Builders Cleaning Company – 
Organisational Chart (Text Format)
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Roles and Responsibilities
	Role
	Responsibilities

	Founder / CEO
	- Define vision, strategy and growth targets
- Secure financing and key partnerships
- Oversee all departments and ensure KPIs are met

	Operations Manager
	- Plan daily cleaning schedules
- Coordinate site supervisors and crews
- Manage equipment and logistics

	Site Supervisor
	- Lead on-site teams and check quality
- Enforce health & safety
- Report progress to Operations

	Cleaning Crew
	- Perform builders-cleaning tasks
- Maintain tools and report damage
- Follow supervisor’s instructions

	Health & Safety Officer
	- Update risk assessments
- Conduct safety talks and audits
- Investigate incidents

	Sales & Marketing
	- Approach new clients
- Prepare quotes and negotiate
- Manage website and social media

	Accounts & Billing
	- Issue invoices and track payments
- Process payroll
- Prepare reports

	Admin & HR
	- Recruitment and onboarding
- Manage leave and records
- Office administration



