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Roles and Responsibilities
Owner / Founder (Happy Bibs)
Main responsibility: Overall leadership and business direction
· Sets the vision and goals for Happy Bibs
· Chooses products, suppliers, and pricing
· Oversees branding and customer experience
· Makes key decisions about growth and online strategy
How this supports the business:
The Owner ensures Happy Bibs stay focused on selling high‑quality baby products and building trust with parents.

Operations Manager 
Main responsibility: Running the day‑to‑day business
· Manages stock and inventory
· Oversees order processing and shipping
· Ensures products are packed safely and delivered on time
· Maintains the website and product listings
How this supports the business:
Smooth operations ensure customers receive their baby items quickly and reliably, increasing satisfaction and repeat purchases.

Marketing & Sales Coordination
Main responsibility: Promoting Happy Bibs and increasing sales
· Manages social media (Instagram, Facebook, TikTok)
· Creates online promotions and discounts
· Works on branding and product photography
· Engages with customers and influencers
How this supports the business:
Effective marketing attracts new customers and helps Happy Bibs grow its online presence and sales.

Customer Service & Support
Main responsibility: Customer support and order handling
· Responds to customer emails and messages
· Handles returns, exchanges, and complaints
· Packs and dispatches orders
· Updates customers on delivery status
How this supports the business:
Good customer service builds trust with parents, which is essential for an online baby boutique.

Accountant
Main responsibility: Manage the financial side of the business
· Prepare financial records and profit records
· Handles returns, exchanges, and complaints
· Manages tax returns and ensures legal compliance
· Advises on budgeting, pricing, and cash flow
· Helps the business understand profits and costs

How this supports the business:
An accountant is so important role, because ensures Happy Bibs remains financially organised and compliant with all taxes and laws, allowing the owner to focus on growing the online boutique and not about financial mistakes.

IT / Web Support
Main responsibility: Maintains the online store and technical systems
· Manages the Happy Bibs website and online shop
· Fixes technical issues and website errors
· Ensures website security and data protection
· Updates systems and improves website performance

How this supports the business:
As an online baby boutique, Happy Bibs relies on its website for sales. IT/Web support ensures the website runs smoothly, stays secure, and provides a positive shopping experience for customers.

Legal Advisors
Main responsibility: Provides legal guidance and protection
· Advises on business laws and regulations
· Helps with terms and conditions, privacy policies, and returns policies
· Ensures compliance with consumer and online trading laws
· Assists with contracts and legal disputes

How this supports the business:
A legal advisor protects Happy Bibs from legal risks and ensures the business follows laws related to online sales, customer rights, and data protection.

Why This Structure Works for Happy Bibs
· Simple and clear: Ideal for a small online business
· Customer‑focused: Strong emphasis on service and fulfilment
· Efficient: Each role supports online sales and smooth delivery
· Scalable: New roles (e.g. social media assistant or warehouse staff) can be added as the business grows


