
Delegating Effectively 
Part 2 of the Fourteen Steps on How to Delegate 

 
1) Get the ball rolling. The first step is the hardest, but it's the most crucial. You've got to take the plunge and 

ask someone to help you (or, if you're the boss, tell someone to help you.) Don't feel bad about this - as long 

as you're polite, kind, and gracious, you're not being rude simply for asking (or telling) someone to help. Try to 

be gracious and considerate while simultaneously maintaining the seriousness of your request.  

 If you're unsure of how, specifically, you should ask someone to do some work for you, try keeping 
things short and sweet. Say something like, "Hey, can I talk to you for a minute? I was wondering if 
you could help me assemble the big stack of hard drives we just got. I can't do it because I'm out of 
the office today. Can you help me out?" Don't pressure your helper, but be sure that s/he knows his 
or her help is needed.  

 Ask and you shall (probably) receive. Don't be afraid to delegate because you may be seen as rude or 

imposing. Look at it this way - how do you feel when people ask you to do something? Are you hurt 

and offended? Or are you (usually) perfectly willing to help? Probably the latter! 

 

2) Don't take refusals personally. Sometimes, people aren't going to be able to help you - it's sad, but true. This 

can be for a variety of reasons - the most common is that the person you ask is already very busy with his or 

her own work. Don't take this too personally - just because someone can't (or won't) do something for you at 

the moment doesn't mean s/he hates you. It usually just means that s/he is either busy or lazy - nothing more.  

 If you're refused, consider your options - usually, you can politely but firmly insist that you really need 
this person to help (which will work especially well if you're a boss or someone else with authority), 
you can try asking someone else, or you can do the work yourself. If you really need help, don't be 
afraid to try options one and/or two! 
 

3) Delegate the objective, not the procedure. This is the key to not becoming a nightmare of a micro-manager. 

Set clear standards for what kind of results you're looking for, and show the person how you do it, but tell 

them that they can do it any way they want, as long as it's done well and it's completed on time.  

 This is also smart because it spares your time and your nerves. You want to be using the time that 
you've freed up to do something more important, not constantly worrying about how your helper is 
progressing. 
 

4) Be prepared to train your helper. You should almost always set aside a little time to teach your helper how to 
do the task you've delegated to him or her, even if it's a fairly simple one. Remember that processes that seem 
straightforward and simple to you might not be so simple to someone who's never dealt with them before. Be 
ready not only to walk your helper through the work you've delegated to him or her, but also to patiently field 
the questions that s/he will probably have.  

 Consider the time you spend training a helper to be a wise long-term investment. By spending a little 
time teaching your helper to do a task correctly, you save time in the future that might have 
otherwise been spent correcting his or her mistakes. 
 
 

5) Allocate the resources necessary to complete the task. You may have resources available that are necessary 
to complete the task but the person given the task may not be able to access them. Things like password 
protected data, specialized equipment, and certain tools can be vital to the completion of this task, so make 
sure your helper has whatever s/he needs to succeed.  
 



6) Understand that your helper can only do one thing at once. When your helper is helping you, s/he isn't doing 
his or her normal responsibilities. Don't forget that, like you, your helper likely has a tight schedule. Ask 
yourself - what work will they set aside or delegate in order to complete your task? Be sure you know the 
answer to this question when you delegate a task to someone.  
 

7) Be patient. The person to whom you delegate will make mistakes while s/he is learning how to do a new task. 
It's part of the learning process. Plan for it. Don't delegate a task assuming the person will execute it perfectly 
until they have a proven track record. If a project doesn't turn out the way you wanted it to because your 
partner wasn't able to do a completely new task you delegated to him or her perfectly, it's your fault, not his 
or hers. Be a resource for your helper and delegated work can be a learning experience for him or her, rather 
than something to dread.  

 When you train someone to do something, you're making an investment. At first, it'll slow you down, 
but in the long run, it'll increase productivity by leaps and bound, for you've approached the whole 
thing with a positive and realistic attitude. 
 

8) Be prepared for likely difficulties. Implement backup plans and stand ready to jump in if things go wrong. 
Know what will happen if a benchmark or deadline is missed. Obstacles and unexpected challenges pop up all 
the time, whether you're at work or at home - even technology fails sometimes. Let your delegate trust in the 
fact that, if something comes up, you will understand and help him or her to meet that deadline - don't just 
throw them under the bus at the first whiff of trouble.  

 Doing this is also smart in a selfish sense - If your delegate fears that s/he will be blamed, far more 
time will be spent in covering his or her own rear than in actually completing the task. 
 

9) Recognize your helper when it counts. Delegating tasks to someone else is necessary if you are to take on 
more and more responsibility. However, it's counterproductive when you delegate a task, let your helper work 
hard on it, and then take all the credit for yourself. Recognize and praise the efforts of others on your behalf.  

 Make sure that whenever you're complimented for a job you received help on, you mention your 
helper by name. 
 

10) Say "Thank You." When someone does something for you, it is important to thank him or her, acknowledge 
the importance of his or her help, and let the helper know s/he is appreciated. Otherwise, you'll appear 
ungrateful, even if you're not. Remember that people can't read your mind. People are more likely to offer to 
help again if they feel appreciated.  

 Be gracious. A simple heartfelt acknowledgement like, "I couldn't have done it without you!" can go a 
long way. If the work that this person did for you was substantial, you may even want to buy him or 
her a meal, a drink, a thank you card, or a small present. 

 

 

http://www.wikihow.com/Be-Patient
http://www.wikihow.com/Be-Proactive

