
 
 Delegate Effectively in 10 steps  
  

 

Delegation isn't just about offloading tasks; it's about empowering your team and yourself. Here's a 
roadmap to become a delegation pro: 

1. Choose Wisely: Not everything needs delegating. Focus on strategic tasks you can share or 
repetitive tasks that free up your time. Aim for work that aligns with team member interests 
or goals to boost engagement. 

2. Let Go Gradually: Start small! Delegate manageable tasks and build confidence before 
tackling bigger projects. Remember, delegation takes practice for both you and your team. 

3. Prioritise with Purpose: Clarity is key. Understand the importance and urgency of tasks 
before delegating. High-priority work might require your personal touch, while others can 
be effectively delegated. 

4. Know Your Team: Play to your team's strengths! Match tasks to skillsets, but also consider 
opportunities for growth. 1:1 meetings can help you understand their aspirations. 

5. Set Up for Success: Provide clear instructions, deadlines, context, and resources. Consider 
training if needed. Remember, this task might be new to them, so thorough guidance is 
crucial. 

6. Communication is Key: Open communication is vital. Establish clear channels for questions 
and regular check-ins. Provide constructive feedback to improve future work. Don't forget 
to solicit feedback as well – did they have everything they needed? 

7. Focus on Outcomes, Not Methods: The "how" matters less than the "what." Trust your team 
to find their own solutions. Focus on achieving the desired results, not micromanaging the 
process. 

8. Trust and Verify: Delegate tasks and give your team space to work. Periodic check-ins 
ensure they have the support they need but avoid micromanaging. Ultimately, the project's 
success is your responsibility, so have a review process in place, especially for new tasks. 

9. Recognise Achievements: Publicly acknowledge your team member's contributions after 
completing delegated tasks. This fosters a culture of appreciation and motivates them to 
excel in future endeavours. 

10. Invest in Growth: Don't shy away from delegating tasks no one currently owns. Train your 
team! It's an investment that pays off in the long run, freeing up your time and building their 
capabilities. 

By following these steps, delegation becomes a win-win. You'll build a high-performing team while 
freeing up your time to focus on strategic initiatives. It's a skill worth mastering. 


