
#1 Define The Task
Clearly define the task or responsibility to be delegated, including the expected outcome,
timeline, and any specific instructions. 

#2 Select The Right Person
Select the right team member for the task, considering their skills, experience, and workload. 

#3 Share The Why
Communicate the importance of the task and how it aligns with the team's goals and overall
vision. 

#4 Provide Support
Provide adequate training and support to the team member, including necessary resources and
tools. 

#5 Clarify What Good Looks Like
Establish clear expectations and guidelines, including deadlines, quality standards, and
reporting mechanisms. 

#6 Provide Authority
Delegate authority along with responsibility, empowering the team member to make decisions
and take ownership of the task. 

#7 Communicate Freely
Practice open communication and be available for questions, feedback, and guidance
throughout the delegation process. 

#8 Back Off
Avoid micromanaging and allow the team member to work independently while being available for
support when needed. 

#9 Provide Encouragement
Provide regular feedback and recognition for the team member's progress and achievements. 

#10 Review and Celebrate
Evaluate the results and provide constructive feedback for improvement while also celebrating
successes. 

Ten Tips for Effective Delegation
Effective delegation is a cornerstone of successful leadership, enabling
leaders to leverage the talents and capabilities of their team members.   

Find out more about my Delegation Mastery course here, and take your leadership from good to
great. 

Ready to become an even more effective leader?
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