
 

A well-defined organizational hierarchy is essential for ensuring that an organization runs 
smoothly and efficiently. It promotes: 

• Clear accountability 
• Better communication 
• Streamlined decision-making 
• Efficient resource management 
• Employee satisfaction and growth 

Without a clear structure, an organization may face confusion, inefficiencies, and a lack of 
accountability, which can lead to delays, missed opportunities, or conflicts. 

This structure also allows organizations to scale effectively and adapt as they grow, ensuring 
that teams can collaborate, innovate, and achieve business goals in alignment with the 
company’s vision. 

Why is Organizational Hierarchy Important? 

1. Clear Roles and Responsibilities 
a. A well-structured hierarchy clearly defines the roles and responsibilities of each 

individual, from top executives to staff members. This reduces confusion about 
who is responsible for what, leading to better efficiency and accountability. 

2. Streamlined Communication 
a. Hierarchy ensures that communication flows smoothly, both upward and 

downward. For instance, a CEO communicates high-level strategic goals to C-
suite executives, who then communicate with department heads and 
ultimately with individual teams. This structure helps keep everyone on the 
same page, reducing misunderstandings and miscommunication. 

3. Efficient Decision-Making 
a. Decision-making is often faster and more efficient when there's a clear hierarchy. 

Leaders at different levels can make decisions quickly within their area of 
responsibility, without needing to wait for approval from higher-ups for every 
minor decision. 

4. Accountability and Performance Tracking 
a. A defined hierarchy holds individuals and teams accountable for their work. It 

becomes easier to track performance, set goals, and evaluate outcomes based 
on each team or individual's contributions to the organization’s objectives. 

5. Improved Resource Management 
a. The hierarchy allows better management of resources (time, talent, and money) 

by ensuring that there’s a clear distribution of tasks across departments and 



teams. Each level can focus on optimizing the use of resources within their scope 
of work. 

6. Fosters Organizational Growth 
a. As an organization grows, its complexity increases. An established hierarchy 

ensures that the organization can scale effectively, adding new roles, teams, and 
departments without losing sight of who is responsible for what. It ensures that 
growth is structured and manageable. 

7. Enhanced Coordination and Collaboration 
a. When everyone knows their place in the hierarchy, it promotes better 

collaboration. Cross-departmental collaboration becomes more effective 
because everyone understands the key players in other departments and knows 
how to interact with them. 

8. Employee Morale and Job Clarity 
a. Employees are more likely to feel confident in their roles when they understand 

their place in the organizational hierarchy. It also helps them see the career 
progression within the company, which can boost motivation and satisfaction. 

 

How Does Organizational Hierarchy Work in Practice? 

1. Defining a Clear Reporting Structure 
a. An organizational hierarchy establishes a clear reporting structure. For 

example, a developer reports to the Technical Lead, who reports to the 
Development Manager, and so on up to the CEO. This flow ensures that 
everyone knows who they report to and who they need to communicate with for 
different matters. 

2. Delegating Tasks Based on Expertise 
a. By having a hierarchy, tasks can be delegated to the right person based on their 

expertise. For instance, the CTO manages high-level technical strategy, while 
developers and engineers handle the execution of those strategies on a daily 
basis. 

3. Ensuring Efficient Project Management 
a. The project manager (PM) works with different department heads (e.g., 

developers, designers, HR) to coordinate efforts and ensure the project 
progresses smoothly. The clear division of roles and responsibilities helps to 
minimize delays, duplication of effort, and mismanagement of resources. 

4. Fostering Innovation and Leadership at Different Levels 
a. Having leadership at different levels (e.g., Team Leaders, Managers, Directors) 

allows for greater innovation within each department. These leaders can drive 
their teams towards the company’s goals while also bringing in new ideas and 
approaches at their level. 

5. Managing Team Dynamics 



a. The hierarchical structure also helps HR and team leaders manage team 
dynamics. By monitoring how teams interact and ensuring everyone knows their 
role, HR can address interpersonal issues early, fostering a positive work culture. 



Organizational Structure (Hierarchy) in Table Format 

Level Position/Role Responsibilities 

1. Top 
Management 

CEO (Chief Executive 
Officer) 

- Oversees the entire organization. 
- Aligns business strategies with 
organizational goals. 
- Reports to the Board of Directors. 

2. C-Suite 
Executives 

CFO (Chief Financial 
Officer) 

- Manages financial planning, budgeting, 
and risk management. 
- Oversees the finance department. 

 COO (Chief Operating 
Officer) 

- Responsible for day-to-day operations. 
- Ensures that all departments are aligned 
with operational goals. 

 CTO (Chief Technology 
Officer) 

- Oversees the company’s technology 
infrastructure. 
- Manages development and IT teams. 

 CHRO (Chief Human 
Resources Officer) 

- Manages employee relations, recruitment, 
and talent development. 
- Oversees HR functions across the 
company. 

3. Department 
Heads/Directors 

Finance Director 
- Leads the finance department. 
- Ensures financial health and compliance. 

 Operations Director 
- Manages operational processes. 
- Optimizes business operations for 
efficiency. 

 Technology/Developme
nt Director 

- Leads the development team. 
- Oversees product development and 
technology strategies. 

 HR Director 
- Manages the overall HR department. 
- Ensures employee engagement, retention, 
and performance. 

4. Managers / 
Team Leaders 

Project Manager (PM) 
- Coordinates and manages projects. 
- Aligns resources, timelines, and 
stakeholders to ensure project success. 

 Team Leader (TL) 

- Leads specific teams (e.g., developers, 
designers). 
- Responsible for team performance and 
delivering project goals. 

 HR Manager 
- Manages recruitment, training, and 
employee relations within the team. 
- Supports HR functions. 



5. Individual 
Contributors 

Developer/Software 
Engineer 

- Develops and codes software. 
- Collaborates with the team on technical 
solutions. 

 UI/UX Designer 

- Designs user interfaces and user 
experiences. 
- Collaborates with developers to ensure 
design feasibility. 

 QA/Test Engineer 
- Tests software to ensure quality. 
- Identifies bugs and works with developers 
to fix issues. 

 Sales Executive 
- Handles sales and client interactions. 
- Promotes products and services to 
increase revenue. 

 Marketing Executive 
- Executes marketing campaigns. 
- Supports the promotion of products and 
services. 

 HR Executive 
- Performs administrative HR tasks. 
- Assists in recruitment, employee records, 
and performance management. 

 

  



Day-to-day roles and responsibilities of an Executive 
HR (Human Resources Executive) 

Category Day-to-Day Responsibilities 

Recruitment & Onboarding 
- Post job openings 
- Screen resumes and schedule interviews 
- Coordinate onboarding process 

Employee Records 
- Maintain and update employee records 
- Ensure proper documentation and filing 

Attendance & Leave 
Management 

- Monitor daily attendance 
- Process leave applications 
- Update leave records 

Payroll Support 
- Assist with salary processing 
- Handle employee queries related to salary, tax, etc. 

HR Policies Compliance 
- Ensure employees follow HR policies 
- Communicate policy updates 

Employee Engagement 
- Plan and support engagement activities (events, surveys) 
- Collect feedback from staff 

Training & Development 
- Coordinate training sessions 
- Track training attendance and feedback 

Performance Management 
- Assist in appraisal processes 
- Maintain performance records 

Grievance Handling 
- Act as point of contact for employee complaints 
- Forward complex issues to HR Manager 

HR Reporting 
- Prepare daily/weekly HR reports 
- Track HR metrics like attrition, recruitment status 

Coordination & 
Communication 

- Liaise with other departments 
- Support internal communication efforts 

Compliance & Legal 
- Ensure labor law compliance 
- Assist with audits and inspections 

  



Day-to-day roles and responsibilities of a Project Manager in 
a clear and organized format 

Category Day-to-Day Responsibilities 

Planning 
- Define project scope and objectives 
- Create detailed project plans and schedules 

Team Management 
- Assign tasks to team members 
- Conduct daily stand-up meetings or check-ins 

Communication 
- Communicate with stakeholders 
- Provide project updates and reports 

Resource Management 
- Monitor resource allocation 
- Coordinate with other departments for required 
resources 

Risk Management 
- Identify risks and issues 
- Implement mitigation strategies 

Budget Management 
- Track daily spending 
- Ensure project stays within budget 

Monitoring & Tracking 
- Monitor project progress 
- Update project documentation and tools (e.g., Gantt 
charts) 

Quality Assurance 
- Ensure work meets quality standards 
- Conduct regular quality checks 

Problem Solving 
- Address roadblocks and delays 
- Escalate issues when necessary 

Client/Stakeholder 
Interaction 

- Attend meetings with clients/stakeholders 
- Handle feedback and revisions 

Reporting 
- Prepare daily/weekly progress reports 
- Update KPIs and performance metrics 

Documentation 
- Maintain logs, reports, and documentation 
- Update change logs and lessons learned 

  



Roles and responsibilities of a Team Leader in a typical 
organizational setup: 

Category Day-to-Day Responsibilities 

Task Management 
- Assign daily tasks to team members 
- Monitor task progress and deadlines 

Team Coordination 
- Conduct daily briefings or stand-up meetings 
- Coordinate with other departments 

Performance Monitoring 
- Track individual and team performance 
- Provide regular feedback 

Support & Guidance 
- Help team members with challenges 
- Offer training and mentoring where needed 

Quality Control 
- Review work for accuracy and quality 
- Ensure team output meets standards 

Communication 
- Act as a bridge between team and management 
- Relay updates and instructions 

Reporting 
- Prepare and submit daily/weekly reports 
- Highlight issues and achievements 

Conflict Resolution 
- Address minor conflicts within the team 
- Escalate serious issues to higher management 

Motivation & Engagement 
- Keep team morale high 
- Encourage collaboration and positive work 
culture 

Time Management 
- Ensure timely completion of tasks 
- Manage team schedules and availability 

Resource Allocation 
- Ensure team has the tools and resources 
needed 
- Request additional support when necessary 

Continuous Improvement 
- Identify areas of improvement 
- Suggest process or workflow enhancements 

  



A day-to-day roles and responsibilities table for a Business 
Development Manager (BDM) in the IT Software industry — 
tailored to match the nature of software products and services: 

Category Day-to-Day Responsibilities 

Lead Generation 
- Identify potential clients (startups, enterprises, etc.) 
- Use platforms like LinkedIn, Clutch, Upwork, etc. 

Product Understanding 
- Stay updated with the company’s software solutions 
- Understand features, benefits, and target markets 

Client Communication 
- Reach out to prospects via cold emails, calls, and 
demos 
- Nurture relationships with potential clients 

Solution Pitching 
- Conduct product demos and walkthroughs 
- Customize pitches based on client’s tech stack and 
needs 

Proposal & Quotation 
- Prepare detailed technical and financial proposals 
- Collaborate with tech team for estimations 

CRM Management 
- Update and track deals in CRM (HubSpot, Zoho, 
Salesforce, etc.) 
- Maintain records of interactions 

Market & Competitor 
Research 

- Monitor tech trends and SaaS market shifts 
- Research competitor pricing, features, and USPs 

Collaboration with Tech 
Teams 

- Coordinate with developers, QA, and project managers 
for project scope 
- Ensure smooth transition from sales to delivery 

Follow-ups & 
Negotiation 

- Regularly follow up on proposals sent 
- Negotiate terms, timelines, and SLAs 

Target & KPI Tracking 
- Meet weekly/monthly sales quotas 
- Review pipeline status and conversion ratios 

Client Onboarding 
- Help in setting up the first call/kickoff meeting 
- Ensure client expectations are aligned 

Reporting 
- Prepare daily/weekly reports on leads, deals, and 
revenue 
- Present findings to senior leadership 

  



Day-to-day roles and responsibilities of a Sales Manager, 
specifically tailored for the IT Software industry (but still 
flexible for general use too) 

Category Day-to-Day Responsibilities 

Sales Planning 
- Set daily/weekly/monthly sales targets 
- Plan sales strategies based on current pipeline 

Team Management 
- Supervise and support sales team members 
- Conduct daily huddles or check-ins 

Lead Monitoring 
- Monitor lead generation activities 
- Allocate leads based on territory or expertise 

Sales Pipeline 
Management 

- Review opportunities in CRM (e.g., Salesforce, Zoho) 
- Ensure deals move through stages efficiently 

Performance Tracking 
- Track team KPIs like calls made, demos scheduled, 
deals closed 
- Give feedback for improvement 

Client Engagement 
- Join high-value or complex client meetings 
- Build long-term client relationships 

Coaching & Training 
- Train new sales reps on software products and sales 
tactics 
- Provide ongoing coaching 

Collaboration with Other 
Teams 

- Work with marketing on campaigns and lead quality 
- Coordinate with product and delivery teams 

Forecasting & Reporting 
- Prepare accurate sales forecasts 
- Share performance reports with senior management 

Deal Negotiation 
- Support team in negotiating pricing, contracts, and 
licensing terms 

Market Analysis 
- Analyze competitor offerings and market trends 
- Adjust sales strategies accordingly 

Process Optimization 
- Identify inefficiencies in sales processes 
- Suggest and implement improvements 

  



Operations & Business Head – Daily Roles & Responsibilities 

Category Day-to-Day Responsibilities 

Strategic Planning 
- Define business goals and operational strategies 
- Align operations with long-term vision 

Team Leadership 
- Oversee department heads (Sales, HR, Tech, 
Support, etc.) 
- Conduct daily/weekly leadership syncs 

Business Development 
Oversight 

- Monitor key accounts and client relationships 
- Review pipeline, revenue, and partnership growth 

Operational Efficiency 
- Ensure workflows are smooth across departments 
- Eliminate bottlenecks and improve processes 

Project Oversight 
- Review progress of key projects 
- Intervene in critical issues to ensure timely delivery 

Financial Oversight 
- Monitor budgets, P&L, and expenses 
- Approve major purchases or financial decisions 

Client Interaction 
- Join high-value client meetings 
- Handle escalations and strategic partnerships 

KPI & Performance 
Monitoring 

- Track performance against business KPIs 
- Analyze productivity and resource utilization 

Cross-Functional 
Coordination 

- Ensure alignment between departments (e.g., sales 
& delivery) 
- Bridge gaps in communication 

Compliance & Risk 
Management 

- Ensure company follows legal and industry 
regulations 
- Mitigate operational and business risks 

Innovation & Growth 
- Identify new market opportunities or services 
- Lead digital transformation initiatives 

Reporting & Reviews 
- Present daily/weekly updates to the CEO or board 
- Review dashboards and business analytics 

  



CFO & COO – Daily Roles & Responsibilities (Table Format) 

Category 
CFO (Chief Financial 

Officer) 
COO (Chief Operating Officer) 

Leadership 

- Lead the finance team 
- Guide investment 
decisions and financial 
planning 

- Lead operations, HR, IT, logistics, etc. 
- Support CEO in executing strategy 

Financial 
Manageme
nt 

- Oversee daily financial 
transactions 
- Review cash flow, 
budget, and expenditures 

- Monitor cost-efficiency in operations 
- Ensure operations align with financial goals 

Budgeting 
& 
Forecastin
g 

- Review/approve 
department budgets 
- Adjust forecasts based 
on business changes 

- Align operational plans with approved budgets 
- Identify areas for cost control 

Reporting 

- Prepare daily/weekly 
financial reports 
- Present key metrics to 
CEO/Board 

- Monitor operational KPIs 
- Generate reports on productivity, output, and 
efficiency 

Complianc
e & Risk 

- Ensure tax, legal, and 
regulatory compliance 
- Manage risk and audit 
processes 

- Ensure operational policies follow compliance 
- Address potential operational risks 

Investor 
Relations 

- Communicate with 
investors/stakeholders 
- Present financial health 
and performance 

- Support investor confidence by showing scalable 
operations and delivery capabilities 

Cash Flow 
& Liquidity 

- Monitor daily liquidity 
- Approve payments and 
financial commitments 

- Ensure departments are financially disciplined 
- Optimize resource allocation 

Operationa
l Oversight 

- Approve strategic 
expenditures 
- Analyze ROI of projects 

- Oversee execution of projects, services, and 
internal functions 

Process 
Improvem
ent 

- Recommend financial 
automation tools 
- Streamline reporting 
processes 

- Improve workflows, SOPs, and cross-functional 
efficiency 

Collaborati
on 

- Work closely with COO 
on budgeting 
- Collaborate with 

- Coordinate with CFO for budget alignment 
- Collaborate with department heads 



departments for financial 
accuracy 

Strategic 
Planning 

- Contribute to long-term 
financial strategy 
- Support 
mergers/acquisitions 

- Translate company strategy into operational plans 
- Lead scaling or expansion efforts 

  



Chairman & Managing Director (CMD) – Daily Roles & Responsibilities 

Category Daily Responsibilities 

Leadership & Vision 
- Define and communicate the company’s vision and long-
term goals 
- Inspire leadership across all departments 

Strategic Decision-
Making 

- Make high-level business decisions 
- Approve critical initiatives, expansions, and investments 

Business Oversight 
- Review key business functions (finance, ops, HR, sales, 
R&D) 
- Monitor overall company performance 

Stakeholder 
Management 

- Engage with board members, investors, and key partners 
- Maintain high-level client and government relations 

Review & Approvals 
- Approve budgets, major contracts, hiring/firing of senior 
roles 
- Review key reports from CFO, COO, and BU heads 

Risk & Compliance 
Oversight 

- Ensure company complies with all regulatory frameworks 
- Oversee risk mitigation strategies 

Public & Media 
Presence 

- Represent the company at public events, conferences, or 
press meets 
- Maintain brand image and public trust 

Innovation & Growth 
- Encourage innovation and digital transformation 
- Identify and act on new business opportunities 

Corporate 
Governance 

- Uphold ethical standards and governance frameworks 
- Conduct or oversee board meetings 

Employee & Culture 
Building 

- Set the tone for company culture 
- Interact with senior leadership and occasionally engage 
employees directly 

Performance 
Monitoring 

- Review dashboards and performance summaries 
- Set expectations for all CXOs and hold them accountable 

Crisis Management 
- Lead the organization during critical situations 
- Make swift decisions when challenges arise 

  



CEO – Daily Roles & Responsibilities 

Category Day-to-Day Responsibilities 

Vision & Strategy 
- Set and refine company vision and long-term goals 
- Translate strategy into actionable plans 

Leadership 
- Inspire and align executive leadership team 
- Ensure all departments are working towards common 
goals 

Business Oversight 
- Monitor daily operations through reports and meetings 
- Ensure overall organizational health 

Decision Making 
- Make key business and financial decisions 
- Approve large deals, partnerships, and initiatives 

Performance 
Monitoring 

- Review KPIs and performance dashboards 
- Set targets for CXOs and hold them accountable 

Stakeholder 
Engagement 

- Communicate with board members, investors, and key 
clients 
- Maintain strong public and market presence 

Culture & Values 
- Promote a strong organizational culture and ethical values 
- Lead by example in conduct and leadership 

Innovation & Growth 
- Drive digital transformation and innovation 
- Explore new markets and revenue streams 

Risk & Crisis 
Management 

- Address risks or disruptions proactively 
- Lead the company in crisis situations or market shifts 

Financial Oversight 
- Work closely with CFO on budgets, P&L, fundraising, and 
cost control 
- Approve major capital allocations 

External 
Representation 

- Represent the company at events, conferences, and media 
- Network with industry leaders and influencers 

Board Relations 
- Report to the board of directors 
- Ensure transparency and alignment with governance 
policies 

  



Developer – Daily Roles & Responsibilities 

Category Day-to-Day Responsibilities 

Coding & 
Development 

- Write clean, efficient, and scalable code 
- Implement new features based on project requirements 

Bug Fixing & 
Debugging 

- Identify and fix bugs or issues in the application 
- Conduct code reviews and debugging sessions 

Collaboration 
- Work with other developers, designers, and product 
managers to deliver software solutions 
- Participate in daily stand-up meetings or team huddles 

Testing & Quality 
Assurance 

- Write unit tests for new features 
- Perform integration testing and assist in end-to-end testing 
processes 

Version Control 
Management 

- Use version control systems like Git for source code 
management 
- Manage branches, commits, and merges effectively 

Documentation 
- Document codebase and development processes 
- Ensure that technical documentation is up-to-date 

Code Reviews 
- Participate in peer code reviews 
- Provide constructive feedback on others' code for 
improvement 

Performance 
Optimization 

- Optimize code for performance, scalability, and security 
- Identify and resolve performance bottlenecks 

Continuous 
Learning 

- Stay updated with new programming languages, tools, and 
technologies 
- Learn new techniques and incorporate best practices into 
daily work 

Collaboration with 
QA 

- Work closely with QA engineers to ensure code quality 
- Address issues raised during the testing phase 

Agile Process 
- Follow Agile methodologies (Scrum, Kanban) 
- Attend sprint planning and retrospective meetings 

Deployment 
Support 

- Assist with deploying applications or software updates 
- Help monitor production environment for issues after 
deployment 

  



UI/UX Designer – Daily Roles & Responsibilities 

Category Day-to-Day Responsibilities 

User Research 
- Conduct user research to understand needs, pain points, and 
behaviors 
- Use surveys, interviews, and analytics to gather insights 

Wireframing & 
Prototyping 

- Create wireframes, prototypes, and low/high-fidelity mockups 
- Iterate design solutions based on feedback 

UI Design 
- Design visually appealing and functional interfaces 
- Ensure design consistency with brand guidelines 

UX Design 
- Focus on the overall user experience, including ease of navigation 
and task flow 
- Design intuitive user flows 

Interaction Design 
- Create interactive elements (e.g., buttons, sliders, forms) that 
enhance user engagement 
- Ensure responsiveness across devices 

Collaboration with 
Development 

- Work closely with developers to ensure design implementation 
aligns with the vision 
- Provide assets, guidelines, and documentation to development 
teams 

Usability Testing 
- Conduct usability testing to validate design choices 
- Gather user feedback and adjust designs accordingly 

Design Review & 
Iteration 

- Participate in design reviews and incorporate feedback 
- Iterate and refine designs based on user feedback and stakeholder 
input 

Visual Design & 
Branding 

- Ensure the design follows visual hierarchy and brand aesthetics 
- Create consistent typography, color schemes, and iconography 

Design Systems 
- Maintain and update design systems to ensure consistency across 
products 
- Create reusable UI components and assets 

Collaboration with 
Product & 
Stakeholders 

- Work with product managers, developers, and other stakeholders 
to ensure alignment of user needs with product goals 
- Participate in project planning and sprint reviews 

Responsive & 
Adaptive Design 

- Design layouts for multiple screen sizes (desktop, tablet, mobile) 
- Ensure designs work across a variety of devices and platforms 

Documentation & 
Handoff 

- Prepare design specs and handoff documents for developers 
- Ensure designs are properly documented for future reference 

  



Software Tester – Daily Roles & Responsibilities 

Category Day-to-Day Responsibilities 

Test Planning 

- Collaborate with developers and product managers to understand 
requirements 
- Prepare detailed test plans, test cases, and test scripts based on 
project requirements 

Manual Testing 
- Execute manual test cases for new features and functionalities 
- Perform exploratory testing to identify potential issues not covered 
in test cases 

Automation Testing 
- Write and maintain automated test scripts (e.g., using Selenium, 
Cypress, etc.) 
- Automate repetitive test cases to improve efficiency 

Bug Identification & 
Reporting 

- Identify, log, and prioritize defects and issues in defect tracking 
systems (e.g., Jira) 
- Work with developers to replicate, troubleshoot, and resolve bugs 

Regression Testing 
- Conduct regression testing to ensure new code doesn’t break 
existing functionality 
- Validate bug fixes in the system after developers resolve issues 

Performance 
Testing 

- Perform load and stress testing to ensure the application performs 
well under heavy traffic or high usage 

User Acceptance 
Testing (UAT) 

- Participate in UAT to ensure the software meets end-user 
expectations 
- Provide feedback on user experience and functionality 

Test Documentation 
- Create and maintain detailed test reports 
- Document test results, defects, and steps for reproducing issues 

Collaboration with 
Development 

- Work closely with developers to understand changes and 
functionalities 
- Participate in sprint planning and daily stand-ups to stay aligned 
with development progress 

Continuous 
Integration (CI) & 
Deployment 

- Ensure tests are integrated into CI/CD pipelines 
- Run tests during deployments to ensure stability 

Test Environment 
Setup 

- Set up and configure test environments (e.g., databases, servers) 
- Maintain test environments to ensure consistency and reliability 

Test Coverage 
Analysis 

- Ensure test coverage is sufficient for all application modules 
- Recommend improvements to enhance test coverage based on risk 
analysis 

  



Roles and Responsibilities in a Client Project Meeting 

Role Responsibilities During the Meeting 

Developer 

- Provide technical insights: Share updates on coding progress, challenges, 
and timelines. 
- Clarify technical requirements: Ask for specific details or feedback on 
technical aspects. 
- Address issues: Discuss any blockers or issues that need client input or 
decisions. 
- Estimate timelines: Help estimate time for upcoming tasks based on current 
progress. 

Designer 

- Present design updates: Showcase wireframes, mockups, or prototypes. 
- Clarify design requirements: Gather feedback on design elements like UI/UX 
preferences. 
- Discuss user experience: Explain design choices based on user experience 
principles and how they align with client goals. 
- Suggest improvements: Recommend changes or adjustments to meet 
business or user needs more effectively. 

Team 
Leader 
(TL) 

- Manage meeting flow: Facilitate the meeting and ensure all topics are 
covered. 
- Summarize key points: Make sure everyone understands the key decisions 
made. 
- Coordinate between teams: Ensure communication between developers, 
designers, and client is clear. 
- Set expectations: Align the team’s goals with client expectations and 
timelines. 

Project 
Manager 
(PM) 

- Lead the meeting: Take charge of the agenda, discussions, and action points. 
- Align project goals: Ensure the project is on track and align team efforts with 
client needs. 
- Highlight project status: Provide updates on milestones, deliverables, and 
any deviations from the project plan. 
- Risk management: Address any potential risks or delays, discuss mitigation 
strategies with the client. 

HR 
(Human 
Resource
s) 

- Monitor team dynamics: Observe team communication and address any 
concerns related to collaboration or performance. 
- Support resource needs: Identify if there are any resource gaps that need 
addressing. 
- Clarify roles: Ensure the client understands who is responsible for what 
within the team. 
- Ensure well-being: Ensure the team is not overburdened and facilitate any 
needed HR-related discussions. 

 



This table helps clarify each team member’s role and responsibilities during a Client Project 
Meeting, ensuring that the meeting remains focused, organized, and productive. Each role has 
a unique set of contributions to the overall success of the project. Let me know if you need this 
tailored to a specific project type, industry, or client relationship model! 

1. Clear Communication and Focus 

• Each team member has a specific role to ensure that the meeting is efficient and all 
important aspects are covered. 

• The developer and designer need to present their work and clarify any technical or 
design-specific questions from the client. This prevents misunderstandings and ensures 
that the project stays on track. 

• The team leader (TL) and project manager (PM) are responsible for ensuring that the 
meeting moves smoothly and that all team members are aligned with the client's 
expectations. The PM also acts as a key point of contact for scheduling and managing 
the project’s deliverables, which ensures that deadlines and milestones are met. 

• HR plays a more supportive role by focusing on the well-being of the team and ensuring 
that resources are available. They help address any human resources or interpersonal 
issues that may arise during the project. 

2. Roles Are Specialized for Efficiency 

• Developers and designers are there to provide specific technical and design updates. If 
there are technical challenges or design constraints, these professionals need to 
address them directly with the client to get proper feedback. 

• The TL and PM are more focused on high-level project management and client 
relationship, ensuring that expectations align and that there are no 
miscommunications. This allows developers and designers to focus on their expertise 
without worrying about the overall project flow. 

• HR ensures that the internal dynamics of the team are in good shape, which is essential 
for overall project success. Healthy team dynamics are key to long-term productivity 
and project delivery. 

3. Client’s Needs are Met Efficiently 

• A client project meeting is about understanding client requirements, addressing their 
concerns, and delivering on promises. If everyone’s role is clearly defined, the meeting 
will run more smoothly. 

• Having a structured meeting with clearly assigned responsibilities helps avoid overlap 
of duties. This makes sure that each aspect of the project (technical, design, 
management, resources) is being properly addressed without confusion. 



4. Ensuring Accountability 

• By assigning specific tasks and responsibilities, everyone knows their role in the 
meeting. This ensures that nothing is left out, and every concern is addressed. 
Accountability is key, and it ensures that tasks are not duplicated or overlooked. 

5. Fostering Collaboration 

• The structure encourages cross-functional collaboration. Developers, designers, and 
managers all contribute their perspectives to align the project’s direction. It also 
promotes problem-solving in real time, helping the client see the team working together 
efficiently. 
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