
Go from $100k to $250k Quick with Your First Hires:

Checklist

Reach out to us at square1grp.com/contact

If you need a hand installing these systems or just want to chat about strategies for 
scaling your business effectively, we're here to help.

Step 1: Identify Key Roles

Pinpoint Critical Positions
Determine which roles will have the most immediate impact 
on your business growth (e.g., Virtual Assistant, Marketing 
Coordinator, Sales Representative).

Define Job Descriptions
Clearly outline responsibilities, required skills, and expected 
outcomes for each role.

Step 2: Create an Effective Hiring Process

Develop a Hiring Funnel
Map out the stages from job posting to onboarding.

Craft Compelling Job Ads
Highlight what makes your business unique and the benefits 
of working with you.

Screen Candidates Efficiently
Use pre-screening questions and initial interviews to weed 
out unqualified candidates quickly.

Step 3: Leverage Online Hiring Platforms

Use Job Boards
Post your job ads on relevant platforms like Indeed, LinkedIn, 
and industry-specific boards.

Tap into Social Media
Promote your job openings on your business’s social media 
channels.

Step 4: Conduct Structured Interviews

Prepare Interview Questions
Focus on questions that reveal problem-solving skills, cultural 
fit, and work ethic.

Utilize Skills Tests
Implement practical tests or assignments to evaluate 
candidates’ abilities.

Step 5:  Implement a Solid Onboarding Program

Design a Comprehensive Onboarding Plan
Include training materials, company culture orientation, and 
role-specific tasks.

Set Clear Expectations
Define performance metrics and short-term goals for new 
hires.

Step 6: Foster a Positive Work Environment

Encourage Open Communication
Establish regular check-ins and feedback loops.

Promote Team Collaboration
Use tools like Slack or Microsoft Teams to facilitate teamwork.

Step 7: Invest in Employee Development

Provide Training Opportunities
Offer workshops, online courses, and mentorship programs.

Track Progress
Regularly review performance and provide constructive 
feedback.

Step 8: Monitor and Adjust

Evaluate ROI
Track the impact of new hires on your revenue and overall 
business growth.

Refine Processes
Continuously improve your hiring and onboarding procedures 
based on feedback and results.


