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Hello, Rockstar!

Nnamdi Ibe here. 

I’m so glad you decided 

to #LevelUP your business by 

grabbing this resource for your business.

I’ve invested in a TON of courses, books,

and seminars to get really good at what I

do, but not only that, I’ve put what I’ve

learned into MASSIVE ACTION in my

businesses for over a decade... 

And that’s the golden key!

I’ve also worked with over 600 business

owners directly to implement many of the

things I’ve mastered and they have also

seen incredible results.



These experiences and processes have

enabled me to become THE PERSON you

should talk to regarding BUSINESS

STRUCTURE and MANAGEMENT in Nigeria

and Africa.

I’m happy to share my experiences with you.

HOW WE HIRE GREAT EMPLOYEES IN OUR

BUSINESS AND FOR OUR CLIENTS.

Let me tell you a story.

I was Executive Director of Operations for a

company called MyReward in 2011, and I

was responsible for all national operations

of the company which included hiring teams

for all our locations. 

I had so much confidence in people that, I

made the following mistakes that hit us

hard.



1.     I hired friends and people I knew from

school, not because they were competent,

but because I had a connection with them.

2.     I hired people and created roles for

them, instead of creating roles and hiring

people to fit those roles.

3.     I hired people without clearly defining

the results I expected. So people came to

work daily, and were busy, but I couldn’t

exactly say what they were busy doing that

was useful to the company.

4.     Many employees left because they felt

they were working hard, and we weren’t

appreciating their effort. Yes, they were

working hard, but they weren’t working hard

where it was useful to the company and

that was my fault. I didn’t allocate them to

the right job functions.



5.     Too many decisions were connected to

me, which meant that they were a lot of

delays with execution. 

If they needed to buy something, it needed

to go through me all the time.

6.     I hired people we couldn’t afford to

pay. This was a big one for us because, we

knew we needed to make sales, but we

were not clear about how the sales would

be made. 

We just hoped the marketers would bring in

the sales, so we hired marketers.

I made a lot more mistakes in that business

within the first 12 months and decided it

was time to reshape things. 



I broke things down into small pieces and

began to rebuild from the ground up. 

What I’m sharing below in this guide is our

recruitment process. 

You can use it as it, or edit it to suit your

unique needs.

Either way, you will avoid many of the

mistakes I made and some of the ones

you’ve been making.

RECRUITMENT PROCESS

[DONE BY YOU OR A SUPERVISOR] 

STAGE 1 - KNOW WHOM TO HIRE

1.     Identify the role/position to be filled in

your business. 



a. What’s is the role title, EG: Head of

marketing, cashier, baker, etc.

b. Who will the person report to, EG:

General Manager, Supervisor.

Write them out.

  

2.     Write out the job description for the

role. [Job description is simply a list of the

main things the staff would be doing] 

JOB DESCRIPTION EXAMPLE - CUSTOMER

SERVICE OFFICER

- Receive calls from customers 

- Create content for social media

- Make posts on our social media handles

and respond to inquiries.

- Research for content ideas, and make

suggestions to management.

- Any other function as would be assigned

to you by your direct supervisor. [Note: This

statement means, they will have to handle

other functions]

 



3. Write out what you expect as results from

this person [At least 2 expectations]; 

EG: No complaints from customers, increase

in customer base, etc]

4. Write out any expected qualifications, or

preferences you would have for the person

in this role: 

EG; BSc in any field, min 3 years experience

in a similar role, female, etc. Residence in

Lekki is an added advantage.

5. Choose the right channel to advertise.

PLACE YOU CAN ADVERTISE YOU JOB;

Online job sites, Whatsapp and Facebook

groups like for church, school groups, etc, 

 newspapers, radio, your contacts, etc. 

[A list of some job sites is shared at the end

of this document].

6. Choose an email to use and create a job

post. 



[See an example at the end of this

document]. You can also receive

applications directly.

7. Publish the job advert and give at least 2

weeks for applicants to apply.

STAGE 2 - SELECTION

1.     Sort through emails and shortlist

qualified applicants [Copy out the names,

email addresses, and phone numbers of

candidates who meet your criteria].

2.     Arrange for a suitable interview venue.

3.     Schedule your interview and invite

applicants through email or text message.

Give at least 3 days' notice. [Emails are

more professional]



4. Prepare your interview questions, and

arrange for someone to join you if necessary

[Could be a staff, friend, etc]. 

Click here to download sample interview

questions. 

5. Conduct the interview. 

6. Select the best 3- 5 and shortlist them as

successful candidates for a second

interview a few days later.

7. Send rejection emails or texts to

unsuccessful applicants.

STAGE 3

1. Conduct a second interview and pick the

best applicant, and keep two back up

candidates just in case.

http://eandg.com.ng/wp-content/uploads/2022/06/50-samples-of-interview-questions-for-small-busine.docx
http://eandg.com.ng/wp-content/uploads/2022/06/50-samples-of-interview-questions-for-small-busine.docx
http://eandg.com.ng/wp-content/uploads/2022/06/50-samples-of-interview-questions-for-small-busine.docx


2. Invite your preferred candidate for a final

chat. Discuss salary, benefits, and work

conditions, and answer any questions from

the candidate.

3. Conclude with the candidate and give the

candidate 

- an employment letter 

- guarantor's form and 

- employee profile form. 

If you don't have these documents, you can

get them from us. 

CLICK HERE to see details. 

Discuss the resumption date with the

candidate. 

4. Conduct proper induction on the

resumption date.

5. Provide all materials the employee needs

to work

https://eandg.com.ng/staff-docs/
https://eandg.com.ng/staff-docs/


Purchase raw materials, equipment, and

packaging items. 

 Manage inventories and maintain

accurate purchase and pricing records

Maintain and update supplier

information.

Prepare budgets, cost analyses, and

reports.

RECRUITMENT POST EXAMPLE [Edit to suit

your business]

Excel and Grace Consulting is a key player

in business and management solutions;

providing consulting services to business

owners, and organizations in Nigeria and

beyond.

We are recruiting suitable and qualified

candidates to fill the position below for our

client.

JOB TITLE: PROCUREMENT OFFICER

RESPONSIBILITIES



Monitor orders from start to completion

Review, compare, analyze and approve

items to be purchased

Carry out any other official assignment

as given by management

HND/BSc in a related field

2 years experience in a similar role

Good analytical and negotiation skills

Attention to detail

Ability to multi-task

REQUIREMENTS

Salary: N150,000

Interested and qualified candidates should

send their CVs to hr@eandg.com.ng using

the job title as heading.

Application ends 15th June 2022.



www.myjobmag.com

https://jobs.delon.ng/

www.jobberman.com

www.careers24.com

www.hotnigerianjobs.com

www.joblistnigeria.com

www.naijahotjobs.com

www.ngcareers.com

SOME JOB SITES IN NIGERIA 

[SOME ARE FREE TO USE, SOME ARE PAID

FOR]

http://www.myjobmag.com/
https://jobs.delon.ng/
http://www.jobberman.com/
http://www.careers24.com/
http://www.hotnigerianjobs.com/
http://www.joblistnigeria.com/
http://www.naijahotjobs.com/
http://www.ngcareers.com/


I believe this guide will help you hire great staff. There

are however some documents you would actually need

to get the best from your staff.

THE COMPLETE STAFF DOCUMENTS FOR SMES

These MUST-HAVE STAFF DOCUMENTS is currently

being used by over 350+ employers, saving them up to

N50 million worth of stress and trouble yearly!

Click here to see details here

BELOW ARE SOME AWESOME RESOURCES THAT WILL

ALSO HELP YOU.

They are:

1. CEO JOB DESCRIPTION: Download here.

What are you supposed to DO as a CEO? What is

expected of you?

2. HOW TO CREATE IRRESISTIBLE OFFERS, by

EMMANUEL AKPE: Download here.

This will show you how to make mouthwatering offers

that will make people rush to buy from you. 

3. FREE BUSINESS AUDIT: Take this 2-minute test to

know if your business is ALIVE, DYING, OR DEAD. Click

here to take the test.

https://eandg.com.ng/staff-docs/
https://eandg.com.ng/staff-docs/
https://eandg.com.ng/wp-content/uploads/2020/09/CEO_-JOB-DESCRIPTION-RESOURCE-1.pdf
https://eandg.com.ng/wp-content/uploads/2020/09/How-To-Create-Irresistible-Offers.pdf
https://eandg.com.ng/business-audit/


About Excel & Grace Consulting 

About 15 years ago, a group of professionals from

different walks of life came together to find

solutions to common business problems that were 

plaguing the entrepreneurial setting in Nigeria. 

One major objective, which incidentally is our vision

statement, is to ensure that common individuals and

organizations achieve uncommon results in the face

of an eventual assessment. 

We observed that as a developing economy, very

little attention was paid to systems & processes,

human resource (hiring, training and sustainability) 

and financial advisory services in Nigeria. 

It was on this premise that Excel and Grace

Consulting was set up as a solution provider. 

As a business, we work with ambitious business

owners and entrepreneurs by providing the following

solutions: 

1. Business Structuring and Processes: Build a

proper company to run your business. 

2. Recruitment and Training: Find, train and keep

passionate and qualified employees.



3. Financial Advisory Services:  Monitor, audit and

review company income and expenses, and offer

expert advice. 

4. Contract Management: Run your business on

your behalf, with targets set and for a stipulated

amount of time. 

Some of our clients over the years include:

Ikoyi Club

Catoky Group of Schools

Transview Diagnosics services

Cutleries Fast food

LowCarbNG

Unique Braids Limited

FAAD Procurments Ltd

City of Hope Medical Center

Sosai Renewable Energy Limited

Calculux Nigeria Limited

MotorSport NG

Emily Wale – Koya

Dripples Cakes

Beverly Hills Hotels

PamDrive

Askay Construction Company

Alcon Nigeria Limited

Omo-Oria Oil Services Limited etc



We would like to work with you too. 

You can reach us via our mobile telephone line

(08158493030) or via email at

nnamdi.ibe@eandg.com.ng 

We look forward to hearing from you. 

Warm regards, 

Nnamdi Ibe,

Senior Partner, Excel and Grace Consulting 




