
 

Request for Expression of Interest 
Human Resource Manager/Advisor 

Issue Date: Friday December 7, 2018 

 
 
Destination Greater Victoria is seeking a Human Resource (HR) Services Firm to act as our HR 
Manager/Advisor (“the Agency”) for a term ending on December 31, 2021, concurrent with Destination 
Greater Victoria’s 5-year Municipal and Regional District Tax funding agreement. 
 
The Agency will be responsible for providing full service day to day Human resource services (excluding 
payroll & benefits management) to the Officers and Management of Destination Greater Victoria. 
 
Destination Greater Victoria has circa 35 FTEs and as such the HR function is not a full-time 
responsibility.  
 
Destination Greater Victoria is interested in your firm, the services your firm offers and your HR style. 
 
See below for more information about the requirements and how to submit a proposal.   
 
 
Closing Date & Time 
 
Submissions will be accepted up to 5:00pm on Monday January 14, 2019 
 
 
Questions 
 
Questions must be received before 5:00pm on Monday January 7, 2019 
 
 
Contact Person 
 
All enquiries and questions regarding this Request for Information (“RFI”), including any request for 
information and clarification, should be directed in writing or by email to James Adams, CFO at 
james.adams@tourismvictoria.com. 
 
 
Delivery of Proposals 
 
Proposals must be submitted by email, in PDF format, to James Adams, CFO at 
james.adams@tourismvictoria.com by the specified closing date and time. 
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About the Organization 
 
Destination Greater Victoria is the official, not-for-profit, destination marketing organization that works in 
partnership with over 950 business members and various municipalities in the Greater Victoria area and 
surrounding communities in British Columbia, Canada.  
 

Our Mission 
 
We inspire the world to experience our destination. 
 
Our Vision 
 
Destination Greater Victoria will be internationally recognized as a leader in sustainable tourism 
development, ensuring Greater Victoria remains one of the top destinations in the world.  

 
 
Human Resource Services Management/Advisory Requirements 
 
Daily and Regular 

• Strategic Workforce Planning with Executives and management 

• Daily management of emerging HR related needs and timely resolution of issues 

o Immediate and decisive action on HR-related risks to the organization 

o Timely reply to requests for additional information and/or new levels of support  

• Fair, consistent and transparent application of HR processes across the organization 

o Maintain up to date and accurate employee handbook 

o Communicate policy revisions to all staff in presentations  

o Update job descriptions as needed, draft letters and communication around promotions 

o Ensure appropriate employee file documentation is in place 

o Ensure up to date job descriptions that integrate DGV Competencies  

• Manage full-cycle recruitment processes for regular staff and contractors  

o Posting and marketing all jobs 

o Providing and administering online applicant tracking system 

o Sourcing candidates 

o Screening for fit and qualifications  

o Interviewing 

o Reference and background check 

o Offer negotiation  

• Manage all onboarding processes 

• Manage annual and mid-year performance management processes 

• Implement annual compensation strategies 

• Manage all types of leaves and accommodations in collaboration with direct managers 

• Manage all departure processes  

• Manage Events and Engagement Committee 

• Coordinate consistent internal messaging and corporate communications 

• Respond to general questions about application of policies or processes 

o Engage with Executive and management teams in a collaborative feedback and design 

process to formulate policies 



 
• Keep CEO and CFO informed of HR related developments across the organization, employee 

moral and feedback. 

• Proactively manage Corporate Calendar to ensure HR cycles are well managed. 

 
On Standby: 

• Management and execution of special projects (HRIS Implementation, compensation studies, 

etc.) as required by the Executive Team  

• Workplace Bullying and Harassment escalation point of contact 

• Workplace investigations, as required 

• Whistleblower Policy contact 

Strategic Support 

• Ability to rapidly increase capacity as required to meet DGV’s business demands and Executive 

needs, making DGV a priority 

• Ability to attend meetings and provide reports at Executive and Board of Director’s request 

 
The term of the contract will be until December 31, 2021 with options to renew. 
 
 
RFI Requirements 
 
Proponents must submit the following information in their submission to this RFI, within a submission 
document suitable for presentation to the Board, 

 

• Firm Name; 

• Firm headquarters address and the address of the offices servicing Victoria; 

• Individual contacts who would be servicing Destination Greater Victoria; 

• A brief history of the firm, including ownership, with an emphasis on any material developments in 
the past five years; 

• Organizational chart of the firm; 

• Name of the regulatory body(ies) overseeing the firm; 

• Describe any potential conflicts of interest your firm has relative to Destination Greater Victoria; 

• A suggested Human Resource strategy for an organization our size; 

• Examples of similar organizations to ours that you work with; and 

• A schedule of your proposed fees (our preference is a fixed monthly fee). 
 
 
RFI Evaluation Criteria 
 
Submissions meeting the eligibility criteria will be further assessed against the following evaluation 
criteria. 
 

 Criterion Weight Minimum 
score  

Proposal 
 

  

  
Based in Greater Victoria 
 

 
15 

 
0 

    



 
Approach 

- Proponent’s primary strategies for adding value to 
customers such as recruitment, organisational 
development, employee relations, performance 
management, etc.; 

- Proponent’s understanding of the not-for-profit sector; 
- Suitability of Proponent’s staff to educate and advise the 

Board; and 
- Assessment of the extent to which the Proponent aligns 

with the strategic HR priorities of Destination Greater 
Victoria.   

30 
 

20 

 Proven Track Record 
- Proponent’s stability and experience; 
- Proponent’s reputation and standing; 
- Stability and experience of assigned individual Proponent 

contacts; and 
- Consideration of the historic and expected future 

performance of the Proponent’s suggested portfolio.   

 
15 

 
10 

  
Financial Fees 
 

 
10 

 
5 

  
Quality of Proposal 
 

 
10 

 
5 

  
Sub-Total (Proposal)   

 
80 

 
40 

 
Presentation   

 
  

 
20 

 
10 

 
Total (Proposal and presentation) 
 

 
100 

 
50 

 
 



 
 
 
Presentation 
 
Proponents who have been shortlisted by Destination Greater Victoria, after evaluating their proposal, will 
be invited to a working lunch on the 17th January at which they will be expected to present their proposal 
to the CEO and CFO.  
 
To be considered for the shortlist, a Proponent must meet the minimum score for the proposal component 
of the evaluation. 
 
It is Destination Greater Victoria’s intention to shortlist and invite to present the top two (2) Proponents 
with the highest scoring proposals. Destination Greater Victoria reserves the right to decrease or increase 
the number of those shortlisted depending on the clustering of scores for proposals.   
 
Proposals not meeting the minimum scores will not be considered further. Shortlisted Proponents will be 
notified by phone or email.     
 
 
RFI Acceptance and Rejection 
 

• Submissions received after the specified time on the closing date will be rejected.  

• Submissions that do not meet a minimum level of quality against the RFI requirements will not be 
considered.  

• Destination Greater Victoria may disqualify submissions that are incomplete.  

• Destination Greater Victoria reserves the right to:  
o Award the RFI, in part or in whole, to one or more proponents;  
o Accept or reject any or all submission, and waive irregularities and informalities at its 

discretion; and 
o Withdraw the request for information.  

• By submitting a proposal, the Proponent waives any right to contest in any legal proceeding or 
action the right of Destination Greater Victoria to award the contract to whomever it chooses, in 
its sole discretion, and for whatever reasons Tourism Victoria deems appropriate. 

 
 


