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Question Answer 

Do you anticipate that the consultant will write 
new job descriptions or just suggest changes to 
existing ones? 

GCPLD has job descriptions and is looking to the 
consultant to engage with staff in each position to 
determine if the work they do is accurately described in the 
job description. If it is not, then the consultant is asked to 
update the job description. 

When were your job descriptions last reviewed 
and updated? 

GCPLD has updated some but not all job descriptions in the 
last 12 months. 

Has GCPLD previously conducted a 
compensation study, and if so, when? 

In reviewing GCPLD's 12 years of historical data, it does 
not appear a study of this scale has ever been conducted. 

What is the Library District’s current method of 
job evaluation? 

GCPLD takes into consideration current employee pay 
rates in the same or similar job, library wage data from 
LRS, and Employers Council survey data. 

What is motivating conducting a compensation 
and classification study at this time? 

In 2016, GCPLD's operating budget decreased 
approximately 30%. Staff salaries were frozen for a few 
years due to budget cuts. GCPLD's operating budget was 
increased in November 2019 due to the passage of 1.5 mill 
levy. GCPLD desires to ensure employees are fairly 
compensated for the work they do, and ensure the work 
they do is within their classification. Due to several years 
without pay increases, GCPLD anticipates the current pay 
rates are not where they should be. GCPLD concluded that 
it is time for a comprehensive job analysis and market study 
to review its positions and pay ranges in order to remain 
competitive in both attracting and retaining the most 
talented pool of candidates and employees; and to ensure 
compliance with all current federal and state laws. 
Additionally, the library industry continues to change. 
Meanwhile, most of our job descriptions have remained 
static for many years. Before we begin comparing our job 
descriptions to those of comparator agencies, we first need 
to be sure that our staff's job descriptions accurately reflect 
the work that is being done day to day. If not, job 
descriptions need to be revised as part of this project.  

Do you envision the consultants working with a 
project committee of employees or a small 
project team? 

GCPLD envisions the consultants working with a small 
project team, likely consisting of the Executive Director, HR 
Manager, Finance Manager, and Project Manager. The 
consultants will also work directly with our staff at times. 

How much communication do you seek with 
employees at the beginning and throughout the 
duration of this project? 

GCPLD strives to keep our employees informed about the 
Compensation, Classification, and Job Analysis study 
regularly. We also assume that our staff might be surveyed 
with position description questionnaires as part of this 
project to verify that the work they do is reflected in their job 
descriptions.  

Would GCPLD like the consultant to provide 
assistance with training? 

GCPLD may consider requesting assistance with training 
after the completion of the project but not at this time. 

Section 5, Scope of Work, no. 16 references 
presenting the final report in-person to senior 
management and the Board of Trustees. Given 
the pandemic, and if we remain on remote 
status, can the presentations be made via 
videoconference? 

GCPLD will consider allowing presentations to be made via 
videoconference. 



Will you accept the proposal via email or 
electronic submittal in lieu of hard copies or 
USBs? 

GCPLD will accept proposals that meet the RFP submittal 
requirements as described in the RFP. 

Will you accept scanned signatures in lieu of 
original ink? 

The submitted proposal must be signed in ink. 

When did you conduct your last study of this 
nature? 

In reviewing GCPLD's 12 years of historical data, it does 
not appear a study of this scale has ever been conducted. 

Do you have a current Classification and/or 
Compensation Philosophy? And, can you please 
share? 

GCPLD does not currently have a classification or 
compensation philosophy. 

Please provide the number of classes or job 
descriptions. 

GCPLD currently has 30 job descriptions. 

Please provide the number of Incumbents. 
GCPLD employs 85 regular employees (62.55 FTE, 38 full-
time, 47 part-time). 

Please provide the number of desired 
Benchmarks. 

GCPLD would like all 30 jobs to be benchmarked. 

Are there any issues or concerns that led to 
study? 

There are no issues or concerns outside of the need to 
ensure compliance with new state laws and to pay GCPLD 
staff fairly and competitively. 

Do you have an already established Labor 
Market? 

GCPLD does not have an established labor market. 

Will this be a base or total comp study? This is a total compensation study. 

Do you want and add-on pricing for an appeals 
process, FLSA audit, or ADA considerations? 

GCPLD is open to learning about add-on items. 

What is your timeline for study? 
GCPLD will notify the selected vendor on 11/13/2020 and 
anticipate the final product delivery on or near 5/24/2021 

Do you have a desired budget? The budget for this project is not to exceed $50,000 USD. 

Are you willing to consider all work being 
conducted virtually (through web and 
teleconference and sharing of electronic files)? 

GCPLD will consider using virtual methods for the work but 
cannot commit to agreeing to all work being conducted 
virtually. 

When was your last study? 
In reviewing GCPLD's 12 years of historical data, it does 
not appear a study of this scale has ever been conducted. 

Please confirm that the District has 29 unique 
job titles. Could you provide a list? 

Since the writing of the RFP GCPLD has added one job so 
we currently have 30 job titles. See the bottom of this 
document for a list of job titles. 

When was that last time your Job Descriptions 
have been updated? Please confirm that the 
organization would like to have all job 
descriptions updated or missing ones created. 

GCPLD has updated some but not all job descriptions in the 
last 12 months. A job description exists for each position 
and GCPLD is looking to the consultant to engage with staff 
in each position to determine if the work they do is 
accurately described in the job description. If it is not, then 
the consultant is asked to update the job description. 

To keep costs down, is the District open to 
phone/video conferencing for employee 
interviews? 

GCPLD is open to phone/video conferencing for employee 
interviews. 

Which organizations does the District currently 
‘survey’ for market data / wages? 

GCPLD currently uses data from Employers Council 
compensation surveys and LRS. 

Will you be the Project Liaison? Kim Owens, HR Manager 

Do you need benefits reviewed as part of this 
study? 

Yes, this project includes total compensation. 



Are all 85 employees are being reviewed as part 
of this study? 

Each job title should be reviewed for accuracy through 
interviews with the staff in those positions. GCPLD looks to 
the consultant to guide this process and determine an 
adequate number of staff to interview to ensure clarity and 
understanding of actual work performed when updating the 
job descriptions. 

How many job classifications / titles are 
associated with the number of employees? 

GCPLD currently has 30 job titles and eight classifications. 

Do you have a projected budget range for this 
project? 

The budget for this project is not to exceed $50,000 USD. 

It appears that GCPLD is a member of 
Employers Council and has access to their comp 
survey data, is that accurate? 

Yes, this is accurate. 

Is it your intent to have the consultant conduct a 
custom survey in addition to the available EC 
data for this study? 

Yes, the consultant should identify comparator 
organizations in partnership with the GCPLD project team 
and conduct a custom survey. 

Can you provide a copy of your current Pay Plan 
and Classification Listing along with an 
approximate date when it was last updated? 

The last classification chart was updated 2/7//2019. See 02-
07-2019 Employee Classification & Pay Grade Chart 
addendum. 

 
 
 
List of GCPLD Job Titles 

 
Administrative Assistant Facilities Technician 

Assistant Executive Director Finance Assistant 

Assistant to the Executive Director Finance Manager 

Branch Manager HR Assistant 

Circulation Coordinator HR Manager 

Collection Processing Specialist Library Associate 

Communications & Marketing Manager Library Collections Coordinator 

Community Engagement Coordinator Library Collections Manager 

Community Outreach Specialist Library Page 

Courier Library Specialist 

Creative Lead Project Manager 

Education & Development Coordinator Substitute Library Assistant 

Education & Events Manager Technology & Innovation Manager 

Executive Director Volunteer Coordinator 

Facilities Manager Youth Services Coordinator 

 

 

 

 

 

 
 
 



GARFIELD COUNTY PUBLIC LIBRARY DISTRICT

EMPLOYEE CLASSIFICATION

 Approval by the Board of Trustees February 7, 2019

Grade Min Increments Max Job Titles Salary range (40hrs/week full time)

Pay Grade 0 Page

      Hourly 11.10$      11.10$         Page $23,088

Pay Grade 1 eliminated January 2020

Pay Grade 1 Assistant

      Hourly $12.50 $0.25-$0.50 13.50$         Library Assistant $26,000 - $28,080

Pay Grade 2 Associates

      Hourly 13.50$      $0.25-$0.50 15.00$         Library Associate $28,080 - $31,200

Technical Services Associate

Program Associate

Pay Grade 3 Specialists

      Hourly 15.00$      $0.25-$0.50 18.05$         Library Specialist $31,200 - $37,544

Technical Services Specialist

Administrative Assistant

Program Specialist

Pay Grade 4 Coordinators

      Hourly 17.00$      $0.25-$0.50 21.50$         Circulation Coordinator $35,360 - $44,720

Library Collections Coordinator

Technology Trainer

Volunteer/Foundation Coordinator

Youth Services Coordinator

Pay Grade 5 Manager I

      Hourly 21.00$      $0.25-$0.50 25.00$         Branch Manager (non-MLS) $43,680 - $52,000

Administrative/Human Resources Manager

Maintenance Manager

Digital Services Manager

Pay Grade 6 Manager II

Hourly 25.00$      $0.25-$0.50 32.00$         Branch Manager (MLS or equiv.) $52,000 - $66,560

Technical Services Manager

Communications & Marketing Manager

Pay Grade 7 Assistant Directors

      Hourly 31.00$      $0.25-$0.50 45.75$         Finance Manager $64,480 - $95,160

Assistant Executive Director

Pay Grade 8 Director

      Hourly 40.00$      $0.25-$0.50 55.29$         Executive Director $83,200 - $115,000

Colorado Minimum Wage
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