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Memorandum 

Date: 10/9/20 

Subject: Performance Accomplishments for FY20 

From: Sylvia Warren 

Company: City of Gainesville/Office of Equity & Inclusion 

To: Teneeshia Marshall, Director 

Mrs. Marshall, 

For a portion of the fiscal year 2020, I maintained the Small Business Program Coordinator's role and 
transitioned into the Equal Opportunity Manager Position in December 2019.  From that time until the 
beginning of May 2020, I managed the Small Business Program Coordinator Position and the Equal 
Opportunity Manager Position as we navigated the open position through the HR process for 
advertising and hiring a new person to take my previous role.  I continued to service small business 
owners, process certifications, service other City departments with small business-related matters, and 
perform all other duties associated with the program coordinator position and my new responsibilities 
for about five months. 

I created and fine-tuned the small business outreach plan and articulated its intent to the new program 

coordinator and led the small business department to move everything virtually during our training 

sessions. Other accomplishments include: 

 Launched Collaboration kick-off meeting with City departments to discuss plans for partner 

opportunities for the fiscal year and later reopened the discussion for us to decide how we would 

now move these efforts to a virtual platform 

 

 Worked with the Communications department to develop a Small Business Emergency 

Resource Page in response to the pandemic.  The page includes Covid-19 updates for neighbors 

and community builders.  Additionally, I created a space for small business owners to access 

other emergency resources. 

 Worked with City Manager’s office, communications, and outside partner agencies and 

facilitated Townhall for Small Business Owners in response to the pandemic to provide small 
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business owners with valuable information for small business support in light of the pandemic, 

which included GNVCares, EIDL Loans, and the Payroll Protection Program 

 Instrumental in presenting historical data, research projects that I previously conducted citing 

potential disparities in contracting, as well as conducted research and reported data regarding 

City spend and trends as well as Good Faith Efforts supporting the need for a Disparity Study to 

the Commission, Community Builders, and Gainesville Neighbors  

 Facilitated process of having subject matter expert come and present to CC as well as staff and 

Gainesville neighbors 

 Created a formal onboarding plan that facilitated a smoother onboarding process for new 

employees under my responsibility 

 Assisted with Annual Report 

 Supported GNV Cares Program with City Manager’s Office:  Worked with the department 

through the entire process (i.e., applications, selections, meetings, discussions, and ensuring 

equity was in the process) 

 Interpreters for COVID-19 Organizational Communications 

o Researched agencies/Assisted with procurement and contract execution 

o Booked and continue to book all City-related events that include Covid-19 discussions 

 Directed Compliance team to virtual orientation, seeing that the process was no longer in place 

for new hires in the traditional setting 

 Directed Compliance team to create an online internal outreach training and am also currently 

working with the team on creating a similar platform for external agencies 

 Selected and attended voluntary free training that I felt would make me a more effective leader: 

o Decision-making biases (completed 3/30/20) 
o Coaching and Feedback (completed 3/31/20) 
o A valuable Lesson in Creative Problem Solving (completed 4/1/20) 
o Communicating with Different Personality Types (completed 4/3/20) 
o Being a leader vs. Being a Boss (4/8/20) 
o Be a Respected Leader (4/9/20) 
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 Facilitating significant lift for the organization for RFP, including searching out consultants and 
calling references to get feedback on the chosen consultant's work.  Requesting data from other 
organizations who have conducted studies for comparative analysis, analyzing pros and cons, 
pitfalls other gov't organizations have experienced, and meeting with other government agencies 
to understand their experiences with disparity studies better. 

 Facilitating several meetings with consultants and city departments, including the Disparity 
Study kick-off and post kick-off meeting with over 20 City staff along with data gathering and 
discussion regarding the study 

 Other areas of responsibility involving study include: 
o Intent to advertise 
o Planning for town halls related to study 
o Press releases 
o Selection of evaluation committee 
o Planning of advertising campaign 
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July 6, 2021 

 

Dear Hiring Manager: 

 

 I am more than happy to support Mrs. Sylvia Warren and would like to highly recommend her for 

the Interim Equal Opportunity Director position with the City of Gainesville. I have been acquainted with 

Mrs. Warren for over a decade and have worked closely with her on community events that she has led in 

the City of Palatka. These events required Mrs. Warren to build a rapport with the Palatka City Commission, 

Police Department Chief and officers, Fire Department as well as several other entities. I am also aware of 

Mrs. Warren’s work with the City in the various areas of Equal Employment Opportunity and Small, 

Women, Minority, and Service-Disabled Business and Affirmative Action programs.  

 Mrs. Warren has displayed strong leadership skills as well as interpersonal skills as she served her 

community on a voluntary basis and our local governing body has always supported her efforts and 

appreciate the passion that she has shown to serve in marginalized communities.  One such effort is the 

Annual Palatka Community Outreach which paused during the pandemic but will resume later.  Mrs. 

Warren managed a City-wide effort to bring services to marginalized communities. Free clothes, food, 

family self-sufficiency education, fire safety, and crime prevention were just a few things that were a part 

of these events. I have had the pleasure of working with Mrs. Warren as the Mayor of Palatka and have 

personally witnessed her successful efforts of equity efforts, relationship building, collaboration, 

community outreach, project management, and public service. 

 Mrs. Warren is without question an asset to your organization and I would count it a privilege if I 

were to be able to hire someone of her caliber with the City of Palatka.  I fully support her and hope that 

she is your choice. 

 Please feel free to contact me should you need additional information.  

 

Sincerely, 

 

Terrill L. Hill 

Mayor 

City of Palatka 

(386) 937-1846 
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