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INTRODUCTION

The aim of this unit is to develop knowledge and understanding of organising and delegating in the workplace
as required by a practising or potential first line manager.

Delegation allows you to share some of your work and responsibilities with your team members, and it is an
important skill for managing, organising, and developing your team. Goals, targets and objectives help us
focus on the purpose of our endeavours, i.e., the outcomes, results or achieve ts. They are an essential
management tool and are key to ensuring progress and personal fulfilment. T, nit logks at the importance
of planning the team’s work to achieve objectives. You will expl of delegation and
empowerment and ways to monitor the outcomes.
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GUIDANCE

This document is prepared to break the unit material down into bite size chunks. You will see sub-headings
that will coincide with the learning outcomes, specific to this unit. Therein you will encounter the following
structures;

Explains why you need to study the current section of material. Quite often learners
are put off by material which does not initially seem to be relevant to a topic or
profession. Once you understand the importance of new learning or theory you will
embrace the concepts more readily.

Purpose

Conveys new material to you in a straightforward fashi o support the treatments

Theory

Example

time to tackle each of t
The order is important,
knowledge and confidence i earner it is important that the answers to
i you. Contact your Unit Tutor if you need help.

Challenge

Video
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erever §online video(s) will help you then it will be hyperlinked at the appropriate
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Delegation vs. Empowerment in Practice

[ Example ]

Here is a description of the difference between these two techniques:

1. When an employee is delegated to complete a task, normally the manager will state what he/she
wants to be done, how she/he wants it to be completed, they will also set time deadlines and will
check up on employee’s progress as well as provide feedback.

2. Onthe other hand, if empowered to do so, the employee will be provi ith a wider range of

eir own devices —

e successful,
e, personnel,
hese components

mile as tasks ts become more personal to them.

Empowermen as a confidence booster and this is what delegation can lack at times.
Employees, if delegated to do something, are 100% dependant on their direct manager for each
and every action they carry out. Empowering your employees allows them to take tasks, make them
their own, by using their particular style without their direct manager being accountable for
everything they do.

¢ Empowerment means enabling front line employees to make decisions that were once reserved for
managers.
o Aclear example of this would be a day-to-day obstacle for the customer services
department of a company. When a customer has a problem or needs something to be
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resolved and the employee seeing to the customer has not been granted the authority to
solve such problem — unnecessary time is wasted. This results in the customer having to wait
for the store supervisor or manager to become available for the problem to be resolved.

o So, allowing employees to answer and find solutions to problems independently reflects
well on the bottom line and additionally makes employees feel more important.

o For this to happen, you need confident managers and employees that can operate in an
environment of trust.

Decision Making

Decision making is a key distinction between delegation and empowerme idpis a division of

Here are some important factors to consider:

rself to grow, as this gives
le for what they have

¢ As a manager, do not allow a significant gap b
off negative vibes. It could lead them to thi
specifically been delegated to do.

¢ Additionally, if an employee feels likes Reing assigned unwanted work dropped off by
their manager, they are bound to lose Mm@ oductivity and quality will drop. Try to link
decision-making and delegatingin a way s e input and involvement in this process.
This will essentially give the rganisation.

Once the delegated work is uillerw?a IS nt to review progress regularly. This is both to ensure
the quality and timeliness of t r i@Provide the employee with support as they complete it. The
reviewing proces ga collaborative one, which provides you both with the opportunity to
catch up and dj uctively. Taking the following steps will help to ensure the review
process is suc eficial:

Ished objectives-The objectives that you established with the employee
before th e work should be used as the framework for reviewing progress. This will
provide a clear focus to the review process and will help both you and the employee to assess
progress objectively.

e Review little and often leaving your review to just before the deadline will give you little time to
act if the delegated work has not gone according to plan, or if certain objectives have not been
met. It is therefore a good idea to review progress at regular intervals throughout the delegation
process. Reviewing progress doesn’t necessarily mean holding several long and detailed
meetings with the employee; it can be as straightforward as sending a quick email asking them
how they are getting on in relation to the established objectives.

e Keep your door open-Reviewing is a two-way process, and there may be times where the
employee will want to request a progress review with you. It is important to make it clear that
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