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Top Time Management Tips

v Make sure people are aware of a
problem so that it doesn’t happen
again?

¥ What information do you need to
take with you?

¥ What do you want to get out of

) ¥ What contribution do you want to
the meeting?

make?

v s there something in particular

you want to get done? Make sure you have read reports and

other documents beforehand, too.
v Are you just trying to get

information? ¥ Reread the document and check
v Do you want to follow up your understanding

something that was raised at an

& Establish your own objectives and
earlier meeting?

write them down

¥ Do you just want to draw

‘ ) 8 Identify what you want to do on
attention to something?

each item and prioritize

Six Ways to Influence People Six Easy Ways to
Encourage Feedback

O Reward the person who asks a question.

Set aside time for regularly scheduled feedback
sessions.

Q Use silence.

Q Watch for non-verbal responses.

O Ask open-ended questions.

O Be positive!

Preparing for Conflict Tips for Effective Delegation
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Seven Steps to Problem Solving

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step7
Define Set Goals Analyze Consider Plan Communicate Implement
Context Factors Options

Levels of Delegation

\
The first level of delegation is to have the employee perform the task exactly as instructed
with no independence. In our example, we might give the employee a report template, the
data, and similar reports. Then, we'll ask them to complete the report and submit it by a
certain date.
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The second level of delegation is to allow the employee to do some research (if necessary)

c and then give you options for the task. You make the decision and the employee completes
the task according to your instructions. In our example, the employee might research
different formats and give you some different options. They may also draft a list of items

that they want to include in the report. Then, you will outline the format and contents for
them. They will complete the report and submit it by a certain date.
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The third level of delegation is similar to the second, except that an employee makes a
recommendation. Continuing with our report example, the employee would recommend a
format and possibly prepare an outline. You would approve it and ask the employee to
complete and submit the report.
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The fourth level of delegation is where independence really comes into play. This is the
level that you will use most often once team members get up to speed. With our report
example, you would simply ask the employee to complete the report and submit it by a
certain date. (They may use existing procedures or templates, but the bulk of the decisions
are up to them.) You would then review the report, approve it, and send it to the executive
team.
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The fifth level of delegation gives the employee complete freedom. With our report
example, you would ask the employee to complete the report and submit it directly to the
executive team. You may ask the employee to send you a copy of the report, but you would
not have any active role in it.




