Personal Delegation Skills

Circle a number; the higher it is the more the statement describes you. Be scrupulously honest; you will fool no-one but yourself if you are not.

	1
	I have told each of my employees exactly what I expect of her or him.
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	2
	I involve all my employees in goal-setting, problem-solving and productivity improvement activities.
	
	7
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	2
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	3
	I do not take work home
	
	7
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	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	4
	When assigning work, I select the assignee thoughtfully.
	
	7
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	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	5
	I do not have to rush to keep appointments.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	6
	When I delegate work to employees, I brief them fully on the details with which I am familiar.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	7
	I see delegation as one way to help employees develop their skills and assign them work accordingly.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	8
	Employees do not bring me questions or requests to do with on-going projects or work.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	9
	When I assign work, I stress the result I want rather than how to accomplish them.


	
	7
	6
	5
	4
	3
	2
	1

	10
	When I delegate a project, I make sure everyone concerned knows who is in charge
	
	7
	6
	5
	4
	3
	2
	1


Personal Delegation Skills (continued)
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	11
	When delegating work, I balance authority with need and experience.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	12
	I hold my employees responsible for results.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	13
	I seldom work very much longer than my employees
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	14
	When I return from a long business trip my desk usually has little more on it to do than normal.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	15 
	It is not my habit to get involved in the details of my employees’ work. 
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	16
	When a problem occurs on a project I have delegated, I give the employee a reasonable chance to work it out for him or herself.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	17
	I support or help employees in emergencies, but I do not permit them to leave work for me to do.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	18
	I place my personal emphasis on planning, organising, motivating and controlling rather than doing the tasks that others could do.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	19
	It is not difficult for me to keep to my priorities.
	
	7
	6
	5
	4
	3
	2
	1

	
	
	
	
	
	
	
	
	
	

	20
	I often delegate a task that I particularly enjoy.
	
	7
	6
	5
	4
	3
	2
	1


Personal Delegation Skills

120 + - on target

80 -119 getting by but could improve

under 80 you need to work hard on making changes 

DELEGATION PLAN
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