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Learning to Delegate Effectively Checklist

Delegation helps distribute workload, save time, and empower others. Use this
checklist to delegate tasks effectively.

Identify Delegation Opportunities

O Determine tasks that others can handle without your direct involvement.
QO Example: Administrative tasks or routine data entry.

Choose the Right Person

Q Assign tasks based on the strengths and skills of your team.
QO Example: Delegate financial reports to someone skilled in data analysis.

Communicate Expectations Clearly

O Explain what needs to be done, including deadlines and desired outcomes.
O Example: “I need this report by Friday, with a summary of key findings.”

Provide Necessary Resources

QO Ensure the person has tools, information, and support to complete the task.
QO Tip: Share reference documents or software access if needed.

Set Realistic Deadlines

Q Give sufficient time for the task to be completed effectively.
O Example: Avoid assigning last-minute projects if they can be planned earlier.

Empower Decision-Making

QO Allow the person to take ownership and make decisions as needed.
QO Tip: Offer guidance but avoid micromanaging.
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Offer Support and Feedback

Q Check in periodically to answer questions and provide constructive feedback.
QO Example: “You’re on the right track; consider adding this data for clarity.”

Acknowledge Their Efforts

Q show appreciation for their work once the task is complete.

QO Example: “Great job on this project—it really made a difference.”

Reflect on Delegation Outcomes

Q Assess what worked well and what could improve next time.

QO Tip: Use feedback from your team to refine future delegation strategies.
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