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INTRODUCTION

The aim of this unit is to enable managers to delegate work effectively and empower others.

Delegation allows you to share some of your work and responsibilities with your team members, and it is an
essential skill for managing, organising, and developing your team. This unit looks at the importance of
making effective and efficient use of people’s knowledge and skills to achieve organisational goals. You will
explore concepts 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 §lonline video(s) will help you then it will be hyperlinked at the appropriate

Page 3 of 21



Unit 404-Delegating Authority in the Workplace
© 2021 UniCourse Ltd. All Rights Reserved

Contents
INTRODUCTION .ttt ettt et et et e et eeeeen e seaeasasasasasnsnsasaenssessnsnsssnsnssssssesesesasssnsnsessesessnsesnsnsnsessssesesasssnsnsnsnsnns 2

GUIDANCE ... ettt teee ettt e e e e ettt e e e e e s ettt ettt es e s s s s b et eeteeeeeeaasaa b b e e e eeees s sassbe e eeeeeesaannsnrbeeeeeesensnsssneeaaeens 3
L@ 1= 0 11T ) of (o] L= 5
CharacteristiCs Of OrganiSatioNS......ccicuuiiiiiiiie it e e e s e e e e e e s sbbeeeeeeeeseessasasaraeeeeessnsnnes 5

GOAQlS AN OBJECTIVES...cce ettt e e e e st e e e e e e e e s e

Vision and Mission statements .........coooeeeeeeiiiee e,
DefiNiNg OBJECLIVES .....vviiiiiieei e
DefinNing DeIEGAtION ....uviiiiiiiicteee e

Advantages and Disadvantages of Delegation

Three Elements of Delegation........ccooevveeeeeiiieiiiiiiiciicaaaand
1. AULNOMItY v,
2. Responsibility......ccccceveeereeeeeerreeeeeeeereeeeeeeeeeeee
3. Accountability .....ccccceveeeeeeeveeeeeeeereereneenen,

Organisational Infrastructure Pyramid
Relationship between Authority and

Differences between Authority an aTIER) N OO PP PPPPPPPPPPPPPRt 15
Common Delegation Problems ... S ... TR . eeeeeeeee e e eeiititeteeee e s e s s atbeteeeeeeeessabaaaaaeeeeeenannnneees 16

What is the Difference betw8 POWEIMENT? ..eiiiieiiiiiiiiieeeee e e e srirrrreeee e e s e ssiaaareeeeeee s 18

Page 4 of 21



Unit 404-Delegating Authority in the Workplace
© 2021 UniCourse Ltd. All Rights Reserved

Defining Delegation

Effective delegation enables you to get work done through other people and is central to effective
management.

In recent years we have seen changes in the way work is organised.

Delegating to your team means that you build up a pool of experience and skill which you can use

in a flexible way. It also enables you to cope with pressure at work, when your organisation asks you to
achieve more in your work.

Delegating work to your team members can help to motivate, develop and engage them. However, you may
k, we will look at the

occasionally encounter some challenges along the way. In this informatio
importance of planning the team’s work drawing from the strengths on t e must consider the
most commonplace problems that can occur during the delegation pro e some suggestions

on how to address them.

Preparing to Delegate Template

Use the space below to record all the relev for relating to the work you are preparing to

delegate:

The task | am delegating is ...

The t me ating this task to is ...

| am delegating the work to this individual because ...

O this is a good development opportunity for him/her
0 this piece of work needs a safe pair of hands
o they will bring a fresh perspective to the work

O other (please provide details in the space below)
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The deadline for this piece of work is ...

The goals and objectives of the delegated work are ...

If the work is completed successfully the consequence

If the work is not completed successf ence is likely to be ...

The roles and resp

member to whom I’'m delegating are ...

There ment the team member will need to complete this task are ...

Within their delegated role the team member will have the authority to ...

However, they will not have the authority to ...
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