Organizational Structure – Employment Agency Start-Up
This document outlines the organizational structure of a start-up employment agency, including defined roles and responsibilities tailored to the recruitment and staffing industry.
Organizational Chart

   Founder / CEO

Operations Manager
Business Development Manager
Head of Recruitment



Admin& Compliance Officer

Candidate Sourcing Specialists
Recruiters
Social Media Coordinator
Marketing Lead
OClient Relations Officer


    Roles and Responsibilities
Founder / CEO
Sets agency vision, mission, and long-term strategy
Secures contracts with key clients or sectors (e.g., healthcare, IT, construction)
Oversees leadership team and business growth
Ensures compliance with labour laws and industry standards
Operations Manager
Manages daily workflows and staffing schedules
Ensures agency complies with labour regulations and internal policies
Oversees payroll, contracts, and administrative functions
Admin & Compliance Officer
Handles employment contracts, background checks, onboarding paperwork
Ensures all legal documentation is in order
Business Development Manager
Identifies and pursues new business opportunities
Builds and maintains relationships with client companies
Negotiates service agreements and pricing
Client Relations Officer
Serves as a point of contact for existing clients
Ensures client satisfaction and manages feedback
Marketing Lead
Promotes the agency to both clients and job seekers
Manages advertising, online presence, and partnerships
Social Media & Outreach Coordinator
Handles digital marketing and social campaigns
Acquires candidates via platforms like LinkedIn, Indeed, Facebook
Head of Recruitment
Oversees recruitment team and hiring strategies
Monitors applicant tracking systems and job postings
Sets recruitment KPIs (placement speed, quality of hire, retention)
Recruiters
Engage with candidates, conduct interviews
Match talent to roles based on requirements
Candidate Sourcing Specialists
Search for active and passive job seekers
[bookmark: _GoBack]Utilize platforms, networks, and referrals

Organizational

Structure

–

Employment

Agency

Start-Up

This

document

outlines

the

organizational

structure

of

a

start-up

employment

agency,

including

defined

roles

and

responsibilities

tailored

to

the

recruitment

and

staffing

industry.

Organizational

Chart

Roles

and

Responsibilities

Founder

/

CEO

·

Sets

agency

vision,

mission,

and

long-term

strategy

·

Secures

contracts

with

key

clients

or

sectors

(e.g.,

healthcare,

IT,

construction)

·

Oversees

leadership

team

and

business

growth

·

Ensures

compliance

with

labour

laws

and

industry

standards

Operations

Manager

·

Manages

daily

workflows

and

staffing

schedules

·

Ensures

agency

complies

with

labour

regulations

and

internal

policies

·

Oversees

payroll,

contracts,

and

administrative

functions

Admin

&

Compliance

Officer

·

Handles

employment

contracts,

background

checks,

onboarding

paperwork

·

Ensures

all

legal

documentation

is

in

order

Founder

/

CEO

Business

Development

Manager

Head

of

Recruitment

Recruiters

Marketing

Lead

Social

Media

Coordinator

Candidate

Sourcing

Specialists

