
SOP Template: Roles and Responsibilities of Involved
Staff Members
This SOP defines the roles and responsibilities of involved staff members to ensure clarity and accountability within
the organization. It outlines specific duties, reporting lines, and expectations for each team member to promote efficient
collaboration and effective task execution. By clearly assigning responsibilities, the SOP aims to enhance operational
workflows, improve communication, and support overall organizational goals.

1. Purpose
To standardize the identification, assignment, and documentation of roles and responsibilities for all staff members
involved in the organization's processes.

2. Scope
This SOP applies to all employees, supervisors, and managers within the organization.

3. Definitions
Role: The position held by an individual within the organizational structure.
Responsibility: The specific duties and expectations associated with a role.
Reporting Line: The immediate supervisor or manager to whom a staff member reports.

4. Roles & Responsibilities

Role Responsibilities Reporting Line

Team Member

Execute assigned tasks accurately and timely.
Follow organizational procedures and policies.
Communicate progress and challenges to the supervisor.
Participate actively in team meetings.

Supervisor

Supervisor

Assign tasks and monitor staff performance.
Ensure compliance with SOPs and quality standards.
Provide training and guidance to team members.
Report team progress to Manager.

Manager

Manager

Oversee department operations and staff allocation.
Approve staff schedules and resource requirements.
Conduct performance reviews and resolve escalated issues.
Report outcomes to Senior Management.

Senior Management

Senior Management

Develop organizational strategies and goals.
Ensure adequate resources and support for departments.
Review and approve organizational policies.
Provide overall leadership and direction.

Board of Directors

5. Procedures
1. Define each role required for organizational processes.
2. Assign specific responsibilities to each role.
3. Communicate the roles and responsibilities to all staff members.
4. Update responsibility assignments as organizational needs change.
5. Monitor and review staff performance regularly.

6. Review and Revision
This SOP should be reviewed annually or as needed to reflect changes in organizational structure or processes.



7. Document Control
Version: 1.0
Effective Date: [Enter Date]
Approved By: [Enter Name/Position]
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