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Recruitment Plan 
 

1 Steps of Review: 

 

1.1 Step 1:  

Identify the positions that need to be filled and determine the qualifications and 

experience required for each role. 

➢ Determine which positions need to be filled based on business needs and 

growth plans. 

➢ Research industry standards and best practices to determine the 

qualifications and experience that are typically required for each role. 

➢ Develop job descriptions for each position that outline the responsibilities, 

qualifications, and experience required. 

1.2 Step 2: 

Develop a job posting that clearly outlines the responsibilities and qualifications for 

each position, including information about the company, the benefits of working 

there, and how to apply. 

➢ Use the job descriptions developed in step 1 to create a detailed and 

informative job posting for each position. 

➢ Include information about the company, such as its mission, values, and 

culture, as well as any perks or benefits of working there. 

➢ Clearly outline the application process and specify how candidates should 

submit their resumes and cover letters. 

1.3 Step 3: 

Source candidates for the positions using various methods, such as posting the job 

on job boards and social media, networking with industry professionals, and 

reaching out to potential candidates directly. 

➢ Utilize job boards and social media platforms to post the job openings and 

reach a wide audience of potential candidates. 

➢ Network with industry professionals and attend job fairs or other events to 

find potential candidates. 

➢ Reach out to potential candidates directly by contacting individuals who may 

be a good fit for the positions and inviting them to apply. 
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1.4 Step 4: 

Review the resumes and cover letters of all candidates to determine which ones are 

the best fit for the positions. 

➢ Review all resumes and cover letters that are submitted to ensure that they 

meet the qualifications and experience requirements for the positions. 

➢ Use a scoring system or checklist to objectively evaluate the resumes and 

cover letters of each candidate. 

➢ Select the top candidates for further consideration based on their 

qualifications and fit for the roles. 

1.5 Step 5: 

Hold in-person or virtual interviews with the top candidates to get to know them 

better and assess their fit for the roles. 

➢ Schedule in-person or virtual interviews with the top candidates. 

➢ Prepare a list of questions in advance to ask each candidate during the 

interview. 

➢ Use the interviews to get to know the candidates better and assess their fit for 

the roles, including their skills, experience, personality, and ability to work 

within the company's culture. 

1.6 Step 6: 

Based on the results of the interviews and any other relevant information, make a 

hiring decision and offer the positions to the chosen candidates. 

➢ Review the results of the interviews and any other relevant information, such 

as reference checks, to determine which candidates are the best fit for the 

positions. 

➢ Make a hiring decision and offer the positions to the chosen candidates. 

➢ Communicate the hiring decision to all candidates, whether they have been 

selected for the positions or not. 

1.7 Step 7: 

Provide onboarding and training to new hires to help them succeed in their roles. 

➢ Develop an onboarding plan for each new hire that includes any necessary 

training, as well as an introduction to the company and its culture. 

➢ Provide new hires with the necessary tools and resources to succeed in their 

roles, such as access to company systems and training materials. 

➢ Assign a mentor or supervisor to each new hire to provide guidance and 

support as they become acclimated to their new roles. 
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By following this recruitment plan, we will be able to effectively identify and hire 

qualified candidates for the positions included in the organizational structure for our 

electric scooter rental business. 

2 Objective: 

 

Identify and hire qualified candidates for the following positions within Solva 

Technologies LTD. : 

2.1 Positions List 

2.1.1 CEO 2.1.2 CFO 2.1.3 CDO 
2.1.4 CTO 

2.1.5 Director of Brand 
2.1.6 Senior 

Copywriter 
2.1.7 Media Buyer 

2.1.8 Public Relations 
Manager 

2.1.9 Sales Director 
2.1.10 Sales 

Manager 
2.1.11 Sales 

Representative 

2.1.12 Operations 
Director 

2.1.13 Maintenance 
Manager 

2.1.14 Logistics 
Manager 

2.1.15 Customer 
Service 

Manager 

2.1.16 Customer 
Service 

Representative 

2.1.17 HR Manager 2.1.18 HR Assistant 2.1.19 Legal Counsel 
2.1.20 Accountant 

2.1.21 Receptionist 2.1.22 IT Technician 

2.1.23 Maintenance 
Technician  

 

2.2 Positions Description 
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CEO 

The CEO is responsible for overall strategic direction and leadership of the company. 

This includes setting the vision and mission of the company, setting goals and 

objectives, making major decisions, and overseeing the operations of the business. 

Key Responsibilities: 

➢ Develop and implement long-term strategic plans and goals for the company 

➢ Make major decisions that impact the direction of the business 

➢ Oversee the operations of the business and ensure that the company is 

meeting its goals and objectives 

➢ Manage relationships with key stakeholders, including investors, customers, 

and partners 

➢ Communicate the company's vision and mission to employees and 

stakeholders 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 5+ years of experience in a leadership role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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CFO 

The CFO is responsible for managing the financial operations of the company. This 

includes developing and implementing financial strategies, preparing financial 

reports, and overseeing the budget and financial planning process. 

Key Responsibilities: 

➢ Develop and implement financial strategies to support the long-term goals of 

the company 

➢ Prepare financial reports and analyse financial data to inform decision-

making 

➢ Oversee the budget and financial planning process and make 

recommendations for improvements 

➢ Ensure compliance with financial regulations and laws 

Qualifications: 

➢ Bachelor's degree in finance or a related field 

➢ 5+ years of experience in a financial management role 

➢ Strong leadership and management skills 

➢ Excellent analytical and problem-solving skills 
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CDO 

The Chief Development Officer is responsible for overseeing the development and 

growth of the company. This includes developing and implementing strategies to 

drive business growth, identifying new business opportunities, and managing 

partnerships and collaborations. 

Key Responsibilities: 

➢ Develop and implement strategies to drive business growth and expansion 

➢ Identify new business opportunities and pursue partnerships and 

collaborations to support the company's growth 

➢ Manage partnerships and collaborations and ensure that they are aligned with 

the company's growth goals 

➢ Monitor market trends and make recommendations for changes to the 

company's growth strategy 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 7+ years of experience in a business development or strategy role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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CTO 

The CTO is responsible for the company's technology and information systems. 

They are responsible for developing and implementing technology strategies, 

managing the IT team, and ensuring that the company's technology infrastructure is 

secure and efficient. 

Key Responsibilities: 

➢ Develop and implement technology strategies to support the company's 

business goals and objectives 

➢ Manage the IT team and ensure that team members have the resources and 

support they need to be effective 

➢ Ensure the security and efficiency of the company's technology infrastructure, 

including hardware, software, and networks 

➢ Stay up-to-date with the latest technology trends and developments and make 

recommendations for new technologies and systems 

Qualifications: 

➢ Bachelor's degree in computer science or a related field 

➢ 5+ years of experience in a leadership role in technology 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Director of Brand 

The Director of Brand is responsible for managing the company's brand identity and 

reputation. This includes developing and implementing brand strategies, managing 

the company's social media and public relations efforts, and ensuring that the brand 

is consistently represented across all channels. 

Key Responsibilities: 

➢ Develop and implement brand strategies to support the long-term goals of the 

company 

➢ Manage the company's social media and public relations efforts to promote 

the brand and build relationships with stakeholders 

➢ Ensure that the brand is consistently represented across all channels, 

including the company's website, marketing materials, and social media 

channels 

➢ Monitor the performance of brand-building efforts and make 

recommendations for improvements 

Qualifications: 

➢ Bachelor's degree in marketing or a related field 

➢ 5+ years of experience in a brand management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Senior Designer 

The Senior Designer is responsible for designing marketing materials and branding 

assets. This includes creating visual concepts, designing graphics, and collaborating 

with the marketing team to develop creative concepts. 

Key Responsibilities: 

➢ Develop visual concepts and designs for marketing materials and branding 

assets 

➢ Create high-quality graphics for use in marketing campaigns and on the 

company's website and social media channels 

➢ Collaborate with the marketing team to develop creative concepts and ideas 

➢ Stay up-to-date with the latest design trends and techniques and make 

recommendations for new design approaches 

Qualifications: 

➢ Bachelor's degree in design or a related field 

➢ 5+ years of experience in a design role 

➢ Proficiency in design software such as Adobe Creative Suite 

➢ Strong attention to detail and ability to produce high-quality work 
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Senior Copywriter 

The Senior Copywriter is responsible for writing copy for advertising campaigns. This 

includes developing creative concepts, writing compelling headlines and body copy, 

and ensuring that the copy aligns with the brand's messaging and tone. 

Key Responsibilities: 

➢ Develop creative concepts and ideas for advertising campaigns 

➢ Write compelling headlines and body copy for advertising materials 

➢ Ensure that copy aligns with the brand's messaging and tone 

➢ Collaborate with the marketing team to develop creative concepts and ideas 

Qualifications: 

➢ Bachelor's degree in creative writing or a related field 

➢ 5+ years of experience in a copywriting role 

➢ Strong writing skills and attention to detail 

➢ Excellent communication and interpersonal skills 
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Media Buyer 

The Media Buyer is responsible for planning and purchasing advertising placements. 

This includes researching and evaluating media options, negotiating rates, and 

tracking the effectiveness of campaigns. 

Key Responsibilities: 

➢ Research and evaluate media options for advertising campaigns 

➢ Negotiate rates and purchase advertising placements on behalf of the 

company 

➢ Track the effectiveness of advertising campaigns and make 

recommendations for improvements 

➢ Stay up-to-date with the latest media trends and developments and make 

recommendations for new media channels 

Qualifications: 

➢ Bachelor's degree in marketing or a related field 

➢ 3+ years of experience in a media buying role 

➢ Strong negotiation skills 

➢ Excellent attention to detail and ability to manage multiple projects 

concurrently 
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Public Relations Manager 

The Public Relations Manager is responsible for managing the company's reputation 

and relationships with the media and other stakeholders. This includes developing 

and implementing PR strategies, managing media relations, and handling crisis 

management. 

Key Responsibilities: 

➢ Develop and implement PR strategies to support the company's business 

goals and objectives 

➢ Manage relationships with the media and other stakeholders 

➢ Handle crisis management and communicate with the media during crisis 

situations 

➢ Write press releases and other PR materials 

Qualifications: 

➢ Bachelor's degree in public relations or a related field 

➢ 3+ years of experience in a public relations role 

➢ Strong communication and interpersonal skills 

➢ Excellent writing skills 
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Sales Director 

The Sales Director is responsible for managing the sales team and driving revenue 

through the sale or rental of electric scooters. This includes setting sales targets, 

developing sales strategies, and coaching and motivating the sales team. 

Key Responsibilities: 

➢ Develop and implement sales strategies to drive revenue through the sale or 

rental of electric scooters 

➢ Set sales targets for the sales team and monitor performance to ensure 

targets are being met 

➢ Coach and motivate the sales team to achieve sales targets 

➢ Attend sales meetings and presentations to provide guidance and support to 

the sales team 

Qualifications: 

➢ Bachelor's degree in sales or a related field 

➢ 5+ years of experience in a sales management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Sales Manager 

The Sales Manager is responsible for managing a team of sales representatives and 

achieving sales targets. This includes setting sales targets, developing sales 

strategies, and coaching and motivating the sales team. 

Key Responsibilities: 

➢ Develop and implement sales strategies to drive revenue through the sale or 

rental of electric scooters 

➢ Set sales targets for the sales team and monitor performance to ensure 

targets are being met 

➢ Coach and motivate the sales team to achieve sales targets 

➢ Attend sales meetings and presentations to provide guidance and support to 

the sales team 

Qualifications: 

➢ Bachelor's degree in sales or a related field 

➢ 3+ years of experience in a sales management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Sales Representative 

The Sales Representative is responsible for generating leads, making sales 

presentations, and closing deals. This includes identifying potential customers, 

conducting market research, and building relationships with customers. 

Key Responsibilities: 

➢ Identify potential customers and generate leads through market research and 

other methods 

➢ Make sales presentations to potential customers and answer questions about 

the company and its products or services 

➢ Close deals and achieve sales targets 

➢ Build and maintain relationships with customers 

Qualifications: 

➢ Bachelor's degree in sales or a related field 

➢ 1+ years of experience in a sales role 

➢ Excellent communication and interpersonal skills 

➢ Strong attention to detail and ability to multitask 
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Operations Director 

The Operations Director is responsible for managing the overall operations of the 

business. This includes developing and implementing operational strategies, 

overseeing the day-to-day running of the business, and ensuring that the company 

meets its operational goals and objectives. 

Key Responsibilities: 

➢ Develop and implement operational strategies to support the long-term goals 

of the company 

➢ Oversee the day-to-day running of the business and ensure that all 

departments are operating efficiently 

➢ Monitor the performance of the business and make recommendations for 

improvements 

➢ Ensure that the company is meeting its operational goals and objectives 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 5+ years of experience in an operations role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 

 

  



P a g e  | 18 
                                                                

 
Solva Offices, Masdar City, Abu Dhabi, UAE 

www.solvatechnologies.com 

Maintenance Manager 

The Maintenance Manager is responsible for managing the maintenance and repair 

of electric scooters. This includes developing and implementing maintenance plans, 

supervising technicians, and ensuring that scooters are in good working order. 

Key Responsibilities: 

➢ Develop and implement maintenance plans to ensure that electric scooters 

are in good working order 

➢ Supervise technicians and ensure that they have the resources and support 

they need to be effective 

➢ Ensure that maintenance and repair work is completed in a timely and 

efficient manner 

➢ Monitor the performance of electric scooters and make recommendations for 

improvements 

Qualifications: 

➢ Bachelor's degree in engineering or a related field 

➢ 3+ years of experience in a maintenance management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Logistics Manager 

The Logistics Manager is responsible for managing the logistics of the electric 

scooter rental business, including delivery and pickup of scooters. This includes 

coordinating deliveries and pickups, managing inventory, and ensuring that the 

logistics process is efficient and cost-effective. 

Key Responsibilities: 

➢ Coordinate deliveries and pickups of electric scooters to and from customers 

➢ Manage inventory and ensure that there are sufficient scooters available to 

meet demand 

➢ Develop and implement logistics strategies to improve the efficiency and 

cost-effectiveness of the logistics process 

➢ Monitor the performance of the logistics process and make 

recommendations for improvements 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 3+ years of experience in a logistics management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Customer Service Manager 

The Customer Service Manager is responsible for managing the customer service 

team and ensuring that customers have a positive experience with the company. 

This includes managing customer inquiries, handling complaints, and ensuring that 

customer service standards are met. 

Key Responsibilities: 

➢ Manage the customer service team and ensure that team members have the 

resources and support they need to be effective 

➢ Handle customer inquiries and complaints in a timely and professional 

manner 

➢ Ensure that customer service standards are being met and make 

recommendations for improvements 

➢ Monitor the performance of the customer service team and make 

adjustments as needed 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 3+ years of experience in a customer service management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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Customer Service Representative 

The Customer Service Representative is responsible for assisting customers with 

inquiries, complaints, and other issues. This includes answering phone calls, 

responding to emails and live chat, and providing information and assistance to 

customers. 

Key Responsibilities: 

➢ Answer phone calls and respond to emails and live chat from customers 

➢ Assist customers with inquiries, complaints, and other issues in a timely and 

professional manner 

➢ Provide information and assistance to customers as needed 

➢ Monitor customer feedback and make recommendations for improvements to 

the customer service process 

Qualifications: 

➢ Bachelor's degree in business or a related field 

➢ 1+ years of experience in a customer service role 

➢ Excellent communication and interpersonal skills 

➢ Strong attention to detail and ability to multitask 
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HR Manager 

The HR Manager is responsible for managing the human resources function of the 

company. This includes recruiting, hiring, and onboarding new employees, managing 

employee benefits and compensation, and handling employee relations issues. 

Key Responsibilities: 

➢ Recruit, hire, and onboard new employees 

➢ Manage employee benefits and compensation, including health insurance, 

401(k) plans, and other perks 

➢ Handle employee relations issues and provide support to employees as 

needed 

➢ Develop and implement HR policies and procedures to ensure compliance 

with employment laws and regulations 

Qualifications: 

➢ Bachelor's degree in human resources or a related field 

➢ 3+ years of experience in an HR management role 

➢ Strong leadership and management skills 

➢ Excellent communication and interpersonal skills 
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HR Assistant 

The HR Assistant is responsible for assisting the HR Manager with various HR tasks 

and projects. This includes recruiting, onboarding, and managing employee benefits 

and compensation, as well as handling administrative tasks such as payroll and 

employee records. 

Key Responsibilities: 

➢ Assist with the recruitment, onboarding, and management of employee 

benefits and compensation 

➢ Handle administrative tasks such as payroll and employee records 

➢ Support the HR Manager with various HR projects and initiatives 

➢ Provide support to employees as needed 

Qualifications: 

➢ Bachelor's degree in human resources or a related field 

➢ 1+ years of experience in an HR role 

➢ Excellent communication and interpersonal skills 

➢ Strong attention to detail and ability to multitask 
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Legal Counsel 

The Legal Counsel is responsible for providing legal advice and support to the 

company. This includes reviewing contracts, advising on legal issues, and handling 

legal disputes and litigation. 

Key Responsibilities: 

➢ Review contracts and advise on legal issues related to the company's 

business 

➢ Handle legal disputes and litigation on behalf of the company 

➢ Develop and implement strategies to mitigate legal risk and ensure 

compliance with laws and regulations 

➢ Stay up-to-date with the latest legal developments and make 

recommendations for changes to company policies and procedures 

Qualifications: 

➢ Master’s Degree,  Doctor degree is a plus  

➢ 15+ years of experience in a legal role 

➢ Strong research and analysis skills 

➢ Excellent communication and interpersonal skills 
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Accountant 

The Accountant is responsible for managing the company's financial records and 

preparing financial reports. This includes tracking expenses, reconciling bank 

statements, and preparing financial statements and tax returns. 

Key Responsibilities: 

➢ Track expenses and income and prepare financial reports 

➢ Reconcile bank statements and ensure that financial records are accurate and 

up-to-date 

➢ Prepare financial statements and tax returns 

➢ Stay up-to-date with the latest accounting practices and make 

recommendations for improvements to financial processes 

Qualifications: 

➢ Bachelor's degree in accounting or a related field 

➢ 3+ years of experience in an accounting role 

➢ Proficiency in accounting software such as QuickBooks 

➢ Strong attention to detail and ability to produce accurate financial reports 
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Receptionist 

The Receptionist is responsible for greeting visitors, answering phone calls, and 

managing the front desk. This includes directing visitors to the appropriate 

department or individual, answering questions, and handling incoming and outgoing 

mail and packages. 

Key Responsibilities: 

➢ Greet visitors and answer phone calls at the front desk 

➢ Direct visitors to the appropriate department or individual and answer 

questions as needed 

➢ Handle incoming and outgoing mail and packages 

➢ Perform administrative tasks as needed 

Qualifications: 

➢ High school diploma or equivalent 

➢ 1+ years of experience in a receptionist or customer service role 

➢ Excellent communication and interpersonal skills 

➢ Strong attention to detail and ability to multitask 
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IT Technician 

The IT Technician is responsible for maintaining the company's technology 

infrastructure and providing technical support to employees. This includes installing 

and configuring hardware and software, troubleshooting technical issues, and 

providing training and guidance to employees. 

Key Responsibilities: 

➢ Install and configure hardware and software for the company's technology 

infrastructure 

➢ Troubleshoot technical issues and provide technical support to employees 

➢ Provide training and guidance to employees on the use of technology 

➢ Stay up-to-date with the latest technology trends and developments and make 

recommendations for new technologies and systems 

Qualifications: 

➢ Bachelor's degree in computer science or a related field 

➢ 3+ years of experience in an IT role 

➢ Proficiency in hardware and software troubleshooting 

➢ Excellent communication and interpersonal skills 
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Maintenance Technician 

The Maintenance Technician is responsible for performing maintenance and repair 

work on electric scooters. This includes diagnosing and repairing mechanical and 

electrical issues, ordering and installing replacement parts, and maintaining accurate 

records of maintenance and repair work. 

Key Responsibilities: 

➢ Diagnose and repair mechanical and electrical issues with electric scooters 

➢ Order and install replacement parts as needed 

➢ Maintain accurate records of maintenance and repair work 

➢ Stay up-to-date with the latest maintenance and repair techniques and make 

recommendations for new approaches 

Qualifications: 

➢ Associate's degree in engineering or a related field 

➢ 3+ years of experience in a maintenance technician role. 


