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Due to the planned retirement of Wilton Town Administrator Paul Branscombe, the Wilton Select Board 
established a search committee on June 28, 2021 and appointed a seven-member team with a wide variety of 
town experience: 

 

Jennifer Beck – Economic Development Team, Conservation Commission 

Jane Farrell – Town Clerk and Tax Collector 

Matt Fish – Select Board 

Cary Hughes -- Budget Committee, High Mowing School Dean of Students 

Jackie Kahle – Economic Development, Heritage Commission, Website 

Sara Spittel – Private citizen (past Planning Board Chair, Supervisor of the Checklist) 

Karon Walker – Planning Board 

 

The current Wilton Town Administrator Paul Branscombe attended committee meetings as an advisor, although 
he did not participate in the interviews or candidate discussions. 

 

The committee’s defined mission was to “Advertise and promote the Town Administrator position, identify 
candidates, and conduct interviews with the goal of providing up to three qualified candidates for the Select 
Board to then review and make a hiring decision.”   

 

Preliminary Work 

 

A page was established on the Wilton website and meetings were posted on the town calendar.  All meetings 
were open to the public, except when the committee went into non-public sessions to review confidential 
applicant information.  Minutes of all meetings are posted on the webpage here: 
https://www.wiltonnh.gov/government/boards_and_committees/town_administrator_search_committee. 

 

The committee established an overall timeline that would ensure a final candidate would be in place in time for a 
start date of November 15th as stipulated by the Select Board.  Later in the process, the start date was moved up 
to November 1, 2021. 

 

The job opening was posted on June 29, 2021 on the Wilton website and Facebook page, the N.H. and 
Massachusetts Municipal Association classifieds and the local newspaper.  The ad requested that resumes and the 
Wilton Employment Application be submitted to Paul Branscombe, who acknowledged receipt and forwarded 

https://www.wiltonnh.gov/government/boards_and_committees/town_administrator_search_committee


them to the committee.  The Employment Application itself stipulates it be forwarded to the Administrative 
Assistant, so we recommend that confusion be eliminated in the future (see recommendations below). 

 

Based on recommendations and materials from Primex, Inc. which the town has worked with in past town 
administrator searches, the committee created a set of interview questions and evaluation criteria that would be 
used consistently across all interviews. 

 

Search Process 

 

By the official application period close date of August 31st, the committee had received 16 applications -- 14 
candidates were male and 2 were female. The geographic breakdown is as follows: 

 New Hampshire (9) 

 Massachusetts (4) 

 Maine (1) 

 Vermont (1) 

 Pennsylvania (1) 

 

With one exception, all candidates had some level of municipal government experience, and several held 
advanced degrees such as Masters of Public Administration. 

 

The committee reviewed all candidates’ letters, resumes and additional materials and discussed each applicant’s 
fit for the job.  Ultimately the committee decided to grant in-person interviews to 7 candidates. 

 

The committee conducted one-hour interviews with the candidates on August 9th, August 12th, August 20th and 
September 1st  using a standard set of thirteen questions (see Appendix 1) asked of all applicants, although each 
interview varied somewhat and not all questions may have been explored.  

 

After each interview, the committee discussed the candidate and ranked them on nine different criteria, on a 
scale of 1-5 (1 being “Unacceptable” to 5 being “Exceptional”).  Descriptions of these evaluation criteria are in 
Appendix 2. 

 

After all interviews were completed, the committee again discussed all of the interviewees.  The committee 
unanimously chose two finalists that were recommended to proceed to the next stage of Select Board interviews. 

 

The Select Board conducted interviews with both candidates on September 7th, and made a decision to add an 
additional requirement for the finalists to interview with Wilton department heads and the Deputy Town 
Administrator.  A preliminary Select Board vote was taken on September 13th and a final meeting and vote on 
September 27th resulted in an offer being made and later accepted by candidate Nick Germain. 

 

References and Background Checks 

 

Normally a search committee would conduct reference checks on the finalists, but at the request of committee 
member and Selectman Matt Fish, this became the job of the Select Board members.  The committee also 
recommended that a full background check (not just a criminal background check) be performed on the final 
candidate chosen, and recommended the Select Board contract with MRI to do this. 

  



 

 

Recommendations for future Town Administrator searches (changes to process): 

 

1. Confidentiality: To ensure complete confidentiality in the review of candidate materials, we recommend 
that a new email called TAsearch@wiltonnh.gov be established for the duration of the search. Candidates 
should be instructed to send both their letters/resumes and the Employment Application to this e-mail, 
which only the Search Committee will have access to. The committee will also be able to use this email 
exclusively to communicate with the candidates. The Employment Application provided to candidates 
should eliminate the request to send the completed form to the Administrative Assistant. 

 

2. Timeline: Given the often-times competitive market for town administrator candidates, future searches 
should shorten the time to accept applications, from 8 weeks down to 6 weeks, which will reduce risk and 
allow Wilton to move more quickly. The committee can always extend the deadline if sufficient 
applications have not materialized by the initial close date. 

 

3. Committee membership:  We recommend that current Select Board members not be included in the 
search committee and that they limit their involvement to the second-round final interviews. This avoids 
candidates overly focusing on and addressing their interview comments to the Select Board member on 
the committee, knowing they are one of the hiring managers. 

 

4. Process definition: The Search Committee informed each candidate that if they were one of the 
recommended finalists, they would proceed with one final interview with the Select Board, who would 
then make a hiring decision. However, the Select Board opted at the end to insert another step (and 
another week) in the process to include an interview with department heads. This is their prerogative, but 
we recommend that in the future, if the Select Board opts to do this that it be included in the process that 
is communicated to the applicants right from the start so they know what to expect. 

 

5. Reference checks: We think the Search Committee should perform reference checks on potential finalists 
before recommending an applicant to the Select Board.  The Search Committee believes that talking to a 
candidate’s references would have informed its decision-making process and collected valuable data. 
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Appendix 1 
First Round Interview Questions 

 
 

1. Why are you interested in this position, and can you tell us why are you leaving your current 
job?  

 
2. Tell us your impression of Wilton -- what do you think are the opportunities for the town, and 

do you see anything that might be a concern?  
 
3. What national, regional or local trends do you see that could impact Wilton, and what would 

you do to prepare the town?  
 

4. How do you personally view the role of Town Administrator, and what do you think are the 
most important aspects that you would focus on?  

 
5. How do you see the role of the Town Administrator in addressing public opinion and 

criticism?  
 

6. Can you give examples of how you have built effective relationships with groups like a select 
board, town employees and the community?   

7. Briefly, give an overview of the most difficult personnel management decision you have 
made in recent years. Reflecting on the situation today, would you have done anything 
differently?  

 

 
9. Give us a specific example of a project you were responsible for from the beginning to the 

end. How did you adapt to changes, and keep it on track? What was the outcome?  
 

10. Please tell us about your financial management experience and how you would approach 
town budgeting and management. 

 
11. Can you describe a time when your organization failed as a result of your leadership, and 

what have you learned from that experience?  
 
12. What else would you like us to know about you that we haven’t covered? 
 
13. Do you have any questions for us?  

 



Appendix 2 

Interview Evaluation Form 
 

 

Candidate’s Name:  ___________________________________________ Date: ________________ 

Interviewer’s Name: _______________________________________________________ 

    

Please check the rating which best describes the candidate’s performance in each area: 

1 - Unacceptable 2 – Needs Work 3 - Adequate 4 – Good          5 - Exceptional 

 

1. Communication: Answered questions in a thoughtful, direct, and articulate manner and can 

demonstrate how the candidate may communicate once in the position.  

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 

2. Education/Experience:  Demonstrated that they have the education and experience necessary to 

perform the position. 

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

   

3. Management Experience:  Demonstrated leadership in managing and/or hands-on involvement in a 
variety of functions. Exhibits experience and or training in developing a diverse group of employees. 
 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

   

4. Collaboration:  Demonstrated collaborative behaviors in past work experience and shows a strong 

indication that they understand the value of collaboration and bringing people together.  

 

Rating:        

 

  Comments:  _____________________________________________________________________  

   



 
5. Vision and Strategic Leadership: Demonstrated a view towards the future of Wilton and knowledge of social 
and economic trends potentially impacting the state and the town.  

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 
 
6. Technical Knowledge:  Displayed a solid technical knowledge of what it takes to effectively perform the duties 
of the position.  
 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 
7. Applying Knowledge:  Answered questions with a blend of theory and hands-on experience which indicated the 
real potential to realize results.  

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 
8. Relationship Management:  Displayed the behaviors necessary to foster and maintain a positive relationship 
with the Select Board, employees and the community as a whole.  

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 
9. Overall Fit:  Is this candidate the “right fit”, i.e.  the candidate conveyed background which lends itself to 
successfully performing the position. 

 

Rating:       

 

  Comments:  _____________________________________________________________________  

   _____________________________________________________________________  

 

 

TOTAL SCORE (add all nine ratings):   


