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Effective delegation requires confidence and skill. You 
must express confidence in the ability of others and 
exercise your interpersonal skills when assigning 
work. 

You're likely to end up practicing your delegation skills 
in both formal and informal situations—perhaps as the 
appointed team leader of a project or as the unofficial 
organizer of employees recruited to work on a rush 
project. When you delegate tasks, you have three 
primary goals: to inspire the respect of those working 
with you; to help less experienced staff members 
develop their potential; and to assure that the 
assignment is completed satisfactorily.  

 Manning offers the following guidelines to help you 
meet your goals: 

Prioritize tasks. Identify priority tasks so that 
the individual handling them can help you meet 
your deadlines and objectives.  
Provide samples. "Whether you're delegating a 
letter to be typed or an accounting sheet to be 
filled out, provide samples," Manning advises, 
"or misunderstanding swill be inevitable."  
Offer training. Otherwise you're likely to waste 
time correcting errors and having unacceptable 
work redone.  
Establish checkpoints. "Check on the person's 
progress periodically to be sure he or she is on 
the right track," says Manning. "If you've 
delegated a report to type, for example, check 
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the first page so that you can resolve problems 
before they multiply." The number of 
checkpoints depends on the complexity of the 
assignment.  
Set deadlines for assignments. Establish a 
minimum warning period for alerting you to 
problems that could upset an imminent 
deadline.  
Don't expect the delegate to mimic your 
personal style. Manning explains: "One manager 
I know, for example, has a brisk, abrupt work 
style. He once complained, 'I run to the copy 
machine—my clerk crawls!' Actually, the clerk's 
style is methodical rather than fast-paced. 
Beware of criticizing someone's style because 
it's different from yours," she cautions.  
Don't expect two people to handle the same 
task exactly alike. For instance, if Jessica takes 
just two hours to complete an assignment that 
Chris labored over for three, check the quality 
for the completed work before concluding that 
Chris is too slow.  
Don't oversupervise. "Some people require far 
less supervision than others," Manning points 
out. Often people who enjoy interacting with a 
group are receptive to frequent feedback, 
whereas those who prefer to work 
independently may resent it.  
Be generous with praise. Always express 
appreciation for a job well done. 

Reverse Delegation  When staff members inappropriately delegate work to 
you shat should you do? "Delegate it back to them," 
asserts Manning, "but be tactful." For instance, say, 
"Just let me run this past my boss." The usual 
response is an "Oh, never mind." Another option is to 
say something like "I'll try to get to it, but I'd better 
warn you that my boss has asked me to do X. So the 
earliest I can start is tomorrow at 10:00." 

"By pushing the task into the future, you're subtly 
encouraging the person to take the assignment 
elsewhere," Manning explains. "Remember, your 
boss's work is your number-one priority. If someone 
asks you to do something that would impinge on that 
priority, find a tactful but effective way to draw the 
line." 

She concludes: "But avoid a haughty 'I don't do that 
kind of work' attitude that reflects poorly on your 
image and on your boss's image as well." 

from Professional Secretary/Administrative Support Letter, 
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Free Assessment  

Interested in how you stack up as a leader? Take our free Leadership Competency 
assessment to find out. 

Take it Now  

FREE 
Articles 

Want more tips?  

Check out our articles.  

Here are a few to start with: 

Are Visions Useful? 

Coaching for Change:  
A Blueprint for Leadership Success 

Dealing with Stress in  
the Face of Change 

Meetings, Bloody Meetings! 

How to Build Customer Service  
from the Inside Out  

Getting Help 

Whether you are a seasoned executive, or if you are just starting your career there 
is no greater skill than being able to recognize that you need help.  

Check out our Leadership Coaching services to see how we can assist you in 
your work. 

Related 
Assessments 

In addition to our 
services, we offer 
products that help you to 
understand yourself 
better as a leader. 

DiSC® Classic Profile  

DiSC Classic has 30 years of proven reliability and 
over 40 million users, and remains the most trusted 
learning instrument in the industry. It is used 
worldwide in dozens of training and coaching 
applications, including organizational development 
and performance improvement. DiSC Classic can help 
improve communication, ease frustration and conflict, 
and develop effective managers and teams.  

Get it Now 

360° DiSC® Behavioral Profile  

Experts agree that people can significantly enhance 
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personal effectiveness by honestly evaluating their 
behavior and selecting self-management strategies 
that maximize strengths and minimize weaknesses. 
Organizations around the world use the 360° DiSC 
Behavioral Profile to improve effectiveness in four 
main areas: self-awareness and self-management, 
peer relationships and team building, performance 
coaching and managing others, client relationships. 

Get it Now 

 

About Dr. Manning 

Dr. Marilyn Manning, CSP, CMC, the founder and CEO 
of The Consulting Team, LLC, and international author 
of seven business books, resolves difficult people 
problems.  

She specializes in interactive speeches, workshops, 
and consulting in the areas of Leadership, Teamwork, 
Conflict Mediation, Executive Coaching, Meeting 
Facilitation, Strategic Planning, and Communication.  

82% of Dr. Manning's work is repeat business.  

For more information go to: 
www.theconsultingteam.com. 

Drawing 

Send us an e-mail to leadershiptips@theconsultingteam.com, describing your 
favorite "Leadership Tip" and your name will be entered in a drawing to win a copy 
of Dr. Manning's latest book, Developing as a Professional.  

Next Time  

Who Needs a Coach?  About Leadership Tips 

Leadership Tips is a periodic newsletter aimed to help 
individuals deal with the difficult issues they face in 
today's busy and often hectic work environment.  

We deal with topics such as conflict, anger and stress 
management, team building, change management, 
how to become a better communicator, and how to 
developing leadership skills.  

To view past and present Leadership Tips newsletters 
go to Newsletters.  
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If you know someone who would benefit from reading 
Leadership Tips, please feel free to forward this email 
to them.  

To unsubscribe reply to this email and  
type "unsubscribe" in the subject line, or use 

this link: unsubscribe. 

Thank You!  

 

Copyright © 2006 The Consulting Team, LLC  

The Consulting Team 
945 Mountain View Avenue 
Mountain View, CA 94043 

p. 650-965-3663 f. 650-965-3668 
 

info@theconsultingteam.com 
www.theconsultingteam.com  
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