1. Your proposed organisational chart
This is a starting structure, not a final hiring plan. You remain the owner, and freelancers support you when needed.
YOU — Business Owner & Operations Coordinator
Manage clients, deliver services and oversee daily operations.
Marketing Freelancer
Outsource
Promotes services and helps generate enquiries.
Technology Specialist
Project-based
Sets up digital tools and trains you to use them.
Bookkeeper / Accountant
As needed
Supports financial records, tax and compliance.
Virtual Assistant
Future support
Takes over routine admin as your client base grows.
Freelancers are external support, not necessarily employees or direct reports.
2. Brief description of each role
1. Business Owner & Operations Coordinator — You
· Communicate with clients and understand their needs.
· Organise appointments, jobs, customer records and follow-ups.
· Deliver the agreed administrative support.
· Monitor service quality, pricing and business performance.
· Decide which tasks to outsource.
2. Marketing Freelancer
· Create basic promotional content.
· Improve your online business presence.
· Help identify potential customers and generate enquiries.
· Support marketing campaigns when your budget allows.
You can initially handle personal networking and conversations with business owners yourself.
3. Technology Setup Specialist
· Configure simple scheduling, task and customer-management tools.
· Create basic templates and workflows.
· Show you how to use the systems independently.
· Help troubleshoot specific problems when needed.
This could be a one-off project rather than a monthly contract.
4. Bookkeeper / Accountant
· Help maintain accurate financial records.
· Support bookkeeping, tax returns and financial reporting as agreed.
· Advise on relevant UK accounting and tax obligations.
Use professional support when required; the exact service depends on your business structure and circumstances.
5. Virtual Assistant — Future Role
· Handle routine emails and data entry.
· Update customer records and job trackers.
· Schedule appointments and prepare documents.
· Follow up on outstanding administrative tasks.
Bring in this support when the volume of client work makes it worthwhile.
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Marketing
Freelancer

When Needed
When you need to:

« Create content
or campaigns

« Grow brand awareness

* Run ads or manage
social media
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Business Owner &
Operations Coordinator

Always Needed

Sets vision, makes key decisions,
oversees operations, and keeps
everything running smoothly.
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Virtual
Assistant

When Needed
When you need to:

« Handle scheduling
and email

« Organize files and data

« Support day-to-day
administrative tasks





