Who Does What – Level 1 
Roles and responsibilities template
Examples have been put below in italics. These can be deleted once your document is complete.
Organisation Name – 
	Task
	Who is responsible
	Contact information

	Monitoring website for link breaks and errors
	Joe Bloggs
	Joe.Bloggs@community.com

	Paying the Microsoft 365 subscription

	Anita Smith
	Anita.smith@hotmail.org

	Uploading files to website
	Joe Bloggs
	Joe.Bloggs@community.com

	

	
	

	

	
	




