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Preface



Giving work to other people isn’t delegation. It’s giving out work. Delegation means actually giving someone else control of something that is part of your job.


It isn’t easy. If it were as easy as giving someone a task and letting them get on with it, delegation would be problem-free. But you have to delegate the right tasks, to the right people, in a way that works for both them and you. You have to keep responsibility for the work, but give them the authority to get on with it. Then you have to keep an eye on them in case they struggle or make mistakes, without being overbearing or watching them like a hawk.


Getting the balance right with delegation can be very tricky. This book will help you see how best to delegate in your own job, to maximise the benefits to you and the others involved.


Julie-Ann Amos





1   Introduction



Delegation is the single most effective tool you have at your disposal, done properly. It frees up your time to do other things, and motivates and develops others. Everybody wins!


In this chapter, four things that really matter:


~  Assess your delegation


~  Understand delegation’s advantages


~  Beware of potential problems


~  Knowing when to delegate




Delegation is something that people often view as a formal management technique. But really, it is something that people do every day. Whenever you ask someone to do something for you, and hand over the control of the task, you are delegating – in a way.


But what we really mean by delegation at work is giving someone else part of your job. It’s giving someone something to do that you should be doing. So it’s inherently risky: you lose complete control over something you are responsible for, and that can be a real worry.


There are many other reasons why people don’t delegate, apart from concern over the results. They may not know how, or it may just never have occurred to them. They may be hesitant to add to the workload of others.1


Is this you?


I can’t delegate – I don’t have the time. • It’s a great idea in theory, but you should see the idiots I’ve got working for me! • I love delegating! Get rid of your work to others so you can get out and about more. That’s got to bring your stress levels down, hasn’t it? • The last time I delegated something to Anna she got very affronted – she really resented doing my work for me. I don’t want to upset anyone again. • Well, I tried it, but it took so long checking up on everyone, I might as well have done it myself, in half the time! • I hate delegating. It’s just too much trouble – more than it’s worth!



Assess your delegation



Delegation skills are something that people often think they have, when they haven’t. Or, people don’t think they know how to delegate but they actually do. So how well do you delegate at the moment? A lot of people don’t even think about it, let alone try to find out! 2


How well do you delegate?


Here is a simple test to help you judge how well you delegate at present. Simply answer whether you agree or disagree with each statement. Then score your answers from the table listed at the end of the test. This will give you a rough feeling for how well you are delegating at present.


1   Can the people working with you act fully in your absence if necessary?


2   Is the majority of your work composed of tasks that only you can do?


3   Do you have the time to talk to people about any work issues they may have for any length of time?


4   Are you frequently interrupted by people asking you for decisions or guidance so that they can get on with their own work?


5   Are you meeting all your deadlines without needing to do very long hours?


6   Do people around you sometimes feel you dump work on them?


7   If you were hospitalised tomorrow, would anyone know how to pick up your work and get it done?


8   Do you frequently over-rule decisions that other people have made?


9   Do you often re-do tasks you have given to others?


10   Do you have problems getting people to take responsibility for a job or task?


11   Do you ever find that people let you down and don’t meet the deadlines you set them?


12   Do people often ask you if you need any help or if there is anything they can do for you?


13   Do people look interested and pleased when you approach them about taking on a task?


14   Do you have the time to plan your work and manage your own workload?


15   Do you invest time in training others?


16   Do you ever do jobs that someone else could do more quickly and easily?


17   Do you have the time to consider your work, and how things such as systems and processes could be improved?


18   Are you good at setting objectives and letting people get on with the task?


19   Do you do work that is junior or routine; that someone else on a lower salary could handle?


20   Does everyone in your team have an equal workload?


21   Do you spend a lot of time checking up on other people’s progress?


22   Are your standards pretty much equal to those of people around you?


23   Are people happy to admit it to you when they have made a mistake?


24   Do you find that people follow your instructions properly?


Scoring


Score points as shown. If you really can’t decide, and the answer is sometimes yes, sometimes no, score 2 points.


What does it mean?


Basically, the higher your score, the worse you are at delegating, or the more you should think about increasing your delegation.
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24-30 points


Your delegation is pretty good! If you answered honestly, you shouldn’t have too many problems with your delegation. Hopefully, though, you will gain at least a few pointers from this book.


31-50 points


Your delegation is a little hit and miss. Sometimes it works out, but a lot of the time it doesn’t. You need to sharpen your delegation skills, and a little effort could reap huge rewards.
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