
Project Team Roles and Responsibilities 

Overview 

Date: [Insert Date] 

To: [Team Members/Stakeholders] 

From: [Your Name/Project Manager] 

Introduction 

This document outlines the roles and responsibilities of each member of the project team for the 

[Project Name]. Clear understanding of each role is crucial for the success of the project. 

Project Team Roles 

1. Project Manager 

Responsible for overall project planning, execution, and delivery. 

2. Team Lead 

Coordinates team activities and supports team members to meet project goals. 

3. Developer 

Handles software development, coding, and implementation tasks. 

4. Designer 

Responsible for creating design specifications and ensuring user-friendly interfaces. 

5. QA Engineer 

Conducts testing to ensure the quality and functionality of the project deliverables. 

Conclusion 

Understanding these roles and responsibilities will enhance collaboration and efficiency within 

the team. Please reach out if you have any questions or need further clarification. 



Sincerely, 

[Your Name] 

[Your Position] 


