
DELEGATING EFFECTIVELY 
IN THE WORKPLACE

Facilitator: Adriane Gonzalez



Welcome!

Learning Objectives

■ By the close of this session you will be able to: 

– Identify how you, as a leader, benefit from effective 
delegation in the workplace.

– Adapt the five step model for effective delegation.



Discovery Group Discussion 
Question
■ As a leader, are the benefits of effective delegation in the 

workplace? 

 More work is accomplished/deadlines met.
 EEs are involved/increased commitment.
 Succession planning/professional development tool.
 Saves leaders time to focus on planning strategic 

initiatives.



“Entrusting (a task or responsibility) to 
another person.”

“The act of empowering to act for 
another.“

“The assignment to others of the 
authority for particular functions, tasks 

and decisions.”

What is Delegation?



What Is Delegation?

■ The process of assigning 
tasks or projects to your 
employees.

■ Obtaining the commitment 
from employees to complete 
the tasks or projects.

■ Clearly verbalizing the 
expected outcomes and time-
frames for completion of 
tasks. 

■ Collaboration between 
managers and employees to 
ensure tasks/projects are 
completed.



Top Reasons why Managers do 
not Delegate work to Employees

 What are the top reasons why managers do not delegate work 
to their employees?
 “Employees cannot do the job as well as the manager 

can.”
 “It takes less time to do the work than it takes to delegate 

the responsibility.”
 Lack of trust in an employees’ motivation and 

commitment to quality.
 The need to make one’s self indispensable.
 Guilt associated with giving more work to an overworked 

staff.





Removing Challenges to 
Delegation
■ The following are three types of challenges managers face 

when it comes to delegation:

– Self-imposed obstacles
– Employee-imposed obstacles
– Situation-imposed obstacles



What Tasks Should and 
Should Not Be Delegated
■ Managers should not delegate:

– Responsibilities and duties such as performance 
reviews, employee discipline and strategic 
planning. 

– Payroll and any confidential information. 
■ Managers should delegate:

– A task the manager maybe used to perform prior 
to being promoted, where one your employees 
may perform this task.

– Tasks in which the employee may be an expert in.



“DELEGATING WORK WORKS, 
PROVIDED THE ONE DELEGATING 

WORKS, TOO.”
-Robert Half



Five Steps for Successful 
Delegation
■ Step 1: Decide What to Delegate

■ Step 2: Select the Right People

■ Step 3: Communicate Clearly

■ Step 4: Check in with Employees

■ Step 5: Share in Rewards and Give Credit Where Due



Step 1: Decide What to Delegate

 If you’re new to delegating, start with a 
small project, or one that doesn’t have to 
be completed in a specific way. 

 Assign your least critical, time-sensitive 
tasks, and leave time for 
corrections/rework.

 Never delegate something you’re not 
willing to do yourself.



Step 2: Select the Right People

 Begin by choosing the best people on your 
team to begin to delegate work to. 

 Focus on those individuals you’re 
confident can do the job well and who are 
self-motivated.

 Take time to understand the strengths 
and weaknesses of the members of your 
team, and work to build on their skills.



Step 3: Communicate Clearly

■ Put the task or responsibility into context 
and explain the reason it is being 
delegated.

■ Consider people, location, equipment, 
materials etc.

■ Be clear about your expectations, including 
timelines and deliverables.

■ Provide the employee with all of the 
information they need to complete the 
tasks/project. 



Step 4: Check-in with Employees

 Give your employees flexibility on how 
they accomplish tasks/responsibilities. 

 Do check in periodically to make sure 
everyone is on task, and to offer to 
answer questions as needed. 

 Alert the employee of any unusual 
matters within the organization they 
should be aware of.



Step 5: Share in Rewards and Give Credit 
Where Due

■ Recognize an employee for their 
success, and discuss any areas for 
improvement and opportunity.

■ Be sure to recognize and thank 
everyone who helped you all out.

■ If you receive any rewards or praises for 
the project, share them with the team.



Bringing it All Back –
Knowledge Check
■ Adapt the Five Steps for Effective Delegation when you return 

to the workplace.

■ Connect with me and let me know of any questions.



Thank you!

■ Thank you for your time!

■ Please complete the workshop evaluation form that will be 
sent via email!


