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Delegate for Results
“You don't pay the price for success; you enjoy the benefits of it.” - Bob Merithew

Your Primary Goals for Delegation


Remember that managment is:

“Getting things/results done through others while building them in the process.”
Fortune magazine recently published a study of the most respected executives in the United States during the last decade. The results showed that the single most important helpful thing in their careers was “having a boss who delegated well to me early in my career.”

What is Delegation?

Delegation is the assignment of the formal authority and responsibility to another person for carrying out specific activities. This includes creating accountability for results

Authority
The total sum of the powers and rights assigned to a position or the assignment.

Responsibility
The work assigned to an employee/position.

Accountability
The obligation to perform those responsibilities and exercise authority in terms of established performance standards.

Taking Time to Delegate

Getting your job done takes time and energy, which is a challenge given today’s workplace environment. Many of us waste time and as a result fall further behind.

Delegation is a way to deal with the resultant pressure to perform. The starting point for delegation is to conduct an audit of how you are investing your time. It begins with a time log or interruption log (see module 4).

Take the results from your log and begin to analyze your work:

· What are your main job activities?

· For each activity ask, “Why do I do it?”

· Involve you team in the analysis.

· For each activity ask “Can someone else do this?”

Ask yourself these questions as you consider delegation of tasks:

1. Is this a routine task or activity?

2. Does it occur with regularity?

A yes to any of the above questions indicates that your staff should likely be involved in that part of your job.

Manage the Barriers to Delegation

Inadequate Staff


Drop It  

Can current work be stopped?


Delay It  

Can current work be delayed/rescheduled?

Distribute It  
Can you reallocate/delegate their current workload to free their time?

Accept It 
Teach your employees not to accept work that will have a negative effect on their workload unless they let you know first!

Save Time When you Delegate

· Develop written procedures.

· Take larger tasks, break them into component pieces, and then delegate those pieces.

· Have employees do the bulk of the work and then you complete the final version.

· What are you currently doing that can be automated?

Ask Yourself

· Who (besides me) needs to learn how to do this?

· Who might have the ability to do this?

· Who can handle the increased pressure that comes with increased responsibility?

You Should Delegate

Delegate

· Any task that builds employee skill levels

· Any task considered an honor

· Any task that develops an employee’s attitude and understanding about the organization

· A series or sequence of jobs that get progressively harder


You Should Not Delegate

· Any unclear tasks

· Disciplinary action

· Any task restricted by law

· Ultimate acountability

                                                                             * = Return on Time Investment

                                                                                     (ROTI)

Use the Model

	The Step-by-Step Process of Delegation

	Form the Message
	What should be done, why, how, who, where, when?



	Encode the Message
	We discussd the communication model in Module 5. Here you translate the assignment into verbal or written words that are understandable.



	Transmit
	You send the message by either fax, phone call, voicemail, E-mail, face-to-face, and so forth.



	Receive
	The message is heard or read.



	Decode
	The message is translated into thoughts.



	Understand
	Grasping your intention.



	Feedback
	Confirming with you that the message heard is indeed fact.




Check Yourself!

1. What is the goal of delegation?
2. What is delegation?
3. Name one task you should begin delegating.
4. Name one task that you cannot delegate.
5. You have a new employee and are considering delegating the training to one of your current employees. Explain how you figure your ROTI.
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Day Four





















































































































































ROTI* and Delegation





Determine your requirements for payback.





Estimate how often it will need to be done.





Estimate how long it will take to assign, monitor, and succeed with the delegation.





Determine how long it will take to meet your payback requirement.





Employee Responsibility





































































































Supervisor Responsibility


































































































Objectives of this module:





Know the definition of delegation


Help you know the goals of delegation


Know the step-by-step process of delegation








Upon completion you will be able to:





Delegate effectively 
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