
 

Let’s Talk About… DELEGATION 

To delegate an assignment, you need to describe the job as 

thoroughly as possible. But another crucial task is clarifying 

your expectations to hold the assignee accountable. Once 

you’ve gone over the details face to face and identified 

available resources and support, you need to establish a 

feasible timeline with agreed-upon deadlines. Make sure he 

or she agrees that the timeline is doable. Establish how 

much authority you’re granting by laying out clear guidelines 

for when the employee can act independently – and when 

consultation with you is required. Agree on standards of 

performance, measures of success, and levels of 

accountability. And determine a process for follow-up and 

feedback. Explain that you want progress reports every 

week or every month, and decide if these will be via an 

email, a staff meeting, or a one-on-one with you.  

Source: Harvard Business Publishing  
 

  

Upcoming Event: 

 
Lunch & Learn 

Feat. Julie Nuter, 

Assoc. Vice President 

for University HR 

 

Jan. 20 @ noon 

Rm. 1235, Howe Hall 

Lunch provided 

________________ 

 

Ideas for Dyads: 

 

 Volunteer Together 

 Start a book club 

 Share photos of 

people/things that 

are important to you 

 Go to a training 

session together 

 Both take the Myers 

Briggs test and 

compare. 

 

 

 

Contact Us: 
improveyou@iastate.edu 

 

 

 

http://legacy.hbr.org/tip/2014/10/06/to-delegate-successfully-make-expectations-clear
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