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What are the benefits of delegation?What are the benefits of delegation?

• Allows you to pursue your highest and bestAllows you to pursue your highest and best 
use

• Creates training opportunities• Creates training opportunities
• Tip: Delegate the documentation of all 

lcomplex processes 

_



What are the obstacles?What are the obstacles?

• No supportNo support 
• Old habits

i• Time pressure
• Easier to do it yourself
• Fear of obsolescence 
• Fear of loss of qualityFear of loss of quality
• Fear of criticism

_



Best practicesBest practices
• Develop your do‐it‐yourself criteria

Unique skill– Unique skill
– Pleasure
– Expectations of othersExpectations of others
– Personal development

• Delegate at inception
• Be clear about expectationsp
• Be diligent about  the process

– The elements of effective delegation are 
requirements, and are not unreasonable or 
demeaning

_



ExerciseExercise

• Identify a project or task for delegationIdentify a project or task for delegation
– One option:  Develop a cost‐cutting analysis for a 
department or processdepartment or process

• Identify your potential delegatees

_



DeadlineDeadline

• Every deadline needs a date and timeEvery deadline needs a date and time
– Try to leave time to delegate repairs
– Identify interim deadlines

• Never use A.S.A.P when referring to 
deadlines …

• “A.S.A.P.” often means,
“After Significant Avoidance and Procrastination”

• Explain the impact of deadlines
• Explain your position re meeting deadlinesp y p g

_



Task descriptionTask description

• Task descriptions should be succinctTask descriptions should be succinct
• When delegating a project with many tasks, 
describe each significant task in writingdescribe each significant task in writing

• Benefit ‐ Enhances clarity for all 
• Obstacle ‐ Fear of demeaning the delegatee

_



Required resourcesRequired resources

• Possible resources could be equipmentPossible resources could be equipment, 
additional staff, consultants, etc

_



Loop listLoop list

• Who are the people who need to be kept inWho are the people who need to be kept in 
the loop?

_



Quality standardsQuality standards

• To get what you want, you must accuratelyTo get what you want, you must accurately 
describe it 

• Avoid unclear descriptions e.g.Avoid unclear descriptions e.g. 
– Professional
– Attractive

• Never ask, “Do you understand?”
• Always ask “ What are your questions?”Always ask,   What are your questions?
• Remember that precision is not demeaning

_



Follow‐upFollow up

• Get out of the role of the pestGet out of the role of the pest
• Schedule regular updates
C i h i f li• Communicate the importance of compliance

_



How to motivateHow to motivate

• Motivation formulaMotivation formula
– Desirable goals
Reasonable steps– Reasonable steps

_



GoalGoal

• What do you want them to accomplish?What do you want them to accomplish?
• How is it in their best interest?

_



AssetsAssets

• What things support the likelihood of theirWhat things support the likelihood of their 
success?
– Their skills– Their skills
– Their character
Their resources– Their resources

– The timing

_



ObstaclesObstacles

• What might stop them from succeeding?What might stop them from succeeding?
– Your prejudices
Your “script”– Your  script

– The lack of resources
Th i “ i t”– Their “script”

– The opposition 

_



StrategyStrategy

• Two strategiesTwo strategies
1. Provide safety
2 k i2. Take it away

_



Thanks very muchThanks very much

Please feel free to contact me with your 
questionsquestions 

(310)  717 ‐ 0998
larry@kohncommunications.comy@


