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The EiA Search Process
Executives in Africa has developed a defined search methodology, the EiA 
Search Process, which is formally project-managed and has been proven to 
deliver results, even having succeeded where other firms have not.
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Step 1 – Stakeholder Briefing
Specification of Requirements

The initial Briefing is the most important part of the assignment. This initial 
meeting, conducted face to face where possible, or by Video Conference with 
the full Consulting and Research Team will usually last around 1-1.5 hours and 
will cover the following:

• Full background of the company, specifically focusing on the region in question 
and key personnel in the organisation. Understanding future growth plans and 
strategic direction of the company can be key to selling the opportunity to 
potential candidates, yet we understand the importance of maintaining 
confidentiality around potentially market sensitive information.

• Full briefing on the role, and how it fits into the business, the reporting lines 
and key deliverables in the first six to twelve months in the role.

• Full briefing on the critical skills, competencies and behaviours required by the 
candidate to ensure overall ‘fit’ to this role in this location and at this particular 
point in the company lifecycle.

• Career development can often be another key selling point and therefore it 
is important for us to understand how the successful candidate can develop 
within the organisation both regionally and internationally if appropriate.

• Salary details are very important in establishing the search parameters, and 
whilst we will always work to our Clients’ specifications, we will also advise on 
local market packages and establish if there are expat packages available to 
international candidates.

Critical Success Factor: The whole Project Team is involved in the Briefing to 
ensure each person hears and understands first-hand the requirements for the role.

Key Documents

Once we have covered all aspects of the role, we will translate this information
into a Role Summary, confirm your Critical Requirements and design our SuitAbility 
Assessments.

• The Role Summary is an important attraction tool when persuading potential 
candidates to consider the opportunity as well as demonstrating our holistic 
understanding of your needs.

• The Critical Requirements document provides a central point of reference for 
every stage of the Search Process. This ensures that all research, interviews, 
written assessments and final shortlisting continually refer back to your Critical 
Requirements and ensures we deliver against your brief.

• Our bespoke SuitAbility Assessments are designed to address your Critical 
Requirements and form a consistent template for our interviewing and short 
listing process. 

‘EiA invested the time and

resources up front to truly

understand the brief and

candidate position profile.

Getting a clear and agreed 

framework up front resulted

in a streamlined approach

wherein the candidate 

short-list was sharp 

and focused.’

Executives in Africa
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Step 2 – 
Research & Mapping
Market Mapping

• After the Stakeholder Briefing, the Associates from our In-House Research 
Team will commence the Market Mapping.

• We start with a ‘blank piece of paper’ and create a target list of companies
and locations to map and then start identifying potential candidates within these. 

• Candidates are identified through our existing extensive networks, traditional 
telephone mapping, deep dive internet search techniques, past campaigns, 
referrals, active sourcing and recommendations.

• Depending on the role requirements, we will normally map between 120 and 
180 potentially suitable candidates.

• The Research Report is assessed and discussed with the entire Project Team 
on a daily basis in order to maximise all resources available.

• This research data, detailing potential target companies and candidates, can 
be made available for your input and confirmation at any point during the 
EiA Search Process.

Critical Success Factor: The Consulting Team closely direct the work of 
Research Associates as this input to research is key to a successful outcome.

‘I admire your, and your

team’s, work methods and

ethics, professionalism, 

thoroughness and 

efficiency.’

By thoroughly researching the market, identifying 
and proactively approaching every suitable 
person for a role, Clients can be confident that 
a comprehensive review of the whole market 
has been made and that the very best available 
candidate has been identified when making 
an offer.

Executives in Africa
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Step 3 – 
Candidate Approaches
The Approaches / Headhunting

• All approaches are made by our highly experienced Executive Search 
Consultants and Research Associates either by telephone or email. 

• Being an international Search Firm based out of the UK is a critical element 
giving us the credibility needed to successfully engage in initial conversations 
with potential candidates.

• Partnering with Executives in Africa also demonstrates our Client’s 
commitment to the appointment and can be a strong PR message to the 
market for non-confidential hires.

• This stage is also essential to actively network and resource further for the 
role where candidates we have approached are not interested themselves.

Step 4 – Initial Screening
• At this stage the identity of our Client is kept confidential whilst we screen the 
candidates to confirm a general fit to the Critical Requirements, and until we 
have established an interest from the candidate in the specific role on offer.

• We establish contact with the majority of the candidates mapped, carrying 
out in-depth screening with suitable candidates who are motivated by 
the opportunity.

• Suitable candidates will be asked to provide a current CV in order to confirm 
their interest in being considered further in the process and to enable us to 
further assess fit to your Critical Requirements.

Executives in Africa
…be exceptional

When you engage with Executives in Africa, 
you can rest assured that our Search Process will
deliver the best available candidates in the market,
who are suitable for your role, match the agreed 
criteria and are motivated to join your organisation.

‘I particularly liked the 

comprehensive process 

from research to selection 

and the weekly updates 

gave me a high degree 

of confidence that a 

full and thorough search 

was being undertaken

by the team.’

‘EiA builds partnerships 

to the extent that it feels 

like an in-house resource.’
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Step 5 – Candidate 
SuitAbility Assessments
Our bespoke SuitAbility Assessments are designed to address your 
specific Critical Requirements and form a consistent template for our 
interviewing and short listing process.

CV-based Evidential Interview

• The CV-based interview is designed to gather detailed evidence of specific 
skills and on suitability through achievement-based questioning.

• In this first interview, we also assess high level behavioural fit.

Written Assessment

• Candidates will then complete a document which tests their written 
communication skills, as well as confirming their motivations and 
commitment to considering the opportunity seriously.

• A bespoke SuitAbility Assessment Report is designed to thoroughly evaluate 
critical specific skills required to meet your key deliverables, to assess core 
behavioural competencies and also to understand their leadership style. 

Intensive SuitAbility Interview

• The second SuitAbility Assessment Interview is far more rigorous, and 
only candidates who are being seriously considered for the final Short List
are taken through this challenging assessment.

• This interview focuses on ‘how’ they have delivered success using specific 
examples and deep dive questioning techniques.

• It also allows us to further test their motivations and commitment towards this 
opportunity, specifically exploring relocation where appropriate, and in particular 
if there is support of the spouse and family for the move.

• Full details of current salary and package are established as well as ensuring 
each candidate is aware of the package on offer and remains motivated to 
move at this level.

• The SuitAbility Assessment Report, once finalised, gives our Consultants 
and Clients a standard means of comparing candidates as well as getting 
a detailed understanding of their written communication skills in addition 
to their verbal presentation capabilities and personality.

Critical Success Factor: By working as a team, we can work twice as fast 
than if this process was reliant on a single Consultant, guarantee delivery to 
agreed deadlines and provide a dual Consultant perspective on the suitability 
of candidates against your Critical Requirements.

Executives in Africa
…be exceptional

‘Each candidate has to 

complete a well-crafted 

questionnaire that aids the

assessment of suitability of

the candidate for the role.

This adds another unique 

dimension to the usual 

assessment tools offered 

by others.’
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‘I have found your 

organisation very 

professional and your

methodology has added

value to the way I 

present my experience 

to a prospective 

employer.’

Step 6 – 
Short List Presentation
• Typically we would put between fifteen to twenty candidates through the 
full SuitAbility Assessment for a specific role.

• The Project Manager will take responsibility for this whole process, culminating 
in a full discussion on all candidates with the Project Team before agreeing
the final Short List.

Short List Report  

• The final Short List is accompanied by a Short List Report detailing the process. 

• This report highlights the key facts and figures of the Search, enabling 
the Client to understand the details behind the Short List. 

• In addition, it provides an insight as to why some candidates were not 
interested in the role, as well as feeding back to the Client how they are 
perceived in the market.

• A Candidate Report will be provided for each candidate selected which 
will include their Career Summary, Consultants’ Insights, a detailed SuitA bility 
Assessment Report and an achievement-focused CV.

• All documents making up the final Short List are made available online through 
the Client Secure Area on our website.

• By working as a team and project-managing every stage of the Search with our 
defined Search Process, Executives in Africa is able to produce the final Short 
List within only four to six weeks of the initial Briefing.

Critical Success Factor: We are proud of the thoroughness of the work we do 
and offer full transparency on all Searches. We actively encourage Clients to have
weekly update calls with the Project Team throughout the Search Process to 
discuss progress to date and ensure any specific questions arising can be dealt 
with on a timely basis. The quality of the Short List should never be a surprise.

The EiA Search Process delivers an incredible 
success rate with many of our Clients hiring multiple
candidates off our Short Lists. We deliver results.

www.executivesinafrica.com
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Timescales
By project managing every Search, we are able to present all Short Lists within 
four weeks of sign-off of the Search Contract and Key Documents, and within six 
weeks for CEO roles and regional C level roles. 

The EiA Timeline  

‘Thank you for your work 

and support in finding two

very good candidates 

for Nigeria. It was good to

see such a broad group 

of quality candidates and 

the Nigerian team were

equally impressed.’
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Step 7 – 
Client Interview Process
Our candidates are briefed to consider the EiA SuitAbility Assessments as the 
1st interview in the recruitment process, and subsequent Client interviews as a 
continuation of the assessment process.

• The Client is responsible for providing EiA with a clear understanding of the Client 
Interview Process, detailing the number of interviews which will be involved, and 
any testing the candidates will need to undertake. 

• A clear process, in terms of what is involved and the estimated timings, provides 
a good first impression and is key to how the company is perceived. Typically 
we recommend 1st interviews should be arranged within one to two weeks of 
the Short List being presented, with subsequent interviews no more than three 
weeks apart.

• EiA will arrange and confirm with both parties in writing all interviews between the
short listed individuals and the Client, ensuring that all candidates are fully briefed 
and have prepared appropriately.

• Travel arrangements can either be made by the Client directly with the candidate, 
or EiA can assist in this process if preferred. All travel costs are borne by the Client.

• For most Senior Management roles, we would recommend that candidates are 
flown Business Class wherever possible to enable them to arrive fully refreshed, 
as well as providing a positive first impression of the company and their 
commitment to the recruitment process.

• EiA will take a thorough de-briefing from the candidate after each meeting, 
keeping our Client abreast of their thoughts and any areas of concern at each 
stage, and ensuring candidate’s expectations remain in line with the original brief.

Candidate Management & Confidentiality

• EiA understands it is essential to keep all candidates well informed throughout 
the Search Process, and this further reflects well on our Client.

• Candidates will be advised of any delays in the process in a timely manner in 
order to ensure their continued interest in the opportunity.

• Candidates who are unsuitable at any stage during the selection process will be 
notified professionally. 

• We will ensure that the Client is projected in a highly professional manner, and 
that candidates feel comfortable with the reasons behind their being discounted.

• We are aware that confidentiality is often important. Please be reassured that this 
is often the case with executive search campaigns, which we have successfully 
executed without the Client’s  identity becoming public beyond selected candidates.

• Equally, we expect the Client to recognise the confidentiality of the process from 
the candidate’s perspective and not to make any background enquiries prior to 
an offer being made.

‘Richard and his team 

show great experience

in their work, especially

when you are a 

non-African candidate.

The country visit was

carefully organized and

supported throughout

which was an important

and sensitive step

for me.’

Executives in Africa
…be exceptional
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Step 8 – 
Decision Making Process
• Having identified the right candidate for a role, the final stages of offer confirmation
and the importance of the EiA Team supporting the candidate closely throughout 
this process is often underestimated by Clients. 

• This is the most critical part of the process and it is essential that the offer is in line
with levels and grades which have been discussed throughout the process, and 
that the candidate is not presented with any surprises. 

• EiA will provide assistance and advice on the preparation and making of an offer 
to the chosen candidate. 

• We recommend that wherever possible, the overall package to be offered is 
discussed with one of our Managing Directors or Executive Search Consultants 
before being presented to the candidate.

• We cannot emphasise enough how important it is for our team to stay close to 
the candidate throughout the offer period as candidates are always more candid 
and open to a third party which enables us to identify and deal with any potential
areas for concern. 

• Our experience has shown that Clients who involve us closely at this stage of the
process, get the offer details finalised and accepted far quicker and easier than 
when they try to speak directly to the candidate.

• Once an offer has been accepted, we will track the candidate closely through 
his/her notice period, advising the firm of any difficulties.

‘I would recommend 

Executives in Africa; 

Your determination, 

assistance and 

perseverance were 

exceptional and 

of the highest 

professional standard.’

Executives in Africa
…be exceptional
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We believe Executives in Africa offer an unrivalled
ability to deliver on Executive Searches in Africa.
With the combination of our proven track record 
of delivery on senior roles and the commitment of
each member of our team to deliver excellence 
and complete every Search, it is unsurprising 
that our Clients are delighted to recommend us.
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Fee Structure
Our fees are structured as follows: 

• Initial Retainer Fee invoiced upon instruction. 

• Short List Fee invoiced upon acceptance of Short List and confirmation of first 
round interviews. 

• Completion Fee invoiced upon Offer Acceptance, based on actual First Year 
Annual Remuneration (FYAR) less Retainer and Short List Fees already paid. 

Conclusion
The EiA Search Process delivers an incredible success rate with many of our
Clients hiring multiple candidates off our Short Lists.

When you engage with Executives in Africa, you can rest assured that our Search
Process will deliver the best available candidates in the market, who are suitable 
for your role, match the agreed criteria and are motivated to join your organisation. 

In short, your role will be filled.

If you have any further questions about the Search Process, Fee Structure, 
Timescales or any other aspect of the EiA Search Process, then please do 
contact us. 

Richard Putley Sarah Fitzgerald
Managing Director Managing Director
+44 7957 339235 +44 7900 996609

‘I have been using Executives in Africa for just over

five years. They have made in excess of 30 senior

placements in my African units, predominantly Nigeria.’ 

Executives in Africa
…be exceptional

‘Executives in Africa 

are clearly distinguished 

by their talent hunt culture.

They have a clear and well

balanced approach into

managing expectations 

of both sides with a great

degree of follow up after 

the engagement.’

www.executivesinafrica.com
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Our core values:
Be exceptional

Stronger together

Driving professional growth

Trusted to deliver

Treat everyone with respect

Thinking long term not short term
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