Office of Human Resource Management

Executive Resources Staff

Statement of Work for

Executive Recruiting Services
1.
INTRODUCTION

The Federal Aviation Administration (FAA), Office of Human Resources, Executive Resources Staff relies on executive search firms to identify and place highly qualified candidates for some high level, hard-to-fill, FAA executive positions.  Services will include: advising FAA in identifying and analyzing position requirements, developing and presenting recruitment strategies; using a variety of search methods to identify highly qualified candidates; conducting preliminary and final reference checks; presenting candidate "short-lists" to the selecting official; conducting preliminary candidate interviews; advising FAA and assisting in hiring negotiations; and providing ongoing advisory services to the selecting official, other FAA managers and the Administrator.  

FAA executive positions entail a wide variety of technical knowledge and leadership abilities.  The most prevalent technical areas include aeronautics and aviation, telecommunications, engineering, technology, finance and human resources.

(1) Although each executive position requires different knowledge, skill and leadership abilities, all positions require some experience and/or knowledge of aviation and the aviation industry.  (2) The FAA also hires world class technical experts in specialized areas of aviation.  These positions are called Senior Professionals and qualifications vary based on a specialized field of science and technology that relates to the aviation industry.   Salaries for executive and senior professional positions currently range from $95,600.00 to $145,100.00 per annum. 

2. CONTRACT INFORMATION

2.1 Government Representatives

The Contracting Officer for this contract is Ms. Patricia Ramsey.  She may be reached at (202) 267-3599.  The Contracting Officer's Technical Representative (COTR) for this contract is Ms. Debbie Clough.  She may be reached at (202) 267-3272.  The COTR, may, as required, issue technical direction to the Contractor personnel performing under this Statement of Work.  

2.2 Period of Performance and Hours

The period of performance shall be from the date of award through September 28, 2002.  Optional years will be extended up to five years at the government's discretion.  The Contractor shall provide services during government business hours (Monday through Friday, 6:30 - 5:00). 

2.3 LOCATIONS FOR DELIVERY OF CONTRACT SERVICES

The Contractor shall perform the requested services at their place of work or at the following FAA facility as needed:

Federal Aviation Administration

800 Independence Avenue, SW

Washington, DC  20591

3.0   TASKS TO BE PERFORMED
3.1.  Subject to FAA approval, the contractor will assign at least one executive recruiter with a minimum of five years of executive search experience to work with FAA management on the executive search.  The contractor will make every attempt to ensure that the same recruiter is assigned throughout the entire search.  The contractor will notify the FAA when changes in personnel are necessary and the FAA will have the ability to determine whether the replacement is satisfactory.

3.2. The contractor will conduct a full-scale executive search.  A full-scale search may include: assisting FAA in identifying and analyzing position requirements, developing and presenting recruitment strategies; using a variety of search methods to identify highly qualified candidates; conducting preliminary and final reference checks; presenting candidate "short-lists" to the selecting official; conducting preliminary candidate interviews; participating in hiring negotiations; and providing ongoing advisory services to the selecting official, other FAA managers and the Administrator.  

3.3.  The contractor will utilize a wide variety of search methods to identify potential sources and candidates.  Search methods include internal resume banks, cold calling, industry and functional networking, professional and executive associations, interviews with internal and external stakeholders to identify leads. 

3.4. Prior to presentation, the contractor will conduct a preliminary candidate screening to determine suitability, availability and level of interest.  Candidates presented should meet minimum qualification and leadership requirements.  In addition, the contractor will identify and present for consideration executive candidates who are representative of the nation's diversity. 

3.5. The contractor will present the final candidates to the selecting official and provide on-going advice and assistance throughout the final selection process.  The contractor may be required to provide information on the selection process and attempts to ensure a qualified, diverse pool.

4.0  DELIVERABLES

4.1. A draft written position specification for FAA approval based on client needs analysis.

4.2. A deliverable executive search will result in a minimum of three qualified candidates, from both Government and non-Government sources that the selecting official agrees are acceptable, highly qualified candidates.  If a candidate is selected, and resigns or is terminated for performance-related reasons within 12 months, the search firm will work without charge to find a replacement.

4.3. Monthly verbal or written updates on the status of the executive search to the Contracting Officer's Technical Representative.

4.4.  At no additional expense to the FAA, declarations and testimony describing the search process during mediation, administrative hearings, or court cases to resolve grievances, EEO complaints and in response to inquiries from authorized third party investigators (e.g., EEO counselors).

EVALUATION CRITERIA

Mandatory Criteria: Firms that cannot demonstrate experience in these areas may, at FAA’s discretion, be eliminated from further consideration:

1.  The contractor must demonstrate: 1) at least five years of experience; 2) current capability, and 3) successful experience within the past year in providing full-scale executive search services.  A full-scale search includes: assisting FAA in identifying and analyzing position requirements, developing and presenting recruitment strategies; using a variety of search methods to identify highly qualified candidates; conducting preliminary and final reference checks; presenting candidate "short-lists" to the selecting official; conducting preliminary candidate interviews; advising FAA in hiring negotiations; and providing ongoing advisory services to the selecting official, other FAA managers and the Administrator.  

2. The contractor must demonstrate: 1) at least five years of experience; 2) current capability, and 3) successful experience within the past year in successfully marketing public sector employment opportunities to individuals employed within the private industry. The search firm must have successfully completed executive searches at comparable salary levels for a variety of public sector and not-for-profit companies within the last three years. 

3. The contractor must have demonstrated executive recruitment experience in several major industries to include: aeronautics and aviation, telecommunications, engineering, technology, finance, contracting and human resources.

4. The contractor must demonstrate current capability to provide documentation and/or testimony to support and defend diversity of candidate pools as well as, application of merit system principles and The Uniform Guidelines within the recruitment/selection process.   

The following capabilities are considered desirable but are not mandatory:

5.   The search firm demonstrates having established networks with membership associations that represent minorities and women.  

6.  Executive recruiters are members of an executive recruiter association such as the

Association of Executive Search Consultants or the International Association of Corporate and Professional Recruitment (IACPR).

7.    The search firm has at least one office located in the Washington, DC metropolitan area.

