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introduction
Welcome! We are delighted that you are taking this course. We believe, “if you increase your learning
and you will increase your earning.” We have designed RCI’s “Real-Time” Learning in four niches:
★★
★★
★★
★★

Leadership
Customer Service
Sales
Personal Development

Most modules can be completed in a approximately 30-minutes or less to give you the help you
need when you need it. Each contains practical and proven value that you can apply today. Sound
learning theory supports each competency. Each is organized in three parts:
1. Self-assessment (5-8 minutes)...measure it!
2. Article (5-6 minutes)...study it!
3. Video and Application questions (10-15 minutes)...reinforce and apply it!
We encourage you to engage our other modules. All the skills and approaches in a niche reinforce one
another. We wish you the best of success.

Positively ,
Rick Conlow
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DELEGATING EFFECTIVELY

assessment
➜

INSTRUCTIONS: This brief assessment helps you to think about your current skills as a leader
based on the competency of effective delegation. Please read each statement carefully, and
then rate yourself, using the scale below, in terms of how frequently you engage in the practices
described.
5=

I do this VERY FREQUENTLY.

4=

I do this FAIRLY OFTEN.

3=

I SOMETIMES do this.

2=

I do this ONCE IN A WHILE.

1=

I RARELY OR NEVER do this.

Select a number from the scale and write it next to each item to indicate how frequently YOU:
1.

analyze my team’s capabilities and growth opportunities when determining
to delegate tasks.

2.

set clear goals and expectations when delegating.

3.

build an employee’s confidence when delegating by focusing on small
tasks first and then increasing the difficulty and challenge.

4.

set up agreed upon times for review, support, or coaching.

5.

provide employees the tools and resources to succeed.

6.

follow-up with review coaching sessions for learning and development.

7.

are open to employees to doing the task or project differently than you would as
long as progress is made.

8.

are good at following-through on commitments.

9.

10.
11.
List 2-3 areas
where you
rated yourself
HIGHER:
© Rick Conlow International

give appropriate recognition and praise as the employee works on the task
or project.
maintain composure if progress isn’t made or failure results, and coach the
employee through what happened.
Overall, delegate effectively.

➜
➜
➜

List 1-2 areas
where you
rated yourself
LOWER:

➜
➜
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the demons, dividends and
details
“The inability to delegate is one of the biggest problems I see with
managers at all levels.” Says Eli Broad, the only person to found two
Fortune 500 companies in two different industries. He says that only
one in three managers delegate well. In addition, only one in three of
those are considered good at it by employees. I have seen far too many
managers working long hours and are stressed out simply because
they don’t want to or don’t know how to delegate. If this describes you,
or you want to get better at it, read on. (Check out the leadership video
on delegating as well)
The Demons

The Dividends

The first demon managers face when delegating is that they The payoff for delegating is twofold.
fear the outcomes. They don’t trust the employee to do it

First, you invest in developing your

right or the way they want it done. Or they are worried that

employees and give them an

an employee might do it better than they will. Worse yet, the opportunity to expand their comfort zone
employee might fail and it will be a bad reflection on them.

and learn new skills. This is employee
engagement to the nth degree, and

The second demon is that they are closet micro-managers

more often than not it leads to higher

and feel they must maintain control. They are the ‘go-fer’

performance. There may be bumps along

delegators. Steven Covey often described this as do this and

the way and mistakes, but that’s part of

report back. They want to continue to be the indispensable
go-to person who knows it all and can do it all.

the learning process.
Second, delegate tasks that will free you

The third demon is a lack of perspective. They are only
dialed in to their own career success and not that of their
team. The end result of letting these demons run wild is
usually longer hours, lots of stress, a team of robots,
stagnant productivity, and personal burn out.

up to take a longer term view of your
goals, and focus more on top priorities
you never seem to have enough time for.
You can then look more critically at your
own department for continuous

improvement.
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The Details
Please note: delegating is not a strategy to do nothing. I have to say this because
I have come across some managers who delegate to get out of work. Laziness
eventually leads to resentful employees and boss problems. Unfortunately,
many managers don’t know how to delegate. It’s often: “Here, do this. let me

know if you have any questions.” They abdicate their leadership role. In fact, they
set up their people and themselves for failure. Here are seven common
delegating mistakes:
1. Inappropriate person for the task or goal
2. Poor communication about expectations.
3. Lack of praise for progress.
4. No follow-through or coaching on the manager’s part.
5. Micro-managing--looking over people’s shoulders.
6. Seagull antics: yelling and squawking when it isn’t done the way the manager
wants.
7.Lack
➜★ of delegation.

Is your company
going through
significant
change? See this
complimentary
eBook
Changing
Change
Management

To delegate effectively, thoughtfully review who to involve and what to delegate.
Make sure you are willingly giving employees responsibility and accountability for
the process, timeliness and quality of the task or project. However, set them up
for success too, by:

➜ ➜★First, clearly outline and clarify the tasks.
➜ ➜★Second, build confidence by beginning with small tasks then moving to larger
ones.

➜ ➜★Third, set up agreed upon check-in time for coaching, questions, problems or to
review progress.

➜ ➜★Fourth, give your employees whatever support or resources they need to
succeed.

➜ ➜★Fifth, at the end of the task or project, do coaching for learning and development.
When managers delegate appropriately, it communicates to employees that they
believe in them, and “I will help you win!” I like these words by Mario Draghi,
President of the European Central Bank: “I trust the people who are working with

Do you want to
learn how to be
a one of the best
leaders? If so, I
suggest you check
out our new book
Superstar
Leadership

me. I delegate.”
© Rick Conlow International
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training video

review questions
1. What have you learned or relearned in this module about delegating?

2. What are you prepared to do differently and better in future situations?

“If you want your team to be better; you must be a better leader.”
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about rick conlow
I’ve been in your shoes, I was a manager just like you may be now. I
wanted to succeed just like everyone. I wanted to make a difference. The
first company I worked for believed in training, with this opportunity
and my desire to learn, I attended over 100 training programs and
conferences in a little over fifteen years. My results improved and I
moved from teaching and selling to executive, with five promotions.
Eventually, I founded Rick Conlow International. Our purpose is to bring
out the best in others and make a positive difference in peoples’ careers.
Throughout the years we have partnered with many fine companies and
managers to achieve:
•

48 quality service awards including JD Power, Ford’s
President Award, and Canada’s Consumers Choice Award.

•

Record-breaking sales year after year: 30%, 48%, 52%, 75%,
122% gains in sales.

•

15-20 points on customer experience surveys.

•

12-14 points on employee engagement surveys.

•

Author of 20 books, including the best seller, SuperSTAR
Leadership.

You can do this and more. Exceed your potential today. I’ll show you how.

Ford’s President’s Award
© Rick Conlow International

Canada’s Consumer Choice Award
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visit rick's website & blog

website

read rick's customer experience resources

find more on

rickconlow.com/shop

about rick conlow

call 612-868-8521 email rick@rickconlow.com
© Rick Conlow International 2017
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