Roles and Responsibilities Initial Assessment

1. What are the current roles or job titles? (choose all that apply)
Receptionist
CSR
Account Manager
Sales (inside)
Sales (outside)
Marketing
Specialty Team (renewal, new business, quoting)
Department Manager/Team Lead
Office Manager
Accounting
Vice President
President
CEO, COO, CFO

2. Do you have written Roles and Responsibilities documents?
Yes, and they are up-to-date
Yes, but they are in need of improvement
Not at all

3. Do you have documented Job Descriptions?
Yes, and they are up-to-date
Yes, but they are in need of review and improvement
No, not at all

4. If yes, do they align with the position as it is currently performed?
Yes, we are on track
It has been awhile since we have reviewed them
They do not align at all 

5. Have job descriptions been provided and reviewed with each employee?
Yes, it is part of our hiring process
Not consistently
No, not at all

6. Are roles and responsibilities and job descriptions included in the new employee onboarding process?
Yes
No


7. Are job descriptions signed by the employee?
Yes
No

8. Is there overlap between roles within the agency?
Yes, there is definite overlap
There may be some overlap between roles
We do not have any overlap

9. Are there areas in processes that fall between the cracks?
Yes, we have items falling between the cracks
No, our processes cover everything

10. Does your team clearly understand their role?
Yes, it has been communicated to the team
There is confusion in some areas
No, we have not communicated roles to the team

11. Have expectations been clearly communicated for each role?
Yes, we have communicated expectations to all team members
There is confusion on what is expected in some areas
No, we have not communicated expectations to the team


