Cheat Sheet: Delegating with Confidence

Empower Your Team & Boost Productivity
1. Understand Why Delegation Matters

e @ Frees up your time for strategic work
e ¥ Develops team members’ skills and confidence
e 4> Increases overall team productivity

2. Overcome Common Fears

o ¥ Fear of mistakes — set clear instructions and expectations
o X Fear of losing control — focus on outcomes, not micromanaging
o ¥ Fear of letting go — start small and gradually delegate bigger tasks

3. Steps to Delegate Effectively

[T Identify tasks suitable for delegation

@ Assign tasks based on skills and development goals

(=J Communicate expectations clearly, including deadlines and desired outcomes
Provide support but avoid micromanaging

4. Follow Up & Support

e  Check in regularly without taking over
e  Offer feedback and recognition for completed tasks
o  Adjust delegation strategy based on learning and results

S Leadership Tip: Effective delegation is a key leadership skill that empowers your
team, builds trust, and drives productivity.



