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OBJECTIVE 
 
To provide managers with tools and insights for mastering the art of delegation, ensuring tasks are 
efficiently allocated to enhance team productivity, foster skill development, and achieve 
organizational goals while maintaining high morale and engagement.  

Effective delegation not only helps with workload management but also empowers employees and 
aids in their professional growth.    

IDENTIFY THE TASK TO BE DELEGATED   

Relevance: Consider whether the task is essential to your role or if it can be effectively executed by 

someone else. Tasks that are not central to your core responsibilities are often good candidates for 

delegation. 

Skill Level: Pick tasks that are right for your team's skills or can help them learn. The task should help 

them grow but not be too hard so that they can't succeed. 

Timing: Check how urgent the task is. If there's enough time to learn or it fits with the team's current 

work, it could be a good task to pass on. 

Sharing Knowledge: Choose tasks that can teach your team new things. Sharing skills and knowledge 

makes your team stronger and more flexible. 

EVALUATE YOUR TEAM 

What They're Good At: Give tasks to employees that fit what they're good at or what they want to get 

better at. Tasks that match an employee's skills or goals can really motivate them. 

How Much They Can Handle: Think about how much work your team already has. Try not to give 

more work to someone who's already very busy, unless you can rearrange their tasks. 

Help Them Grow: Utilize task delegation as a strategy to facilitate skill improvement within your team. 

By assigning tasks that stretch their abilities slightly beyond their usual score, you can promote learning 

and foster a greater sense of confidence.  

CONSIDER THE DEVELOPMENT OPPORTUNITY 

Skill Development: Choose tasks that allow employees to acquire new skills or deepen existing ones. 

Exposure: Delegate tasks that give employees visibility and exposure to different parts of the business 

or higher management. 

Responsibility Increase: Select tasks that gradually increase an employee’s level of responsibility, 

preparing them for future roles. 

  



1:1 
Effective Delegation Guide   

STEPS TO DELEGATE 

Clearly communicate the task details, why you chose them for this task, what the expectations are, 
and how it aligns with their growth or the team's goals. Offer your support and make yourself 
available for any questions or guidance needed. 

Make sure they have everything they need to do the job, like tools, information, and the power to 
make decisions. This helps them feel in charge and confident they can do the task. 

Schedule check-ins to monitor progress, offer support, and provide feedback. This helps keep the task 
on track and is an opportunity for further development and encouragement. 

By following these steps, you create a structured approach to delegation that not only helps in 
efficiently managing team workload but also actively contributes to employee growth and job 
satisfaction. 


