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Introduction

This practical course develops the skills needed to delegate tasks effectively, improve team
accountability, and achieve operational excellence. Participants will learn how to assign
responsibilities clearly, empower employees, and monitor performance without micromanaging.

Course Objectives:

Understand the principles of effective delegation. 
Assign tasks based on skills, capabilities, and priorities. 
Set clear expectations, responsibilities, and deadlines. 
Improve accountability and team performance. 
Monitor delegated work effectively while avoiding micromanagement. 

Course Outlines:

Day 1: Foundations of Smart Delegation

1. Principles and importance of effective delegation. 
2. Delegation vs. task assignment and micromanagement. 
3. Assessing tasks, priorities, and employee capabilities. 
4. Selecting the right person for the right task. 
5. Setting clear objectives, authority, deadlines, and expectations. 

Day 2: Delegation for Operational Excellence

1. Effective communication when delegating responsibilities. 
2. Empowering employees and building accountability. 
3. Monitoring progress and providing constructive feedback. 
4. Managing delegation challenges and common mistakes. 
5. Using delegation to improve productivity and operational performance. 

Why Attend This Course? Wins & Losses!

Wins:

Higher productivity and better time management. 
Stronger employee ownership and accountability. 
Improved teamwork and operational efficiency. 
Better development of employees' skills. 
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Reduced management overload and micromanagement. 

Losses from Poor Delegation:

Missed deadlines and reduced productivity. 
Confusion over responsibilities. 
Increased workload for managers. 
Poor employee engagement and accountability. 
Operational inefficiencies and avoidable errors. 

Conclusion:

Effective delegation is a key management skill for achieving operational excellence. By applying
structured delegation techniques, managers can empower their teams, improve accountability,
and achieve better results with greater efficiency.

Frequently Asked Questions FAQ:

1. Who should attend this course?
Managers, supervisors, team leaders, and professionals responsible for managing people and
tasks.

2. Is this course suitable for new managers?
Yes. It provides practical delegation techniques suitable for both new and experienced
managers.

3. Will the course include practical exercises?
Yes. Participants will work through practical delegation scenarios and workplace examples.

4. What will participants gain from the course?
Participants will gain practical tools for delegating effectively, monitoring performance, and
developing team accountability.
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