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Officer

Your YES Company
Director Skills and Responsibilities
There are five key areas every YES company needs 
to successfully run their business. Assigning roles to 
everyone is an important step, so everyone knows  
their job. We recommend teams of 5-6 but you can  
have up to 10.  

How you structure your company is up to you but  
we recommend you allocate multiple directors to 
Operations and/or Marketing if team numbers allow. 

Whatever your role, the business needs your input to  
be successful. The five areas are:

Loud & Proud

Marketing 
& Sales*

Operations 
& Production*

The details 
people

Communications
The Glue

young enterprise scheme

Responsibilities 
 › Leadership and  

creating team spirit

 › Maintaining momentum

 › Chairing directors’ meetings   

 › Report to shareholders,  
school, mentor, suppliers,  
and customers  

 › Delegates tasks 

 › Manages disciplinary 
procedures 

 › Monitors health and safety 

My strengths
 › Responsible 

 › Able to lead and manage  
a team 

 › Good communication  
and negotiation skills 

 › Ability to listen 

My strengths
 › Trust-worthy, precise  

and well organised 

 › Resilient and persistent 

 › Enjoys communicating

My strengths
 › Creative

 › A self-starter 

 › Confident and persuasive 

 › Resilient 

 › Motivated to achieve 

Responsibilities
 › Develops templates and design 

brief of product or service 

 › Organises materials  
and logistics 

 › Creates and tests prototypes  
of product/service 

 › Quality control 

 › Leads production team 

 › Stock control  
(preventing damage/theft)

My strengths
 › Inventive and practical 

 › Problem solver 

 › Good organisational skills 

CEO

Suggest two or more directors (if team size allows)
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Responsibilities
 › Conducts market research 

 › Designs and implements 
branding, logo, slogan 

 › Prepares SWOT analysis

 › Defines your value 
proposition 

 › Identifies consents required 

 › Develops packaging/
promotional materials  

*

 › Prepares product teasers 
and launch 

 › Decides on sales channels

 › Sets sales targets and 
organises sales team

 › Handles customer queries 
and complaints  
(with Communications)

 › Identifies and drives new 
market opportunities

Responsibilities 
 › Link person between company, 

mentors, teachers, etc.

 › Sets agendas and takes 
meeting minutes 

 › Writing letters/emails 

 › Records attendance 

 › PR and Media liaison  
(with marketing) 

 › Handles customer queries  
and complaints  
(with Marketing & Sales)

Show me the money!

Finance

Responsibilities 
 › Prepares breakeven  

and budgets 

 › Checks financial viability  
of product/service 

 › Develops control systems  
for receipts and payments 

 › Signs company cheques  
if needed 

 › Prepares financial reports 

 › Receives and spends  
company money on behalf  
of the company 

My Strengths
 › Trustworthy 

 › Comfortable with numbers  
and systems 

 › Good negotiator 

 › Updates directors on  
financial position

 › Pays tax and dividends


