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Recruiting

Dear Reader:
The following document was created from the MTAS website (mtas.tennessee.edu). This website is
maintained daily by MTAS staff and seeks to represent the most current information regarding issues
relative to Tennessee municipal government.
We hope this information will be useful to you; reference to it will assist you with many of the questions
that will arise in your tenure with municipal government. However, the Tennessee Code Annotated and
other relevant laws or regulations should always be consulted before any action is taken based upon
the contents of this document.
Please feel free to contact us if you have questions or comments regarding this information or any other
MTAS website material.
Sincerely,
The University of Tennessee
Municipal Technical Advisory Service
1610 University Avenue
Knoxville, TN 37921-6741
865-974-0411 phone
865-974-0423 fax
www.mtas.tennessee.edu
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Recruiting
Reference Number: MTAS-1322
The best outlets in which to advertise often are dictated by the particular position you are seeking to fill.
It is important that you target the most productive sources. For management- and professional-level
positions, using the newsletters and trade journals of appropriate professional groups are essential for
productive searches. Tennessee Town & City and the publications of other municipal leagues are
helpful sources. A partial list of sources is in Appendix A. Advertising in the classified section of local or
regional newspapers also is common. Advertising in widely circulated publications is likely to prompt
additional applications, although many will lack desired levels of education and experience. In addition,
opportunities exist to advertise on various websites, including the municipality’s own site. The city must
determine how broadly or narrowly it wishes to advertise.
Important elements to consider including in the advertisement are:
• A brief, attractive description of the city or town, including population, and an overview of the
organization, including number of employees and budget
• Minimum requirements for experience and education
• A salary range, which may include “commensurate with experience”
• An application deadline of no fewer than three weeks and no more than eight weeks from the
date of the ad
• A location to which applications should be submitted
The best candidates for the job may not respond to an advertisement, or they may never see it.
Because good prospects may not be actively looking for a new job, do not rely exclusively on
advertising to generate all applicants. You also need to ask others for suggestions. Within a particular
profession, it is possible to secure the names of individuals who are highly respected and who may fit
the job design profile you have developed. This can be accomplished by securing a directory of the
appropriate professional association and making direct contact with current officers and members.
Some local governments hire the services of an executive search firm, often referred to as a
headhunter, to enhance the applicant pool. While often effective, executive search firms can be
expensive. Local governments must weigh the costs and benefits of using an executive search firm with
the overall criteria established for the position to determine if outside assistance is needed and the extra
expense is justified.
Remember not to be shy about inquiring and making personal contact. There is nothing improper or
unethical about informing people of employment opportunities. It is up to the individual to decide if he or
she is interested enough to apply. As an equal opportunity employer, make every effort to attract
qualified minority candidates. Minority recruitment is an obligation and a beneficial practice to promote
community diversity. One final recruitment tip — Look right under your nose. The best qualified person
may already be working for you.

Sample Job Advertisement
Reference Number: MTAS-1573
THE CITY OF ____________________, TENNESSEE
Public Works Director
The public works director has primary responsibility for the organization, operation and overall
performance of the public works department. Department functions include engineering, water and
sewer utilities, solid waste management, streets and public works construction.
The public works director must be an effective administrator, business minded, and productivity and
service oriented. The director should have a college degree. A masters degree in public administration
or business administration is preferred. The director must have demonstrated management capabilities,
with progressively responsible experience in the area of public works administration preferred.
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The public works department has an annual operating budget of $2.5 million. It has 25 full-time
employees. The public works director is appointed by and reports to the city manager.
Salary Range: $55,000 - $70,000
Starting Salary: $55,000 - $60,000 depending upon qualifications.
Send complete resume to:

Deadline for receipt of resumes:
EOE

DISCLAIMER: The letters and publications written by the MTAS consultants were written based upon the law at the time and/or a specific
sets of facts. The laws referenced in the letters and publications may have changed and/or the technical advice provided may not be
applicable to your city or circumstances. Always consult with your city attorney or an MTAS consultant before taking any action based on
information contained in this website.
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