
STAFFING STRUCTURE OUTLINE 
Business Name: ___________________________ 

Fiscal Year: 20___ 

DEPARTMENT / 
ROLE 

PERSONNEL 
NAME 

CORE RESPONSIBILITIES 

AdministrationOwner 
/ Manager 

 

Strategy, finance, high-level 
oversight 

OperationsLead 
Coordinator 

 

Daily workflow, inventory, 
scheduling 

Sales & 
MarketingSpecialist 

 

Lead gen, social media, client 
relations 

Customer 
ServiceRepresentative 

 

Support tickets, front desk, 
feedback 

Technical / LaborStaff 
Member 

 

Production, fulfillment, specialized 
tasks 

ExternalContractor / 
CPA 

 

Taxes, legal, specialized 
consulting 

HIRING NEEDS & EXPANSION NOTES:  
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