriel, anĚ testminster.
SƉecial �istricts͗  CƵcamonŐa salley tater �istrict, KranŐe CoƵnty tater �istrict, anĚ Dt. San Antonio ColleŐe.
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golbou ghassemieh, MBA, SPHR, SHRM-SCP, IPMA-SCP 
Project Manager & Senior H.R. Recruitment Associate

Percentage of Time To Be Allocated:

• �istrict Clerk of the BoarĚ͗ 0й
• Kĸce Assistant͗ 0й
• �istrict &inance anĚ BƵsiness DanaŐer͗ 10й

ŐolďoƵ͛s ,.Z. career ďeŐan in the sƉecialty of eǆecƵtive search in the Ɖrivate sector where she 
helƉeĚ soƵrce anĚ vet canͲĚiĚates for eǆecƵtive Ɖositions in ďioƉharmaceƵtical firms.  �ƵrinŐ her 
ten ;10Ϳ year tenƵre as a ,Ƶman ZesoƵrces leaĚer in the ƉƵďlic sector, ŐolďoƵ ŐaineĚ sƉecialiǌeĚ 
knowleĚŐe of ƉƵďlic sector recrƵitments in meritͬcivil service aŐencies ranŐinŐ from entry level to 
ĚeƉartment heaĚͬeǆecƵtive level recrƵitments.  

/n her thirĚ year, as a ƉƵďlic servant, she was ƉromoteĚ to the ZecrƵitment Θ Classification DanͲ
aŐer Ɖosition at CoƵnty of Sonoma where she oversaw many Ɖrocess efficiencies anĚ ďeŐan ƉerͲ
forminŐ ĚeƉartment heaĚͬeǆecƵtive recrƵitͲments in hoƵse for the first time in the CoƵnty͛s then 
recent history. 

She earneĚ her B.A. ĚeŐree in WsycholoŐy with a minor in &rench at hniversity of California, BerkeͲ
ley͖ her DBA ĚeŐree with an emƉhasis in ,Ƶman ZesoƵrces DanaŐement from Sonoma State hniͲ
versity͖ anĚ holĚs S,WZ, S,ZDͲSCW, anĚ /WDAͲSCW Ɖrofessional certifications.  

Ds. Őhassemieh serves as an instrƵctor for Sonoma State hniversity͛s ,Ƶman ZeͲsoƵrces CertifiͲ
cation coƵrse anĚ serveĚ for three ;3Ϳ years as a BoarĚ memďer for WASCKͲ,Z, a Sonoma CoƵnty 
Wrofessional ,Ƶman ZesoƵrces Association. 



Koff & Associates
Human Resources and Recruiting Since 1984


