SOP Template: Employee Roles and Responsibility
Assignment

This SOP defines the process for employee roles and responsibility assignment, detailing the clear allocation of
tasks, duties, and accountability within the organization. It ensures alignment of roles with employee skills, promotes
efficient workflow, enhances communication, and supports organizational goals by establishing transparent expectations
and responsibilities for each position.

1. Purpose

To establish a standardized process for assigning employee roles and responsibilities, ensuring clarity, consistency, and
alignment with organizational objectives.

2. Scope

This SOP applies to all departments and employees within the organization involved in defining, updating, or reassigning
job roles and responsibilities.

3. Definitions

¢ Role: A defined set of tasks or duties assigned to an employee or position.
¢ Responsibility: The specific areas of accountability and expected outcomes associated with a role.
¢ Supervisor: The individual responsible for overseeing employees and the work assigned to them.

4. Procedure
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. ldentify Role Requirements:
o Department heads evaluate organizational needs and existing role structures.
o Document required skills, qualifications, and key outcomes for each position.
2. Assign Responsibilities:
o Supervisors assign specific duties and tasks linked to each role.
o Responsibilities are clearly communicated and documented.
. Employee Review and Confirmation:
o Employees review assigned roles and responsibilities with their supervisor.
o Feedback is discussed and documented; modifications are made if necessary.
4. Documentation:
o Roles and responsibilities are recorded in the official job description database or personnel file.
o Updates are version-controlled and dated.
. Ongoing Review:
o Annually (or as needed), review all roles and responsibilities for relevance and effectiveness.
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5. Roles and Responsibilities

Position Responsibility
HR Manager Oversees documentation and ensures process compliance.
Department Head Defines department-specific roles and ensures alignment with organizational needs.
Supervisor Assigns tasks, communicates expectations, and reviews responsibilities with employees.

Employee Reviews and understands assigned roles, gives feedback, and fulfills responsibilities.

6. Documentation

¢ Job description records
¢ Role assignment confirmation forms
¢ Version-controlled role and responsibility logs



7. Review and Revision

This SOP will be reviewed annually by the HR department and revised as necessary to ensure alignment with
organizational changes and best practices.

8. References

¢ Organizational Structure Policy
¢ Employee Handbook
¢ Job Description Guidelines
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