Team Member Roles and Responsibilities

Date: [Insert Date]

To: [Team Member's Name]
Subject: Roles and Responsibilities
Dear [Team Member's Name],

As a valued member of our team, we want to clarify your roles and responsibilities to ensure a
smooth workflow and clear expectations. Below are your key responsibilities:

Roles and Responsibilities

Task 1: [Describe the first major responsibility]

Task 2: [Describe the second major responsibility]
Task 3: [Describe additional responsibilities as needed]
Task 4: [List any ongoing tasks or projects]

Please feel free to reach out if you have any questions or need further clarification on your
duties. Your contribution is essential to our collective success.

Best regards,

[Your Name]

[Your Position]

[Company Name]

[Contact Information]



