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Introduction 

The City of Roanoke, Virginia through its Department of Human Resources may 
seek qualified and experienced vendors to conduct a Classification and 
Compensation Study of all positions in the organization to ensure that employee 
compensation is distributed equitably.     
 
The City recognizes the need to periodically review, analyze, and update its job 
classification and compensation system and to periodically analyze its pay.  The 
purpose of this Request for Information (RFI) is to solicit information from Providers 
that will allow the City to gain a better understanding of consultative services 
available to explore and assess the City’s existing job classification system and pay 
plan that will ensure internal and external equity and consistency within the structure 
by which employees are compensated.   

Respondents are also asked to address associated cost estimates for the 
consultative services and where feasible, should include cost estimates for all service 
components. 

Background:   

The City of Roanoke’s compensation plan is based on the principles of fair and 
consistent administration with salary adjustments based on the employee’s 
performance. Each fiscal year, a compensation package is recommended by the City 
Manager and is adopted by City Council as part of the annual budget process. The 
compensation package is generally recommended by Human Resources upon 
completion of an annual Compensation Review, which benchmarks the City’s 
positions with comparable positions that are competitive with its recruiting labor 
market – the Virginia First Cities. Over the years, adjustments have been made to 
the compensation plan to address salaries below the market, and pay compression. 
 
The City has not conducted an overall job classification and compensation review of 
all City positions since 1999. However, classification specifications and 
reclassifications have been conducted on an “as requested” basis, ranging from a 
specific position when a vacancy occurs or major changes to job competencies to 
the reorganization of all positions assigned to a specific department/division.  

 

Personnel Structure and Composition: 
 
As of Fiscal Year 2015/2016, the City had a total of 1,629 FTEs (Full Time  
Employees) under approximately 286 job classifications. These budgeted full-time 
positions are staffed within 59 City departments, inclusive of positions funded 
through the general fund and proprietary funds. A copy of a Three-Year Staffing 
Level History is provided as Attachment A, and positions by title, pay grade and 
classification code is provided as Attachment B.  
 
The City has a single pay structure (“pay plan”) consisting of seventeen (17) pay 
grades, to which all City positions are assigned. Each position has a hiring rate, a 
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minimum level, and maximum level, and mid-points are often calculated by Human 
Resources for the purposes of compensation analyses. A current copy of the salary 
schedule is included as Attachment C.  
 
In FY 2015/2016, personnel costs (salary and fringe benefits) totaled over $108.2 
million. A salary increase was also recommended which totaled $3.38 million for a 3 
percent general wage increase and to implement a 5 percent employee contribution 
to the pension plan.  To address market competitiveness, approximately $208K was 
budgeted for jobs 90 percent or less of market average pay and/or with high turnover 
rates.  An additional $505K was approved for targeted funds to address market 
competitiveness and pay compression for public safety.  
 
The City’s workforce is inclusive of three public safety entities – Police, Fire-EMS, 
and the Sheriff / Jail Department, as well as Social Services.  These four (4) 
departments comprise approximately 60 percent of the City’s workforce with a 
breakdown as follows: 1) Police - 301 FTE; 2) Fire-EMS – 251; 3) Sheriff / Jail – 209 
FTE; and 4) Social Services – 215 FTE. 
 

Goal of the RFI: 
 

The goal of this RFI is to obtain information regarding the services available for a 
comprehensive Compensation and Classification Study that identifies the City of 
Roanoke’s competitive position in the labor market and assesses internal and 
external equity of all positions in the organization.  

A thorough classification and compensation study and analysis of the City and those 
organizations that draw on a shared labor market will indicate the City’s current 
position and its ability now and in the future to recruit and retain talented employees 
to provide quality services to the City of Roanoke.  It is expected that the study will 
determine what actions should be taken, if any, to avoid loss of qualified staff and 
difficulties in recruiting new employees for City employment, while competitively 
compensating current employees.  In addition, it is expected that the study will 
recommend adjustments, if needed, to the City’s pay plan rules, policies, and salary 
structure to allow appropriate compensation and/or to rectify compression/equity 
issues.  

 

The City encourages providers to become involved with this project by 

responding to this RFI.   

 

This RFI is seeking information including, but not limited to, the information 
contained in the categories described below.   

 
A. The respondent’s study objectives and methodology for conducting a qualitative 

and quantitative analysis of the City’s positions and compensation structure. 
Project activities may include the following:  
 A project kick-off / initiation meeting. 
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 A communication strategy. 
 Employee outreach, such as interviews and focus group sessions designed to 

gather varied perspectives. 
 Job Assessment Tools (JATs). 
 Data collection of relevant background material. 

 
B. The respondent’s completion of a Market Analysis which may include: 

 A review of the City’s methodology for assessing the competitiveness of its 
pay levels.   

 The methodology for testing the market competitiveness of selected positions.   
 Plans to conduct a market salary survey and provide feedback to the City 

regarding current market competitiveness. 
­ A salary survey of external markets (such as the First Cities) that have 

similar characteristics, demographics, and service offerings.  
­ Establishment of appropriate benchmarking standards, inclusive of a 

comparison and analysis of salaries and wages of similar jobs (external 
equity) of comparable local governments (First Cities).   

 
C. An analysis of job classifications within the City to assess internal equity, the 

efficiency of the current classification plan, placement in the organizational 
structure, and the establishment of pay ranges. 
 A review of the manner in which the City assigns individual positions to grades 

within the pay plan. 
 Recommendations for strategic positioning using market data and best 

practices. 
 A position evaluation system that can easily accommodate organizational 

change and growth.   
 

D. A review of the administration of the pay plan by Human Resources. 
 An assessment of the strengths and weaknesses of the current pay system. 
 Alternative approaches for consideration. 
 Development of a revised compensation structure, if needed, and 

implementation costs for said structure. 
 
E. Development and submittal of a final report of recommendations, including 

discussion of methods, techniques, and data used to develop the classification 
and compensation plan and other components as cited below:   
 All classification and compensation survey results. 
 A report of the compensation system that compares the City and its relations 

to the market. 
 An analysis of the financial impact for various implementation dates of the 

new classification and compensation plan, if recommended. 
 Instructional information to allow the City’s Department of Human Resources 

to conduct individual salary audits and recommend adjustments consistent 
with the study methodology. 

 A plan of action for implementation support and training as needed. 
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Request for Proposal (RFP) 

 Information gained from this RFI may be used for project planning and may, or 
may not, be used in the development of an RFP. 

 Cost estimates are requested, but no formal or binding price submittals. 

Existing Standards 

If there are any existing standards, the City requests that each respondent include 
such standards in your response to this RFI. 

Laws 

Respondents are asked to describe any significant laws or regulations that could 
have a significant impact upon the technology being proposed within their RFI 
response. This includes requirements, limitations, and specific laws which may 
pertain to the relative coverage area or component(s).  It would also be beneficial to 
identify specific trends that are expected in the near future. 

Instructions for Responding to this RFI 

General 

Organizations responding to this RFI shall designate a single contact within that 
organization for receipt of all subsequent information regarding this RFI, RFI 
responses, and any subsequent activities that may follow from this RFI.  

Responses to this RFI must be received by Roanoke no later than 2 P.M., on 
January 8, 2016. Documentation submitted in response to this RFI will be reviewed 
by the City’s project team.  

Trade Secrets, Confidential Information 

If you consider any portion of your response to be privileged or confidential by 
statute, including trade secrets and commercial or financial information, clearly 
identify those portions. The City will honor your notations. Marking your entire 
response Confidential/Proprietary is not in the conformance with the Virginia Public 
Procurement Act (VPPA). 

Format of RFI Responses (Required) 

The following outline is offered to assist in the development of your response. You 
should include: 

      One (1) original and five (5) copies. 

1. A cover letter -- the cover letter must include a brief summary of your response. 

2. Your response to any or all of the RFI objectives. 

3. If necessary, please include a glossary which describes terms used in your RFI, 
and the application of each in the proposed solution(s). 
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Regarding size of the RFI response, no limit is made on the number of pages 
submitted. However, we do ask that your responses be provided as an introduction 
to, rather than a full explanation of, a proposed solution. Additional details will be 
requested in follow-up correspondence. 

Supporting documentation will be accepted, but you must indicate which portions of 
the supporting document are relevant to this RFI. 

NOTE: Because responses become public documents of Roanoke, we ask that 
proprietary and confidential material not be included in any response. If copyrighted, 
a statement waiving that copyright for use by Roanoke is required for the purposes of 
providing copies for review.  

How to Submit (Required) 

Submitted material (one (1) original and five (5) copies) may be attached to a 
cover letter and mailed to the City’s Purchasing Manager to the address provided 
below on or before 2 PM, January 8, 2016:  

 
Purchasing Division 
Noel C. Taylor Municipal Building  
215 Church Avenue, S.W., Room 202 
Roanoke, Virginia  24011 

Reimbursements 

The City of Roanoke will not reimburse submitters for any costs in conjunction with 
their responses to this RFI. 

Access to Responses 

Submitters will be entitled to access all the submittals received in response to this 
RFI.  

Requests for copies should be submitted via email to faye.gilchrist@roanokeva.gov. 

Response Review Process and Schedule 

Process 

The Purchasing Division and the Department of Human Resources will coordinate 
the review of each RFI response and work with the Project Team to develop follow-
up plans. Project Plans outlining the defined follow-up activities will be created based 
on the RFI contents and communication with the respondent(s).  

Clarification of Responses 

To fully comprehend the information contained within a response to this RFI, 
Purchasing may seek further clarification of your response. This clarification may 
come in the form of verbal communication over the telephone; written 
communication; electronic; or a request to make a presentation.  

 



City of Roanoke – Purchasing Division:  RFI - Classification and Compensation Study 

 

 7 

About this document 

This document is a Request for Information. It differs from an Invitation to Bid or a 
Request for Proposal in that the City of Roanoke, VA is seeking to obtain information 
concerning the feasibility and practicality of deploying this technology in and around 
the City of Roanoke.  

This document is not intended to in any way result in a contract. 

No individual of any using department has the authority to legally and/or financially 
commit the City to any contract, agreement, or purchase order for good or services.  

Questions and Further Information 

Questions concerning the RFI shall be directed, in writing, to: 

Faye Gilchrist, Buyer  
Noel C. Taylor Municipal Building  
215 Church Avenue, S.W., Room 252 
Roanoke, Virginia  24011 
 
Email questions are accepted:   faye.gilchrist@roanokeva.gov 
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