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Section 1: 

Cover Letter/Executive Summary 
 

  



P.O. Box 1848 • Bristol, TN  37621 • Telephone (423) 764-4127 / Fax (423) 764-5869 

March 30, 2022 

Elaine R. Holeton, AICP, CFM, CZA 

Assistant Town Manager 

Town of Wytheville 

P.O. Box 533 

Wytheville, VA 24382 

RE: Request for Proposal 

Compensation and Classification Study 

Procurement #RFP-2022-02 

Dear Ms. Holeton: 

Please find enclosed our professional proposal to conduct the Compensation and Classification 

Study as outlined in your Request for Proposal dated March 10, 2022. 

We sincerely appreciate the opportunity to provide this proposal for consideration. 

SESCO Management Consultants, founded in 1945, is a female owned corporation providing 

professional services to clients throughout all 50 states. Our history includes providing a number 

of professional human resource and employment law consulting services to include compensation 

and classification consulting, compliance to the Fair Labor Standards Act, representing clients 

before federal and state agencies regarding EEOC and FLSA matters and a number of other 

services. As such, the scope of this project is a major part of our business and our skill set. In 

conjunction and working with your professional team, we are confident that we will meet your 

expectations. 

Again, we sincerely appreciate the opportunity to provide this proposal and we look forward to 

answering any questions that may arise. Please contact me directly regarding all future questions 

and correspondence. 

Sincerely, 

SESCO Management Consultants 

William E. Ford 

President & CEO 

WEF/kdt 
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Section 2: 

Project Understanding, Methodology and Approach 
 

The following step-by-step approach describes how the project will be organized, the steps 

anticipated in conducting our work, the approach to each component and a summary of the 

elements that are in the final report. Please know that this is our “typical” process that has been 

very successful; however, as we collaborate with the team, we will ensure that our work includes 

your recommendations and considerations. 

 

Step 1 – Orientation – The SESCO consultants will meet with the Human Resources Director 

and Town Manager to fully understand the existing compensation and classification study. The 

HR Director will provide current compensation and related HR systems. 

 

As part of this orientation process and related administrative policies and programs. 

 

Step 2 – Subsequent the orientation session, SESCO will provide a recommended approach in 

developing a new system to maintain the compensation and classification system. This may 

include developing a formal compensation philosophy statement and developing and 

implementing a new administrative guide in implementing, engaging and maintaining the program. 

 

Step 3 – Approach to the Scope of Work – Although based upon the input from the Town 

Manager and the Human Resource Director through Step 1 and 2 which may “alter” the process, 

the following would be our initial step-by-step approach to each component within the scope of 

work as outlined in the RFP: 

 

• Job Analysis – SESCO will request from the Human Resources Director that all employees 

have updated and accurate data to include: 

 

− Hire date 

− Position date (date when the incumbent was promoted or assumed a new position) 

− Job title 

− Rate of pay 

 

We realize you have a current compensation program and more than likely the data as 

requested above is correct. However, again, we would suggest that this data be reviewed before 

the project begins as many times, we find that the data is inaccurate and creates cost 

inefficiency issues later in the project. 

 

• Job Descriptions – SESCO will conduct a thorough review of the job descriptions and as 

requested, will provide updates as needed. Additional consulting regarding job descriptions 

will include the FLSA exemption status and to ensure that position descriptions are in full 

compliance will all federal and state regulations including ADAA. 

 

• Compensation and Benefits Study – In conjunction with the Town Manager and HR 

Director, “like” organizations will be selected to participate in a customized compensation and 
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benefits study. There will be no limit to the number of organizations that are selected to 

participate. A customized survey form will be developed. Typical compensation survey 

questions will seek pay ranges as well as step compensation systems. Also, we will request the 

actual average rate being paid to each given position that is surveyed. This is the “true” market 

rate. 

 

Additionally, custom benefit questions will be developed, again, with the input of the Town 

Manager and HR Director. 

 

Organizations that have been selected to participate will be notified. SESCO will mail as well 

as email the survey to each identified organization’s HR Director (contact). SESCO will follow 

up with telephone calls and/or emails to ensure that the survey has been received as well as 

plan for completion. Once surveys are received, SESCO will code surveys to ensure 

confidentiality. 

 

Participants will receive a customized copy of their survey results which includes the overall 

survey results with an analysis to their current compensation practices. This report is provided 

at no cost as a “thank you” for participating. 

 

Of course, the Town of Wytheville will receive their confidential, customized copy of the 

survey. 

 

• Job Evaluation – As the wage and benefit survey assesses external equity, the job evaluation 

process will assess internal equity. In essence, each position will be assessed using SESCO’s 

Fifteen Faction Job Evaluation Program. Factors such as experience, education required, 

supervisory duties and other job relevant factors will be used to assess each position. In the 

end, the reporting will include an internal ranking of each position based upon this job 

evaluation process, re: the value of each position within the organization. We will utilize this 

assessment to ensure proper labor grade development and subsequent pay opportunities. 

 

• Compensation System Development – Utilizing the wage and benefits survey (external 

equity), the job evaluation (internal equity) as well as current compensation, SESCO will 

prepare recommendations to the compensation system. This is an evolving process that will 

require a “team” approach between SESCO, the Town Manager and the Human Resource 

Director. There will be a number of plan drafts and scenarios developed and subsequently 

costed. This is not a science. Many firms will simply pull off the shelf a “recommended” 

compensation plan. All of our compensation plans developed at SESCO are customized in 

conjunction with input of the ultimate user. 

 

Throughout this process, items to be discussed and addressed include open range versus step 

systems, employee implementation guidelines (how we merge employees into the new plan), 

how employees will move through the plan over time and other critical policies to address the 

key tenets of compensation practices. 

 

At completion, the Town will receive a compensation system that is most importantly 

internally equitable as well as equitable to the market as budgets allow. Additionally, it will be 
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a process for merging into the system over time all employees and subsequently a costing 

thereof. Policies and procedures to undergird and support the plan will be provided. 

 

SESCO will prepare the finished compensation program/binder which will include all of the 

results of the survey, the job evaluation, the new compensation system, the policies and 

procedures (administrative guidelines), as well as training and implementation documents. 

Subsequent SESCO’s completion of the program, the HR Director will have all the necessary 

tools to maintain as well as update the plan in future years. 

 

• Training and Implementation – At this stage, it is strongly recommended that each 

manager/supervisor receive thorough training and implementation on the new program. As it 

is the frontline leadership the Town will count on to most importantly support the program 

when challenged by employees as well as implement the program consistently and fairly 

moving forward. 

 

It is also recommended that employees receive orientation and training on how the program 

was developed as well as their compensation opportunities. 

 

• Recruitment and Retention – SESCO will assist in the development of an attraction/retention 

marketing tool to highlight the Town’s total compensation package which will focus on non-

direct pay benefits. SESCO prepares what we call “hidden paychecks”. As such, we have 

extensive experience in developing this program that the HR Department can use on an 

ongoing basis in communicating to staff the total value of their compensation including 

benefits. 
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Section 3: 

Proposed Timeline and Implementation Plan 
 

Implementation Dates Completion Tasks Proposed Payment 

May 2 Job Analysis (Town HR Manager) $0.00 

May 9 Team Orientation $0.00 

May 10 Job Descriptions – initial review $0.00 

May 11-13 Job Descriptions – revisions as needed $0.00 

May 16-June 16 Compensation and Benefits Study End of May bill for 

services rendered in May 

June 7-9 Job Evaluation $0.00 

June 20-July 15 Compensation System Development Bill for services rendered 

in June 

July 25 Training and Implementation Bill for services rendered 

in July 

May Recruitment and Retention $0.00 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 4: 

Project Team/Staff Experience 
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Section 4: 

Project Team/Staff Experience 
 

SESCO will assign the following consulting team who have extensive experience in compensation 

administration including compensation and benefit surveys, job analysis and evaluating and 

structuring pay plans. Please consider the following team credentials and experience.  

 

Project Manager – Bill Ford, President and CEO – Bill will be the project director and chief 

onsite consultant. Mr. Ford has over 33 years of experience in providing consulting services to 

clients throughout the country with emphasis on compensation, executive compensation, wage and 

benefit surveys and compensation administration policy development and system development. 

Mr. Ford authored SESCO’s system, “How to Develop a Compensation System.” 

 

He obtained his Business degree at Tennessee Technological University, and has received a 

number of Human Resource and Employee Relations certifications. He is an active member of 

World at Work, SHRM and various boards and civic groups. 

 

Key Personnel – Joel Cullum, Senior Vice President – Joel will be a consultant of the team. Mr. 

Cullum has over 25 years of experience in developing compensation systems to include wage and 

benefit surveys, job evaluation and pay plan development. He has experience in designing and 

developing performance management systems including leadership training. 

 

All staff as assigned have extensive experience with public sector compensation studies including 

salary and benefit surveys as well as making presentations to public bodies, employee committees 

and boards. 
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Introduction 
 

Compensation administration deals with establishing a meaningful and acceptable relationship 

between work and rewards.  Work performed by employees should help organizations achieve 

their objectives.  These objectives are derived from the organization’s overall business strategy, 

which supports the company’s mission statement. 

 

When designed and administered appropriately, an organization’s compensation program is an 

effective management tool for supporting the organization’s overall business strategy.  A series 

of steps is used in the process of designing sound compensation programs as follows: 

 

Conduct 

Job 

Analysis 

 

 

(1) 

 Develop 

Job  

Descriptions 

 

 

(2) 

 Conduct 

Job 

Evaluation 

 

 

(3) 

 Conduct Area, 

Regional or 

National Wage 

Survey 

 

(4) 

       

 

 

 

 

 

Establish 

Labor 

Grades 

 

 

(5) 

 Create Salary 

Progression 

Schedules 

 

 

(6) 

 Cost To 

Determine 

Fit To Budget 

 

 

(7) 

 Merge 

Existing Staff 

Into Program 

 

 

(8) 

       

 

 

 

 

 

Program 

Administration 

 

 

 

(9) 

 Introduce to 

Supervisors and 

Managers 

 

 

(10) 

 Conduct 

Performance 

Appraisal 

Training 

 

(11) 

  

 
Implementation 
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1. Position Descriptions – This phase involves the preparation of job descriptions for each 

designated position.  We would recommend you consider using criteria-based job 

descriptions, with built-in performance appraisals included in the format.  This is an excellent 

comprehensive document that we could custom develop after interviewing your first-line 

managers and supervisors.  Not only does the document set the job duties for each position, 

but also the standards by which you deem those duties to be performed.  Truly this one key 

element makes the Compensation Program worthwhile because of the enhancement it brings 

to the performance appraisal process and a confirmed performance return on your payroll 

cost. 
 

2. Job Evaluation – Using our Job Evaluation Program, we would evaluate each position and 

rank it according to its value and contribution to your organization.  Under this methodology, 

we would facilitate a committee action with respective department managers and senior staff.  

This process would result in an evaluation and ranking of all exempt and non-exempt 

positions.  The position evaluation process becomes the basis for equitable compensation 

levels as applied throughout the program. 
 

3. Wage and Salary Surveys – Using comprehensive local, regional, and national salary 

survey data, coupled with direct contact with many of the organizations with which you are 

in competition for staff, we would attain a comprehensive profile of the current wages and 

salaries being paid for comparable positions in your area.  This information will give you a 

current, contemporary feel for what is transpiring in the marketplace. 
 

4. Progression Schedules – Our efforts will be to develop a salary progression schedule for 

every position.  We will optimize your salary progression schedules to the marketplace to the 

extent that you desire... to your optimum affordability.  We will generate, from our 

consulting efforts with you, the appropriate budgetary amount which you wish to establish 

for overall compensation cost.  The progression schedules will then be developed by taking 

this budgetary amount of money and, in effect, merge it into the marketplace to your 

optimum affordability. 
 

5. Program Administration – The entire program will be reduced to writing and presented in 

policy manual fashion for effective administration purposes.  This will include master 

manuals, plus as many departmental manuals as you deem necessary.  Included in the 

policies will be procedures for administration, the role of the plan administrator, procedures 

for implementation by department managers and supervisors, as well as other important data 

for appropriate update of the program is necessary.  The written documentation will also 

include the complete Job Factor Evaluation Program so that if and when future positions are 

added, you can incorporate them yourselves very easily. 
 

6. Implementation and Performance Appraisal – The final stage will be to implement the 

new program by carefully "melding" it with your existing pay practices and reality.  This will 

include education and training of first-line managers and supervisors so they will act in 

unison to optimize the effectiveness and impact of this important system.  The supervisors 

will be trained in effective performance appraisal, so you will gain immediate and positive 

benefit from the new program. 
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Basic Tenets of an Effective Compensation System 
 

In developing your plan, we will adhere to the basic tenets of compensation including: 

 

• Internal Equity – Internal equity is the most important tenet of any compensation program 

or rewards system.  Internal equity is as or more important than external equity.  An effective 

compensation program must ensure internal equity or employees will have little trust in the 

system and morale and subsequent performance will not be maximized. 
 

• Supports Organization’s Mission – An effective compensation program is based upon the 

organization’s compensation philosophy which supports the organization’s overall mission 

and strategic business plans.  All must be in line and support one another. 
 

• Affordability – An effective compensation program will discipline an organization to 

maximize profitability. 
 

• Right Price Theory – An effective compensation program will determine the “right price” 

for every position within the organization; the price in which an organization wishes to pay 

for employees performing as expected.  The right price is a combination of position value, 

external competitiveness and the organization’s ability to pay. 
 

• Understandable/Credible – The compensation plan must be easily understood by 

employees and employees must be in control of their ability to meet performance ratings as 

defined by the organization.  The compensation plan must be communicated openly and 

management must be able to defend the program.  Employees must also understand the link 

between their performance to compensation and the plan must effectively and timely reward 

efforts. 
 

• Efficient To Administer – With increased pressure to improve productivity and reduce 

costs, it is critical that an organization’s compensation program be as simple and straight 

forward as possible to maintain and administer.  A balance needs to be met between what 

appears to be the “best” program and what is efficient, effective and easy to administer.  The 

program must also be flexible so as to meet the ever-changing needs of an organization. 
 

• More Than A System – A compensation program must be more than a system of “paying” 

employees.  It must be an effective tool for management, especially frontline, to bring 

meaning to the performance appraisal process so as to allow employees to maximize their 

earnings.  It must also provide supervisors with a tool to properly and effectively address 

mediocre behavior. 
 

• The System Must Be Based In Reality 

­ Fairness, equity and consistency are critical. 

­ There is not enough margin to give us the kind of staffing levels we desire, lean staffing 

will always be a way of life. 

­ We will never be the highest payer in town. 

­ Non-compensation rewards are as important as cash rewards. 
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Understanding the Functioning of An Effective 

Compensation Program 
 

 

ORGANIZATION’S OWNERS, DIRECTORS AND SENIOR MANAGEMENT 

 

Responsibility/Action 

 

• Determine how much of the organization’s revenue (gross sales) will be allocated to payroll 

and benefits. 

• Identify the positions and numbers of individuals within each position required to meet the 

organization’s goals. 

• Understand the industry and/or local compensation market and be as competitive as 

affordability allows. 

• Develop a system of equitable administration and distribution of compensation. 

• Define the organization’s compensation philosophy and link the philosophy to the 

organization’s mission and business strategies. 

• Be proactive, communicate the organization’s compensation and benefit opportunities. 

• Develop, implement and provide the necessary tools for frontline supervisors. 

 

 

FIRST LINE OPERATING MANAGERS AND SUPERVISORS 

 

Responsibility/Action 

 

• Help recruit, screen, hire, orientate and train applicants and new employees needed to fill 

functions/positions. 

• Effectively communicate wage and benefit opportunities to employees. 

• Effectively communicate job responsibilities. 

• Continually monitor on a daily basis employee behavior and performance and provide 

change and/or support with effective performance appraisals and management techniques. 

• Provide ongoing evaluation, training and leadership to help employees individually and 

collectively aspire to optimum levels of contribution and job satisfaction. 

• Do not “socially” promote employees through the compensation system; always ensure 

fairness and consistency. 
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• Address mediocre behavior through progressive discipline and coordinate efforts with human 

resources to remove behavior that cannot/will not improve. 

 

 

EMPLOYEES 

 

Responsibility/Action 

 

• Recipients of a compensation system that readily explains the job duties, standards of 

performance and compensation opportunity available to them. 

• Have knowledge, confidence and belief that their employer has a creditable and equitable 

system of compensation administration and performance evaluation. 

• Possess a high degree of job satisfaction and self-esteem as derived from the “psychological” 

as well as monetary rewards of good job performance. 

• Understand and appreciate that every effort is being made to provide the best in long-term 

opportunity and success to them, other employees and the organization as a whole. 

 



15 FACTOR EVALUATION PROGRAM 

 

 

The following job factors and maximum point values are used in this plan: 

 
       MAXIMUM 

NO. FACTOR  POINT VALUE 

 

I Education   220 

 

II Experience   200 

 

III Complexity of Duties   240 

  

IV Responsibility for Safety of Others    80 

   

V Unavoidable Hazards    52 

 

VI Physical Demand     60 

 

VII Mental Demand    60 

 

VIII Latitude   165 

 

IX Accuracy     210 

 

X Responsibility for Records and Reports    50 

 

XI Responsibility for Confidential Data    80 

 

XII Contacts    105 

 

XIII Work Environment   80 

 

 

 

ADD FOR SUPERVISORY JOBS ONLY 

 

 

XIV Extent of Supervision    150 

  

XV Type of Supervision Exercised   100 

 



 
(Date) 

 

 

«Contact» 

 

Dear «Dear»: 
 

SESCO Management Consultants has been retained by the Town of Wytheville, Virginia to conduct a 

select Compensation Survey.  Your organization was selected by the Town of Wytheville to participate in 

this important survey. 
 

The survey process is as follows: 
 

1. Enclosed is your copy of the survey to be completed.  You will be contacted by SESCO consultant, 

Kim Tester, to introduce our firm, review the survey document and plan for its completion. 
 

2. We request that you complete the enclosed survey and return it to our office in Bristol, Tennessee.  

You can fax the information to us at 423-764-5869 or mail the completed survey utilizing the 

postage-paid envelope.  We can also forward the survey by e-mail for completion upon request. 
 

3. Once received by SESCO, the survey will be coded to ensure confidentiality.  The SESCO staff 

will enter the survey data by code and subsequently a survey report will be generated to include a 

personalized analysis of the results for your organization. 
 

4. You will be furnished your customized copy of this survey at no cost. 
 

We request that the survey be returned by (Date). 
 

We extend our sincere appreciation for your participation in this important survey.  If you should have 

any questions concerning the survey process, please do not hesitate to contact me or Kim Tester at 423-

764-4127. 
 

With kindest personal regards, I am 
 

Sincerely yours, 
 

SESCO Management Consultants 
 

 

 

William E. Ford 

President & CEO 
 

Enclosures 
 

WEF/kdt 



 
 
 
 

Town of Wytheville, Virginia 
 

 

 

Confidential  

Compensation and Benefit Survey 
 

 

Conducted by 
 

 
 

P.O. Box 1848    Bristol, Tennessee  37621 

(423) 764-4127    (423) 764-5869 (Fax) 
 

 

If you have questions, contact Kim Tester at SESCO by phone, fax, or E-mail:  

kim@sescomgt.com 

 

 

 

 
 

Participating Organization 
 

    
 (Name) (Contact Person) 

 

 

  
  (Address)  

 

 

  
 (Telephone) (E-mail) (Fax) 

 

 

 

 

 

Confidential Participant Code: __________ 
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Instructions 
 

Enter the appropriate hourly rate or salary (based upon a 40 hour workweek). 

 

• Hire Rate:  The rate you would offer a new employee if you were hiring them today.  If your 

organization hires based upon experience, please provide the scale if one is developed. 

 

• Current Actual Average Rate:  The current actual average rate presently being paid all 

current employees who are assigned to that given position. 

 

• Maximum Rate:  The rate awarded to individuals who are performing at an extraordinary 

level or long-term service to the organization.  The maximum pay rate of the grade. 

 

 

Confidential Compensation Survey 
 

 

Job Title:   

Description:   

Hire Rate Current Actual Average Rate Maximum Rate 
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Confidential Benefits Survey 
 

INSURANCE 
 
1.  Check all that apply: 

 

 Premium Paid for Employee 

Coverage 

Premium Paid for Dependent 

Coverage 

 By 

Organization 

By Employee By Organization By Employee 

 Hospitalization $/% $/% $/% $/% 

 Major Medical $/% $/% $/% $/% 

 Life Insurance $/% $/% $/% $/% 

 Long-term Disability $/% $/% $/% $/% 

 Short-term Disability $/% $/% $/% $/% 

 Dental $/% $/% $/% $/% 

 Vision $/% $/% $/% $/% 

 Section 125 $/% $/% $/% $/% 

 Long-term Care Insurance $/% $/% $/% $/% 

 

 

VACATION 
 

1.  Does your facility offer vacation to its employees?  Yes      No  

(If Paid Time Off  is given, please  proceed to Paid Time Off (PTO)) 

 
 

 

2.  Length of Service 

(in years) 

 

Number of Days 

    

    

    

    

    

    

    

 
 

3.  Can vacation be carried over from one year to the next?  Yes      No  

 
If yes, is there a limit to the amount of vacation accumulation?  Yes      No  Total __________ 
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Vacation (cont’d) 

 

4.  If vacation is not carried over, is unused vacation paid at the end of the year?  Yes      No  

 
Is it a use or lose it plan?  Yes      No  

 
 

5.  Is unused vacation paid in the event of: 

 

Termination _____          Resignation (without notice given) _____           Resignation (with notice given) _____  

 

 

HOLIDAYS 
 

1.  Does your organization offer holidays to employees?  Yes      No  

(If Paid Time Off  is given, please  proceed to Paid Time Off (PTO)) 

 

 

2.  Are they paid? _____               Unpaid? _____ 
 

 

3.  Number of holidays observed by your organization? __________ 
 
 

4.  Please check the holidays observed: 

 

New Year’s Day  Thanksgiving Day  

President’s Day  Day after Thanksgiving  

Good Friday  Christmas Eve  

Easter Monday  Christmas Day  

Memorial Day  Employee’s Birthday  

Independence Day  Personal Leave Day(s)  

Labor Day  Floating Holiday  

Veteran’s Day  Other _________________  
 

 

5.  If a holiday falls on a non-working day, is another day off given?  Yes      No  
 
 

6.  If employees must work a holiday, how are they compensated?  

 

Straight-time _____          Double time _____          Time and one-half _____          No additional pay _____ 

 

Additional time off _____ 
 

 

7.  To be eligible for holiday pay, must an employee work the scheduled workday before and after a holiday? 

Yes      No  
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SICK LEAVE 
 

1.  Does your organization offer sick leave to its employees?  Yes      No  

(If Paid Time Off  is given, please  proceed to Paid Time Off (PTO)) 

 

 

2.  Number of sick days granted per year? __________ 
 
 

3.  Granted at the beginning of the year? _____               Earned monthly? _____ 
 
 

4.  Amount of sick leave pay:  Full earnings _____               Partial Earnings _____ 
 
 

5.  Medical certification required?  Yes      No    
 

 

6.  Can unused sick leave be accrued?  Yes      No  
  

If yes, maximum accrual:  __________ Days ( or hours) 

 

If sick leave days cannot be accrued, are they paid at the end of the year?  Yes      No  

 

 

PAID TIME OFF (PTO) 
 
(If Paid Time Off  [PTO] is not offered, please proceed to Retirement) 
 

1.  

Length  

of  

Service 

 

Hours  

Earned  

Per Month 

 

PTO Hours  

Earned  

Per Year 

 

Maximum # Hrs 

 Allowable For Carry 

Over at End of Yr. 

 

Accrued PTO Above 

These Levels Eligible 

for Cash-In 

      

      

      

      
 

     

 

2.  Is unused PTO paid in the event of: 

 

Termination _____           Resignation (without notice given) _____           Resignation (with notice given) _____ 

 

 

RETIREMENT 
 

1.  Does your organization offer deferred compensation?  Yes      No  
 

What type of retirement plan is offered?  ___________________________________________________ 

 

Matching by Organization $/%____________________ 

 

Years for Vesting  ___________________ 
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MISCELLANEOUS 

 
1.  Does your organization compensate employees based on: 

 

Performance _____               Cost of living _____               A combination thereof _____ 

 

Please describe: 

 

 

 

 

 

 

 

 

2.  Does your organization offer comp time to exempt employees?  Yes      No  

 
If so, at what rate? 

 

 

 

 

 

3.  Does your organization offer discretionary year-end/Christmas bonuses?  Yes      No  
 

Other?  (Specify) ______________________________________________________________ 

 

 

4.  Please check the programs offered to employees: 

    

 Length Of Service Awards  Credit Union 

 Savings Plan  Wellness Programs 

 Employee Assistance Program  Suggestion Procedures 

    
 Organization-Sponsored Activity:  Other: 
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Miscellaneous (cont’d) 

 

5.  Does your organization offer tuition/education reimbursement?  Yes      No  

 

If yes, please describe: 

 

 

 

 

 

 

 

ATTENDANCE 
 

1.  Does your organization provide bonuses for good attendance?  Yes      No  

Please describe: 

 

 

 

 

 

 

 

 

 

2.  Has your organization implemented a no-fault attendance system?  Yes      No  

 

 

3.  Please describe your attendance plan: 

 

 

 

 

 

 

 



Compensation Program Administration 
 

Policies and Procedures for Administration 

 

A. Progression Advancement – New Personnel 

B. Performance Reviews and Opportunity for Pay Increase 

C. Promotions and/or Transfer Increases 

D. Rating Factor Definitions 

E. Guidelines for Pay Adjustments 

F. Pay Increases Linked to Performance 

G. Documentation of Performance 

H. Unacceptable Performance - No Increase 

I. General Pay Adjustments 

J. "Red Circle" Rates 

K. Promotion and New Position Classification 

L. Procedure for Performance Review 

M. Administration of the Compensation Program 

N. Our Commitment to Fairness 

O. Other Forms of Town of Wytheville Compensation 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 6: 

References 

 

  



ATTACHMENT I. REFERENCE LIST 

If required, and when stated as a requirement in the bid/proposal packet, list three (3) 

references who have employed the offeror and/or used related services to the scope of 

this proposal. 

If references are not required as part of this bid put N/A here: ________ 

Company Contact 
Name 

Phone Email Year of 
Contract 

Project Name 

*** THIS FORM MUST BE INCLUDED IN THE PROPOSAL PACKET 

Town of Pulaski Suellen Palmer 540-994-8642 spalmer@pulaskitown.org

Town of
Christiansburg

Dave Brahmstadt 540-265-8923 dbrahmstadt@depaulcr.org

Town of
Pennington Gap

Keith Harless 276-546-1177 keith.harless@townof
penningtonva.gov

2018 Compensation and Benefits
Consulting Services

2016 Compensation Administration
Program

2008

2015

Market Study

Compensation and Benefit
Survey
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Other Services 

 

  



Serving Management Since 1945

Complete Human Resource 
Management Services

Management Consultants



SESCO Management Consultants was founded in 1945 by Dr. J. W. 
R. Lawson, Sr., following his career with the Department of Labor – 
Wage Hour Division.

Since our humble beginnings, SESCO has grown into a nationally 
recognized consulting firm serving clients in all states and industries. 

SESCO partners with our clients’ leadership and human resource staff 
with the goal to provide results-oriented human resource systems, 
thereby contributing to our clients’ people management goals.

Founded on Wage and Hour compliance, SESCO’s toolbox of 
services has expanded into a true “one-stop shop” consulting firm. 
From screening and hiring tools, employee benefits, payroll, and 
human resource management compliance and HR systems, we 
pride ourselves on providing the latest state-of-the-art systems and 
consulting services.

We invite you to learn more about SESCO, our proud history and our 
human resource systems and services that we provide our valued 
clients. We are committed to assisting you in achieving excellence in 
your workplace.

About SESCO

Service Overview

•	 Federal/State Employment Law Compliance

•	 Affirmative Action Programs

•	 Applicant Screening/Workplace Reference Checks

•	 Compensation Administration Systems

•	 EEOC Representation/Investigations

•	 Opinion/Attitude Survey Programs

•	 Management/Employee Coaching/Counseling

•	 Federal Wage-Hour Audits/Investigations

•	 Handbooks for Employees/Management

•	 Leadership Development

•	 Skills/Personality Assessments

•	 Management Assessment and Appraisal Programs 
(MAAP)

•	 Management Development Seminars and Workshops

•	 Organizational Development

•	 Performance Management Systems

•	 Personnel Forms/Compliance Posters

•	 Harassment Awareness Training/Investigations

•	 Vital Learning Classroom & Online Training ©

•	 Employee Benefits

•	 Employee Benefit Statements

•	 Payroll Services



Every aspect of the employment relationship is regulated by a federal 
or state employment statute. Additionally, it is incumbent upon 
management to manage employees through systems and procedures 
rather than on a “case-by-case” basis. The cost of employment in wages 
and benefits is an employer’s largest single controllable cost, and 
this cost must be managed professionally through effective human 
resource systems.

We on the SESCO staff have spent our history developing the 
necessary expertise and systems to assist clients in ensuring effective 
and compliant management of their employees. 

Key systems include:

•	 Recruitment Tools/Processes

•	 Performance Management Systems

•	 Employee Handbooks/Policy Manuals

•	 Compensation Systems

•	 Retention Programs

•	 Personnel Files, Forms and D. O. T. Kits

•	 Compliance Programs/Audits

•	 Leadership Development/Training

Human Resource Systems

An organization can do itself no greater service than to clearly state its policies and practices, ensure its supervisors 
thoroughly understand them, and provide written documentation of the policies and practices to all of its employees.

SESCO’s staff authors hundreds of employee manuals every year, and each one is custom designed to meet the specific 
needs of the client. Once completed, you will find the employee handbook and policy manual provide a consistency 
and confidence that can eliminate ambiguous, vague or unwritten assumptions within your organization. This clear 
documentation of policy will be a valuable asset in helping to counter allegations of unfair action brought by an 
employee or governmental agency. Even more importantly, it gives your managers and supervisors the tools they 
need to effectively and consistently do their jobs and correctly represent your organization.

SESCO is nationally recognized as an expert in employee handbook and policy manual development. Since 1960, 
SESCO has authored manuals, including “How to Develop an Employee Handbook” and “How to Develop a Personnel 
Policy Manual,” recently published by AMACOM Books (American Management Association).

Employee Handbooks/Policy Manuals



Employee/Management Satisfaction Surveys

Federal and state regulations have changed the way America conducts 
business. Conforming to these regulations is an ongoing challenge 
for business leaders. Knowing, understanding, and clarifying these 
regulations is the foundation SESCO was built upon.

SESCO’s professional staff can determine a client’s compliance posture 
to federal and state employment regulations, as well as challenge 
current employee systems. Some of these compliance services 
include:

•	 Affirmative Action Plan Development

•	 Equal Opportunity/Wage-Hour Case Representation

•	 Wage-Hour Employment Law Compliance

•	 Compliance Assessments

•	 Required Harassment Training

•	 Harassment Investigations

•	 FMLA/ADAAA

Employment Compliance Services

Whatever your business may be, ultimately you are in the “people business.” Your organization’s success is determined 
by the skills and performance of your employees, each with his or her own talents and abilities. When you know 
how your employees think and feel about their work, you will know what their impact will be on the direction 
your organization is going. SESCO’s Opinion Survey program allows you to take the pulse of your supervisors and 
employees to determine current morale levels and correct potential problem areas. The opinion survey examines and 
reports results that provide you very specific information about your organization.

•	 Recruitment/Retention

•	 Quality of Services

•	 Culture

•	 Productivity

Responses to all questions are summarized by computer, providing an in-depth analysis, including length of service, 
sex, shift, department, supervisor, and other vital information. Additional reports provide “open comments” statements 
offered by employees, along with special summaries prepared for each department supervisor. Throughout the 
process, confidentiality of employee responses is never compromised.

Our consultants will provide a prompt and thorough analysis that includes observations, recommendations and 
solutions, as well as follow-up meetings with employees. The survey process is one of the most effective and important 
programs for the maintenance of an effective employer-employee relationship.

•	 Management and Supervision

•	 Equal Opportunity and Recognition

•	 Customer Service

•	 Performance Management



The SESCO Report, SESCO’s monthly newsletter, will provide you with 
timely human resource and employee relations information on today’s 
issues affecting all aspects of the employer-employee relationship. 
This monthly publication provides insight on developing trends in the 
area of human resource management and will assist in management 
staying ahead of the curve when it comes to developing solutions as 
well as preventing misunderstandings, miscommunications, alleged 
wrong doing, and subsequently costly litigation.

The SESCO Report is unlike any other “legal” newsletter. Because of 
our involvement with clients on a day-to-day basis in assisting them 
in handling people problems as well as complying with federal and 
state employment regulations, the Report is practical and useful to 
our clients’ management teams.

The SESCO Report

Management Training & Development

Hundreds of managers and human resource specialists have attended SESCO management conferences, training 
seminars, and participated in our on-site customized training programs. SESCO has a certified training staff which has 
been compiled from business and industry, and thereby bringing a very practical, hands-on approach to our training 
programs. We teach and utilize participative, behavior modeling training systems and seminars.

Most human resource management specialists agree that the one area that needs attention in employer-employee 
relationships is a commitment to developing and growing effective front-line, mid and top level management teams. 
A sample of the programs that are offered, to include traditional classroom, online, and teleconferencing training, 
include:

•	 Vital Learning Classroom Training Products© – Leadership Skills, Administrative Skills, Sales Skills, Customer 
Service Skills and Project Management

•	 Vital Learning Online Products© – Products mirror that of Vital Learning’s Classroom Training

•	 Train the Trainer (required to transfer SESCO and Vital Learning Systems in-house)

•	 Employee Workplace Skills – Change Management, Conflict Resolution, Workplace Violence, Diversity, Stress 
Management, and many others

•	 Legal Updates – Hiring and Firing, Sexual Harassment, FMLA, ADA, and other employment issues that managers 
must understand and learn to apply effectively and consistently on a day-to-day basis

•	 SESCO’s Basic Human Resources©, Advanced Human Resources©, and Effective Leader/Manager©

•	 More than 40 models developed by SESCO professionals to address everyday training needs



Organizational/Individual Development

Organizational development can help teams and individuals improve various aspects of organizational life necessary 
for success, including culture, values, systems and behavior. The goal of SESCO’s organizational development 
consulting is to increase organizational effectiveness and organizational health through planned interventions in the 
organization’s processes, operations and behavior. Most often, organizational development services are requested 
when an organization (or a unit within an organization) is undergoing a process of change.

SESCO’s organizational development services can assist in having a positive impact on most, if not all, factors that 
contribute to high performance. These include:

•	 Culture Analysis/Change 
Management

•	 Individual/Team Development

•	 Team Interaction/Communications

•	 Strategic Planning/Business Plans

•	 Skill Alignment/Individual 
Assessments

•	 Executive/Management Coaching

•	 Management Appraisal and 
Assessment (MAAP©)

•	 Family Business Consulting

•	 Conflict Resolution

Screening/Hiring Tools

SESCO provides complete screening and hiring resources from application forms and reference checking to 
background investigations, behavioral interview training, and assisting our clients with screening and hiring. It is 
extremely important that employers screen and hire those who are worthy of an opportunity with their organization.

Our screening and hiring tools include:

•	 Online Screening and Assessment Tools

•	 Personality and Personal Skills Assessment

•	 Professional and Managerial Assessments

•	 Mechanical and Technical Skills

•	 Sales/Customer Service

•	 360° Multi-Rater Feedback

•	 Career and Vocational Exploration

•	 Industry Specific Selection Tools

Professional Service Agreement

In our consulting work, we find that many organizations have the need to establish a reliable, professional resource to 
call upon to address people problems, discuss compliance issues, and provide special research and development of 
human resource and employee relations systems. SESCO created the Professional Service Agreement to support our 
clients in this endeavor, allowing for unlimited time at fixed monthly fees.

The service agreement can be customized, by typically provides at no additional charge:

•	 Hotline to support human resource efforts on a daily basis. This service includes telephone/email and research 
assistance covering all HR needs to include employment regulations, handling difficult people problems, providing 
systems, wage survey data, etc.

•	 On-site visits providing employment law compliance assessments, leadership training, and special consulting work.

•	 Review of handbooks and policy manuals annually.

•	 “The SESCO Report” mailed to all or selected management.

•	 Priority service at reduced fees.



Compensation Administration

Having a structured program of compensation is essential in optimizing good employee relations by establishing a 
meaningful and acceptable relationship between work and rewards. There are basic tenants or characteristics of an 
effective compensation program which include:

•	 Internal Equity – Ensure the organization has determined the value for each job in relationship to one another

•	 External Competitiveness – Ensure that the organization’s pay structure is as competitive to the market as profits or revenue 
allow

•	 Affordability – Ensure that the compensation system is affordable as compensation is an organization’s largest single 
controllable expense

•	 Legally Defensible – Compensation programs must be legally defensible by adhering to specific laws such as Equal 
Employment, FLSA, Civil Rights, etc.

•	 Understandable – The compensation program must be understandable and appreciated by employees. Overly complicated 
systems are not readily accepted by employees. 

•	 Efficient to Administer – The plan must be easily administered by the human resource team and, most importantly, by 
front-line management who are the key, as they bring life to the performance management process linking performance to 

compensation

It is the role of the SESCO consultant to first understand what the organization wants to accomplish from its 
compensation system – the corporation’s compensation philosophy. It is then SESCO’s responsibility to help develop 
the necessary systems that will support the organization’s compensation philosophy while adhering to the basic 
tenets. 

Typical elements of program development include:

•	 Job Analysis

•	 Position Descriptions

•	 Job Evaluation

•	 Performance Management Tools

•	 Performance Management Training

•	 Customized Local, Regional and 
National Wage/Benefit Surveys

•	 Salary Progression Schedules/Labor 
Grades

•	 Program Costing

•	 Program Administration Guidelines

•	 Implementation Guidelines

•	 Employee/Management Training

•	 Executive Compensation



Publications, Forms & Posters

Books / Manuals

Human Resources Guide

COBRA Administrative Manual

FMLA Administrative Manual

How to Meet ADA Requirements in Your Business

How to Comply with Equal Employment Regulations

Fair Credit Reporting Act Administrative Manual

HIPPA Privacy Rules and the Employer

Immigration Reform and Control Act Administrative Manual

New Hire Reporting Administrative Manual

How to Prevent and Combat Unionization Successfully

Personnel Forms

Pre-Employment

Applications

File Folders

Separation

Performance 
Management

FMLA

ADA

Department of 
Transportation

Attendance

Discipline

Commendations

OSHA

COBRA

FURA

FACTA

Federal / State Posters

Six-in-One (50 or more employees)

Five-in-One (Less than 50 employees)

Customized Benefit Statements

Professionally Printed and Bound Customized Statements

Communicating the Value of Your Company’s Benefits

Our Clients

SESCO Management Consultants is proud to be retained or endorsed by:

American Association of Homes and Services 
for the Aging (AAHSA)

American Council of Independent 
Laboratories (ACIL)

Auto Parts Rebuilders Association (APRA)

Automotive Training Institute (ATI)

Exposition Service Contractors Association 
(ESCA)

Independent Hardee’s Franchise Association

Indiana Automobile Association

International Truck Parts Association

Kentucky Automobile Dealers Association 
(KADA)

National Funeral Directors Association 
(NFDA)

Painting & Decorating Contractors of America 
(PDCA)

Quality Service Contractors (PHCC)

SnowSports Industries America (SIA)

TechSelect

TN & KY Tire Dealers & Retraders Association 
(TKDRA)

Tennessee Association of Homes and 
Services for the Aging (TNAHSA)

Tennessee Credit Union League (TCUL)

Tennessee Hospital Association (THA)

Tennessee Primary Care Association

Time and Pay

Tire Industry Association (TIA)

Virginia Association for Home Care (VAHC)

Virginia Association of Non-Profit Homes for 
the Aging (VANHA)

Virginia Automobile Dealers Association 
(VADA)

Virginia Community Healthcare Association 
(VCHA)

Virginia Automotive Association (VAA)

Management Consultants

PO Box 1848
Bristol, TN 37620

423-764-4127 (phone)
423-764-5869 (fax)

www.sescomgt.com
sesco@sescomgt.com
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Section 9: 

Summary 
 

As the oldest human resource and employee relations consulting firm in the country, SESCO 

provides the long-term experience and expertise to meet the Town’s expectations as outlined in 

the RFP. One of our primary strengths is that we seek to truly “partner” with the client to ensure 

that all of the client’s expectations are met. Additionally, based on the client’s experience within 

their region, workplace and current system, input from the client is critical. 

 

Additionally, as nationally recognized authors of a number of publications to include: 

 

• “How to Develop an Employee Handbook – Fifth Edition” 

• “How to Develop a Personnel Policies and Procedures Manual – Sixth Edition” 

• “The Employer’s Guide to Complying with the Americans with Disabilities Act” 

• “Management’s Complete Guide to Employee Benefits” 

• “How to Reduce Employee Absenteeism, Cure Tardiness and Build Employee Morale” 

• “How to Develop a Compensation System” 

 

In addition, SESCO’s management training and development programs are, again, nationally 

recognized to include: 

 

• Human Resources – The Basic Course 

• Human Resources – The Advanced Course 

• The Effective Leader 

 

All of SESCO consultants are internally trained to our customized certification program to include 

our “SESCO 21” systems and practices. Our team is not a group of retired individuals looking to 

supplement income. Our team are professionally trained and experienced consultants and have 

such engaged numerous times on projects such as this as well as others. This provides experience 

in the actual “consulting” with the client versus simply system development. 




