Delegation:
The Art of Delegating Effectively
Effective delegation is one of the most valuable skills you can master. It reduces your workload and develops employee skills.
Delegating prepares employees who work for you to be able to handle your responsibilities and simultaneously allows you to
advance to other career opportunities within your organization.
Delegation is often one of the hardest skills for a manager to master. However, the skill can be learned. This one-day workshop will
explore many of the facets of delegation, including when to delegate and to whom to delegate. We will also go through the
delegation process step by step and learn about techniques to overcome problems.

What Will Students Learn?
 How delegation fits into their job and how it can make them more
successful
 Different ways of delegating tasks
 How to use an eight-step process for effective delegation
 How to give better instructions for better delegation results
 Common delegation pitfalls and how to avoid them
 Ways to monitor delegation results
 Techniques for giving effective feedback

What’s Included?
 Instruction by an expert facilitator
 Small, interactive classes

What Topics are Covered?
 Why delegate? What is delegation?
 Pre-assignment review
 Picking the right person
 The delegation meeting
 Giving instructions
 Monitoring delegation
 Practicing delegation
 Giving feedback
 Becoming a good delegator

 Specialized manual and course materials
 Personalized certificate of completion

Pre-Registration Information
Yes! I would like to attend Delegation: The Art of Delegating Effectively!
Sign me up for the following session:
 Midrand, Gauteng
 Cape Town, Western Cape




All workshops are from 8:30 a.m. until 4:30 p.m.
Cost: R1250.00 per person
Prices and dates are subject to change.

Your Information
Name: ____________________________
Position: __________________________
Organization: ______________________
Telephone: ________________________
E-mail Address: ____________________
Mailing Address:
____________________________
____________________________
____________________________

Salem Consulting
191 Bekker Road,
Midrand, Gauteng
South Africa, 1686
Mobile phone: (+27) 063 275 6513
Fax: (+27) 086 617 6110
Web Site: www.salem-consulting.co.za

