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Master delegation to save time, enhance team skills, and achieve
better results. Learn to assess tasks, set clear expectations, and
offer support.

Delegation frees up time and develops

Essential Skill team skills.

Assign tasks based on skills, time, and
Faree Evaluate Tasks

Avoid Don't delegate if it takes longer to

over_Explqinirg explain than do.

Assign frequent, teachable tasks that
don’t need direct supervision.

Teachables

Avoid Sensitive Never delegate personal or
TCISkS inappropriate tasks.

Ensure tasks are Specific, Measurable, °
Appropriate, Reachable, and Timebound. SMART Mw

Inform colleagues of the delegate’s
authority.

Schedule check-ins and offer guidance.

Give honest feedback and seek
improvement suggestions.
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m Delegation is an
. essential management
skill that frees up time
for the delegator,
develops the skills of
the delegate, and leads
to more productivity

and employee
investment.

Don't delegate when it takes
longer to explain a task than
to accomplish it, if the job
requires a personal touch,
must be done in one specific
way, or if you really enjoy a
certain task and it's within
your job description.
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/ Delegate tasks that are %gz‘i’%’@o /}'%

and Timebound. ;% e %@’ 5 g
Delegut‘ing jobs means Never delegate s%q%j% lf% n%,/&b)’ 2
_ CEIEgg CUeN), 0 anything sensitive, P s lag, W,
inform your qolleagues that personal, or N a&,%@qk’o
your delegate has your inappropriate for %J,,}‘ 6,,/.%03»
authority to complete the someone else to ¢) ey
task.

accomplish.

If it doesn’t go well, assess
where the breakdown
originated and learn what
to adjust when you try
again.

When the task is
complete, give your I(EY
delegate honest

feedback and ask for

constructive notes. Ask

Y\ourself what could you
ave done better in the
delegation process?
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