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Ohjectives

Define “Balance™

DIScUSSI the Impoertance ofi Setting limits
Become: aware: off challenges: inl delegating
Understand vanoeus: delegation: styles

Learni strategies fior: effiective delegation
m at work
x at home




Balance Defined

Balance Invoelves

s findingl the allecation off time and energy. that
fits; your values and needs,

= Making CeNSCIeUS choices anouit hew: te
structure your life, and

s Integrating| INRER REeds and euter demands




Importance of Setting| Limits

10 senve as rele models; for coelleagues,
employees and ouiF families;

s It IS advantageous;te delegate
0 e mere halanced; maximize eur potential
0 TecUS energy. Where It canl be best utilized

o aveld stress
s Being overnwnelmed and overtired leads) ter hurnout




Keys to Setting Limits

EIRSIT — TTHIINKI
= Be henest withyeurself

Wihat Is your bedy language
communicating?

LLess Isimore (speaking)
'y not te be defensive

Prepare anead of time
s What will'l say: i I am asked?




Delegation (net appropriate)

Person you: are: delegating teris;already:
OVEerwoerLked

Persen may et have: skills and there are no
iraining reseurces

gt time firame — nos time te' tirain

Wihen you feel you have sele ownership oii a
task: (and responsibility’ and recognition)

The task dees not lend Itself to' delegation




Goals of Delegation

“Spread the wealth* teaching ethers
What Veul Knew

Contrbutes tor efficiency/ ofi team' effort
Prevents burn out
Prioritizing tasks; leads o efficiency.

Recegnizing and developing expertise in
others by delegating respoensipility —
gIVing others a chance: to grow




Ohstacles te Delegation

It deesi not eceur to Us
We'are' unclear (eurselves) abeut the task/jolh

We feellsome guilt
x \We are reluctant te “eversurden™ others
x We feel bad that we can't make It fit 6 eur ewn plate

We are teo busy to delegate

\We: are worlied aneui the outcome
s \We are afraid there will' e mistakes
s \We are anxious, about the status - Want control
s Requires “letting go™




Delegation Styles

Fhe iz Viodel
fhe Sletuh

e lnvisikle Person
TThe Mentor/Coach




The Mentor/Coach

ldeal Style

APPreciates persen's anilities and encourages
the person te reach his/ner potential

Clear, consistent; supportive
Task Is clearly: spelled ouit
Time frame Is agreed upen
Demoecratic fieel

Positive feedibback

Mentor IS not threatenea
Glves constructive feedback




Tips fier Responding — Military: Style

Do) yeur Werk efificiently, and 1na timely:
Manner

Avoid getting defensive; Predictanle style
Tlake notes on instructions

Ask specific guestions: (expectations)

Be poesItiVe In respenses

TThank fer any. fieedhack

Careftully/ introduce any new: ideas




Tips for Responding — Sleuth

SEt up regular meetings te check In
Ask: SPECIfic questions

s Are'we on the same page?

sSee Military: Style

Tell Sletth that fieedback Is very: nelpiidl
10 you and Is appreciated




Tips for Responding —
Invisible Person

SEt up regular meetings
Review: originaligeals

PDecument goeals seyou are ot clear
What Is expecied

Request speciiic ieedbhack

s ISi RIS Wihat yeu had infmine?

State that fieedback/input Ist helpiul anad
appreciatead




Tips for Responding —
Mentoer/Ceach

EXpress appreciation for sUpport

Be SUpPPeKLIVE — COACNES can have had
days toe; be flexikle

Be open te constructive crticism

OppPertURILY. 16 grew, leanm and stretch
yourself




Covey’s Stewardship Delegation
(Covey, 1989)

Pesired Results
Guidelines

RESOUNCES
Acceuntaniliby
Consequences




Desired Results - Covey

Creating a clear, mutual Understanding on
What neeads to; e accomplisnead and By When

It Involves  spending time Withithe persen you
are delegating to, and keing patient

Rememer, yourare familiar Withl the: task: or
tasks

Quality, statemenit — hoew: he/sheweuld
envision the results

Mutually agreed! upon time frame




Guidelines, - Covey

ldentiiy/ing Parameters

x [DIScUSS hew the person willfgerabeut
accomplishing the task

s GIving seme latitude to Incorporate: his/her
W Ideas and methods

x Share your expertise; help prevent
reinventing the wheel

s Keep him/her respoensible for the end result
As the delegator, you will'need to “let go”




Resources - Covey.

ldentify RESEUICES
1 HUman

s Einancial

= flechnical

» Organizauienal

IHelprthe person; Understanad hew: these
resoureces will oe: helpiul




Accountapility - Covey.

SENG Up performance standards; that
will loe used te) evaltiate results including
due dates for parts off projects

Communicaterwhere you will/Awill ot e
aple te be flexile

SHeW, a sample




Conseguences - Covey.

SPECI pPoesitvVes; and negatives that: could
fesult as consequences
s Emphasize positives

s Examples:
Work: recognition, Increased respensiniity.
IHome: Mere responsibility:— more: privileges




Delegation Strategies

Glve the task to the: righit persoen
Previde necessany support

EQcUS on desired outcome: rather than
IFOCEeSS

GIve clear and accurate mstructions of
What: you expect

ASSIgn! tasks by reguesting), Aot erdering
Give credit:
Be respectful and courteous




Delegation At Home

Eamily: Meeting Viedel

Determine what needs; to e done; Make a list
WWhe can help (age apprepriate)?

ASSIgn er choese fron list

Write It dewn
Break tasks down Into cempenents; Define task

a Example: “Clean your roemn.”

AsK fier help in pesitive way/.

Eoelleow-up

Adjust yoeur standards; Give up perfectionism.

EXpress appreciation




Setting Limits and Delegating
EXxercise

| have tee much on my. plate.”

“Ilwould like to get the fiellewing tasks ofif: my: plate....”




