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i n t r o d u c t i o n

Leadership  Lessons  is  a  guide  for  professionals  who  are  responsible  for

leading  and  managing  others ,  and  delivering  organizational  results

through  others .  Leadership  Lessons  is  not  a  “si lver  bullet ”  to  solve  your

management  challenges  but  will  provide  you  valuable  thoughts  and

perspective  on  how  to  develop  and  leverage  your  team ,  maximize

their  potential  and  provide  better  results  with  less  stress .    In  terms  of

meaningful  learning  outcomes ,  this  eBook  will  help  you  to :  

Develop  an  understanding  of  the  relationship  between  delegation

and  leadership .  

Explore  the  positive  impact  effective  delegation  can  have  on  your

organization .  

Identify  reservations  that  may  be  preventing  you  from  delegating

effectively .  

Understand  the  importance  of  delegation  to  team  and  individual

development .

Create  a  plan  to  delegate  and  manage  delegated  tasks .    
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T H E  I M P O R TAN C E  O F  D E L E GAT I O N

Imagine  going  out  to  dinner  at  a  nice  restaurant .  

 

You  pull  up  to  the  front  and  the  valet  parks  your  car .  When  you  walk

through  the  door  the  maître-d ’  welcomes  you ,  shows  you  to  your

table  and  informs  you  of  the  specials .  Within  a  few  minutes  your

water  glass  is  f i l led  and  your  server  comes  and  takes  your  drink  and

appetizer  order .   

 

Once  you ’re  settled ,  the  server  is  back  to  take  your  order  and  later

visits  your  table  to  ensure  your  satisfaction  with  the  food  delivered  by

the  runner .  At  some  point  during  dinner ,  the  manager  stops  by  your

table  to  make  certain  your  dining  experience  meets  your

expectations .  

Take  a  minute  to  think  about  the  part

of  the  restaurant  you  do  not  see ,  the

“back  of  the  house . ”  The  prep  chefs

chopping  vegetables ,  the  l ine  and

pastry  chefs  preparing  the  meals  and

desserts ,  and  the  dish-washers  making

sure  that  the  china  and  si lverware  are

spotless .   All  are  doing  their  individual

jobs  but  working  together  to  give  you

the  best  dining  experience  possible .  

 

Now  imagine  a  different  scenario…  

The  valet  who  parked  your  car  sprints

back  to  the  hostess  stand  to  show  you

to  your  table .  That  same  person  f i l ls

your  water  glass ,  takes  your  order  and

then  runs  over  to  the  bar  to  make  your

drinks .  After  delivering  your  drinks ,  he    

     goes  back  into  the  kitchen ,  puts  on  an  apron  and  starts  to  prepare

your  meal .  You  watch  him  run  around  all  night ,  from  table  to  table

doing  every  job  in  the  restaurant .  Finally ,  he  brings  your  check  and

asks  about  your  meal .  What  is  your  opinion  of  that  second  experience

going  to  be?    
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Now  ask  yourself  the  same  questions  about  your  business .  Do  your

clients  and  customers  see  a  f inely  honed  team  working  together ,  each

person  understanding  his  or  her  role  and  responsibil it ies ,  or  do  they

see  one  person  trying  to  do  too  much? 

Successful  delegation  begins  with  knowing  and  understanding  your

team  and  their  performance .   How  can  you  begin  to  evaluate  your

team ’s  availabil ity ,  capabil ity  and  interests  to  faci l itate  successful

delegation? 

Strong  leaders  expect  the  people  around  them  to  succeed  and  gain

personal  value  from  helping  their  team  members  achieve  success .

What  can  you  do  to  develop  your  team  and  your  role  as  a  leader?  

DELEGATION  PERSPECTIVES

In  developing  as  a  leader  and  building  leaders ,  I  have  learned  that

one ’s  perspective  toward  delegation  allows  you  to  measure

leadership  strength  and  maturity .   The  fol lowing  self-evaluation  will

help  you  identify  your  current  mindset  regarding  delegation  and

understand  where  your  focus  should  be  in  improving  this  crit ical

leadership  attribute .

Individual  Mindet

It 's  faster  just  to  do  i t  myself .

No  one  can  do  i t  better  than  me .

I 've  never  been  happy  with  the  results  of  delegating .

Concerns

It 's  faster  just  to  do  i t  myself .

No  one  can  do  i t  better  than  me .

I 've  never  been  happy  with  the  results  of  delegating .
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Leaders  need  to  understand  the  difference  between  what  they  are

paid  to  do  and  what  they  are  paid  to  be  responsible  for .    

A  leader ’s  performance  is  not  judged  by  the  work  they  do  but  on  the

production  of  the  people  who  report  to  them .  The  challenge  with

becoming  an  effective  delegator  is  that  leaders  often  reach  their

posit ions  because  of  the  work  they  themselves  have  produced  and

end  up  struggling  with  the  transit ion  from  “doing  i t ”  to  “making  sure

it ’s  done . ”   

A  leader ’s  f irst  responsibil ity  when  i t  comes  to  delegation  is  not  task

focused ,  but  people  focused .  A  crit ical  leadership  element  is  having

the  r ight  people  on  your  team  and  i f  you  do  not ,  you  need  to  have  the

courage  to  make  changes .   

 

Delegation  is  one  of  the  most  effective  tools  you  have  as  a  leader  to

motivate  and  retain  your  employees .  Your  high  performers ,  the  ones

you  need  to  maximize  your  production  and  take  your  organization  into

the  future ,  are  the  ones  who  thrive  on  new  challenges  and

opportunities .   The  stronger  your  team ,  the  easier  i t  is  to  delegate .  

RELATIONSHIP  BETWEEN  LEADERSHIP  AND  DELEGATION
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T H E  I M P O R TAN C E  O F  D E L E GAT I O N  

AS S E S S M E N T  &  AC T I O N

Do  you  inspire  your  team  through  communication  and

example?

Who  are  the  high  performers  on  your  team?

Who  do  you  have  on  your  team  that  shouldn ’t  be? 

Is  every  member  of  your  team  working  on  the  r ight  projects? 

Identify  a  mentor  outside  your  company  who  effectively  works  with

teams  to  create  successful  outcomes .  

Work  with  your  manager  and  Human  Resources  professionals  to

realign  your  team  from  a  position  of  strength .

Ensure  your  team  understands  the  paradigm  shift  and  the

opportunities  available  to  them .

Read  The  Effective  Executive  by  Peter  E .  Drucker .  

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

As we look ahead into the next century, leaders will be those who

empower others. ~Bill Gates

https://www.goodreads.com/book/show/48019.The_Effective_Executive
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E M P L O Y E E  V O I C E
By  delegating  properly ,  you  can  work  closely  with  your  staff  to

provide  them  with  opportunities  to  learn  and  advance .   Through

these  opportunities ,  you  engage  your  employees ,  improving  morale

and  motivation  resulting  in  higher  job  satisfaction .   Employees

perform  at  their  highest  level  for  a  strong  leader  who  believes  in

them .     

 

Consider  the  fol lowing :

Employees  want  clarity  when  receiving  performance-based  feedback

from  their  managers .

Employees  want  to  be  a  part  of  the  company ’s  future  plan  for

success .

Employees  want  a  manager  that  is  involved  in  their  success  through

an  active  mentoring  relationship .

Employees  seek  stretch  tasks ,  support  and  guidance ,  that  makes

them  better  at  their  jobs .   

“ I  w a n t  t o  b e c o m e  a  b e t t e r  p r o f e s s i o n a l  s o  p l e a s e  t e l l  m e
w h a t  I  c a n  d o  t o  m a k e  t h a t  h a p p e n . ”

“ H e l p  m e  u n d e r s t a n d  h o w  I  c a n  p l a y  a  p a r t  i n  t h e  c o m p a n y ’ s
f u t u r e  a n d  p r o v i d e  m e  c l e a r  d i r e c t i o n  o n  t h e  s k i l l s  r e q u i r e d . ”    

“ D o  y o u  b e l i e v e  i n  m e  e n o u g h  t o  e x p l a i n  t h e  c o n t e x t  a n d
d e t a i l  v s .  j u s t  g i v i n g  m e  t a s k s ? ”  

“ W h e n  y o u  t r u s t  m e  w i t h  b i g  t a s k s  I  h a v e  e v i d e n c e  t h a t
m y  o p p o r t u n i t y  w i t h  t h e  c o m p a n y  i s  s i g n i f i c a n t . ”  
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h o W  T O  F O C U S  Y O U R  E N E R G Y  

 AS S E S S M E N T  &  AC T I O N

Is  your  leadership  style  the  same  for  everyone  or  tai lored  to

the  individual?

Does  your  team  see  a  strong  relationship  with  your  manager

that  they  should  emulate?

Do  you  provide  an  environment  of  high  standards  combined

with  strong  support? 

Do  you  know  the  top  motivators  for  each  of  your  team

members? 

Review  goals  with  your  direct  reports .  

Build  a  rapport  with  your  manager  that  exemplif ies  the

employee /manager  relationship .

Use  a  survey  to  measure  employee  engagement  within  your

organization .

Recognize  employee  contributions  regularly  and  publicly  to

increase  morale  among  your  team .  

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

If you pick the right people and give them the opportunity to spread their wings and put

compensation as a carrier behind it, you almost don’t have to manage them. -Jack Welch 
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L EAD E R S H I P  C HAL L E N G E S
Delegation  should  be  considered  from  an  opportunity /cost

perspective .  As  a  leader ,  what  opportunities  are  you  missing  by  not

delegating  responsibil it ies  to  others? 

MISSING  KEY  DEADLINES

Do  you  f ind  yourself  often  delivering  things  at  the  last  minute ,  or

even  worse ,  missing  deadlines  completely?   It  might  be  t ime  to  take

stock  of  what  you  are  doing  that  you  really  should  pass  to  others .

FEELING  STRESSED  OR  UNDER  CONSTANT  PRESSURE

When  we  start  to  feel  stressed  or  just  constantly  under  pressure ,  i t

impacts  our  abil ity  to  make  decisions ,  solve  problems  or  focus  on  the

bigger  picture .   Stress  increases  fear  and  drains  enthusiasm .

POOR  PERFORMANCE  RATING

As  a  manager ,  part  of  how  your  performance  is  assessed  is  through

the  productivity  of  your  team .  I f  you  are  focusing  all  of  your  t ime  and

energy  on  doing ,  rather  than  delegating ,  chances  are  you  will  be

poorly  rated .
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L EAD E R S H I P  C HAL L E N G E S  

AS S E S S M E N T  &  AC T I O N

Are  you  losing  revenue  because  you  are  not  spending  enough

time  on  key  customers  or  projects? 

Are  you  missing  career  advancement  because  you  don ’t  have

the  t ime  to  demonstrate  your  potential? 

Are  you  sacrif icing  the  opportunity  to  develop  the  next

generation  of  leaders? 

Are  you  forfeit ing  the  potential  to  have  the  work  done  better

than  you  may  have  been  able  to  do  i t  yourself?   

Identify  and  rank  your  top  f ive  priorit ies .  

Identify  additional  tasks /projects  that  through  delegating ,  would

allow  you  to  concentrate  more  on  opportunities  that  move  the

needle .

Determine  those  players  on  your  team  who  would  value  the

challenge  of  higher- level  priorit ies .

Speak  with  your  manager  about  your  priorit ies  and  objectives  to

ensure  alignment  and  support .    

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

No man will make a great leader who wants to do it all himself or get all

the credit for doing it. ~Andrew Carnegie 
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H O W  T O  D E L E GAT E  E F F E C T I V E L Y

Effective  delegation  starts  by  looking  at  the  specif ic  task  or  project .

Remember  that  delegation  is  more  than  simply  “high  to  low . ”  You

can  delegate  to  your  boss  and  your  peers  as  well  as  to  those  you

lead .   

DO-  These  are  the  tasks  that  are  high  in  both  importance  and

priority .  They  are  tasks  or  projects  that  are  important  to  the

organization ,  you  and /or  your  manager .  These  tasks  have  deadlines

and  require  your  skil l  set  to  complete .

DELEGATE-  These  are  the  tasks  and  projects  that  you  can  hand  off

affording  you  the  opportunity  to  focus  on  business  critical  activities

while  allowing  the  people  around  you  to  stay  motivated  and  develop

professionally .

DELAY-  These  are  the  things  on  your  plate  that  may  be  important

but  aren ’t  a  high  priority .  These  items  sti l l  need  to  be  completed  and

you  have  some  f lexibil ity  over  when  and  how  they  get  done .

DISCARD-  These  are  the  tasks  that  are  of  low  priority  and

importance  for  both  you  and  your  team .  Put  them  in  the  “Discard”

bucket  and  get  back  to  the  things  that  matter .
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e f f e c t i v e  d e l e g a t i o n  

AS S E S S M E N T  &  AC T I O N

Where  can  you  add  the  greatest  value  to  our  team 's

performance  — and  as  a  result ,  where  should  you  be  spending

your  t ime  and  energy? 

What  skil ls  do  you  need  on  your  team  to  accomplish  your  goals

and  play  a  value-added  role  for  other  projects /tasks?

Which  projects  provide  an  opportunity  to  strengthen  or

develop  another  team  member 's  skil ls?

Do  you  l isten  to  your  team ’s  advice  before  making  key

decisions? 

Util ize  the  concepts  and  worksheets  in  this  guide  to  begin  the

process  of  delegation .  

Review  individual  and  organizational  priorit ies  with  your  team  to

enable  understanding .   

Determine  a  hand  off  process  for  delegated  projects /tasks  and

identify  methods  for  fol low  up .

Delegate  responsibil ity  and  authority ,  not  just  methods .  

Q u e s t i o n s   f o r   T h o u g h t   a n d   R e f l e c t i o n

Ac t i o n s  S t e p s

Nothing is less productive that to make efficient what

should not be done at all. ~Peter Drucker 
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H O W  T O  D E L E GAT E  E F F E C T I V E L Y
As  a  business  leader ,  your  work  product  is  structured  into  three  main

buckets :   work  that  you  directly  do ,  projects  that  you  delegate  to

your  team ,  and  strategic  projects  for  your  manager  or  corporation .  In

my  experience ,  leaders  work  40  hours  to  be  successful  in  their

current  roles  and  an  additional  10  hours  per  week  to  accelerate

career  or  strategic  init iatives .

DIRECT  WORK

Direct  work  i tems  have  high  organizational  impact ,  and  specif ically

require  you  to  ful ly  own  the  work  product .  As  a  leader ,  you  need  to  be

focused  on  key  core  organizational  tasks  –  those  jobs  that  keep  the

organization  moving  forward  at  the  highest  level .

MANAGING  DELEGATED  TASKS

Remember ,  just  because  you  have  delegated  a  task  doesn ’t  mean

that  you  can  forget  about  i t .  Not  only  is  the  f inal  product  sti l l  your

responsibil ity ,  you  also  have  a  responsibil ity  to  the  people  you ’ve

delegated  to .  Make  sure  that  you  are  providing  the  support  and

guidance  they  need  and  also  spending  the  t ime  to  t ie  the  task  into

their  professional  development .

WORKING  ON  MANAGER-SUPPORTING  (C-LEVEL )  INITIATIVES

Delegating  your  less  crit ical  responsibil it ies  allows  you  extra  t ime  to

devote  to  the  issues  that  are  important  to  your  manager .  Effective

delegation  can  have  a  major  impact  on  your  relationship  with  your

boss  which ,  in  turn ,  can  have  a  major  impact  on  your  career .  Working

on  manger-supporting  init iatives  creates  visibil ity ,  credibil ity  and

opportunity .

Direct Work 
60%

Delegated Items 
20%

Corp. Initiative 
20%
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Leaders  are  organized  which  allows  them  to  have  the  mental  clarity

required  to  guide  and  develop  others .  The  framework  below  provides

a  simple  way  for  you  to  identify  and  document  the  projects  and

priorit ies  of  your  team .   

 

By  taking  t ime  to  document  your  areas  of  focus ,  you  create  a  method

to  minimize  the  mental  Ping-Pong  that  accompanies  trying  to  “do  i t

al l . ”   Additionally ,  you  have  a  way  to  discuss  your  focus  areas  with

your  manager  and  gain  the  confidence  that  comes  with  being  t ightly

al igned  with  your  manager  and  team .

50  HOUR  WORKWEEK  (30 /10 /10 )

Direct  Work  -  Top  5  Priorit ies  

30  hours  (60% of  your  workweek )

Task 1 Task 2 Task 3 Task 4 Task 5

Mentoring  /  Managing  Delegated  Projects  

10  hours  (20% of  your  workweek )

Project 1 Project 2 Project 3 Project 4 Project 5

Personal  Development  & Corporate  Init iatives  

10  hours  (20% of  your  workweek )

Personal

Development

Corporate

Initiatives
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f i n a l  t h o u g h t s
Like  a  fast  paced  but  well-coordinated  restaurant ,  a  high  performing

team  makes  large  tasks  and  high  achievement  seem  easy  because

people  are  working  together  seamlessly .  The  delegation  mindset  is

not  about  passing  an  assignment ,  but  about  your  leadership

perspective  towards  building  people  and  helping  your  company ’s

stakeholders  grow  a  world-class  organization .     

 

Delegation  fai ls  not  from  a  lack  of  skil l  or  talent  but  from  a  lack  of

communication .  Leaders  have  a  responsibil ity  to  provide  clarity

about  what  is  expected ;  direct  reports  have  a  responsibil ity  to  let  the

leader  know  i f  those  expectations  are  unclear .  Each  side  needs  to

ensure  they  are  in  agreement  before  the  actual  work  starts  and  to

obtain  clarif ication  as  needed .  

 

Self ish  leaders  dictate  rather  than  delegate .  You  can  demand  more

of  your  team  when  they  understand  that  you  are  building  them

professionally  and  care  for  them  personally .   Through  delegation ,  you

are  creating  mentoring  relationships  that  will  allow  you  to  develop

the  next  generation  of  leaders  for  your  organization ,  get  better

results  and  increase  winning  outcomes .    



W O R K S H E E T S
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P R O J E C T  P R O F I L E  W O R K S H E E T

To  evaluate  new  project  opportunities ,  brainstorm  possibil it ies  and

clearly  define  a  mutual  definit ion  of  success ,  i t 's  important  to  have  a

consistent  process  to  explore  and  review  projects  before  you  begin .

 Once  completed ,  projects  can  be  evaluated  and  'green  l ighted '  or

'shelved '  based  on  budgets  and  department  goals .
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Using  this  page  to  guide  you ,  complete  this  worksheet  to  assist  in

itemizing  your  task /project  priorit ies .   Communicate  with  your

manager  and  your  team  regarding  these  i tems  so  that  appropriate

support  and  agreement  is  provided .

W O R K  E VAL UAT I O N  (4D S )  W O R K S H E E T



18

When  determining  which  projects  to  delegate  and  to  whom ,  consider

the  current  and  potential  capabil it ies  of  each  member  of  your  team .     

 

Those  individuals  who  fal l  within  the  green  categories  are  able  to

manage  a  broad  range  of  projects .  

 

Be  careful  to  delegate  projects  specif ic  to  the  strengths  of  those  in

the  yellow  categories ,  and  be  aware  that  they  may  require  more

guidance .   

 

Do  not  delegate  to  those  who  fal l  in  the  red  column  as  you  should  be

preparing  to  transit ion  those  individuals  out  of  your  department  or

organization .  

TAL E N T  E VAL UAT I O N  W O R K S H E E T
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Structure  your  work  week  by  l ist ing  your  top  priorit ies  into  the

following  circles  util izing  the  leadership  leverage  tools  on  pages  13-14 .

 Remember  that  these  i tems  should  be  moving  the  needle  of  success

for  you ,  your  team  and  your  organization .  

30  /10  /  10  W O R K S H E E T

Direct  Work  -  Top  5  Priorit ies  

 

Delegated  Projects  

 

Corporate  Init iatives  
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Ab o u t  t h e  a u t h o r

an  emer i tus  member  of  the  s t ra teg ic  adv i so ry  board  fo r  NCSU ‘ s

Computer  Sc ience  Depar tment .  Dona ld  se rves  as  a  mentor  fo r

Goog le  fo r  Ent repreneurs  Exchange :  Black  Founders  and  recent l y

se rved  as  a  j udge  fo r  the  Thurgood  Marsha l l  Col lege  Fund  OFC

Hackathon  pi tch  compet i t ion .  Dona ld  a l so  se rves  on  the  board  of

seve ra l  s ta r tups  i nc lud ing  Creat i ve  Al l i e s ,  Proposa  and  Gryppers .  

 

Please   v i s i t   www .dona ldthompson .com    fo r   add i t iona l    l ea rn ing

mater ia l s ,   v ideos   and    to    i nqu i re   about   oppor tun i t i e s    fo r

Dona ld    to   consu l t   or    speak   with in   your   organ iza t ion .    

"Y O U  O F F E N D  Y O U R  T EAM  B Y  D O I N G  F O R  T H E M  

W HAT  T H E Y  CAN  D O  W E L L ,  CAN  L EAR N  T O  D O ,  O R  

CAN  D O  W I T H  Y O U R  G U I DAN C E . "  

As  an  entrepreneur  in  the  technology  space ,  Donald  Thompson  has

led  or  participated  in  multiple  successful  exits  to  f irms  l ike  Adobe ,

KPIT  and  Beringer  Capital .  With  a  current  focus  on  accelerating  the

next  generation  of  technology  companies  and  entrepreneurs ,  Donald

is  an  advisor  and  investor  to  several  startups  and  established

organizations .

He  believes  that  digital  strategy

and  communication  is  the  next

wave  in  how  brands  interact  with

consumers .  Currently ,  Donald  is

CEO  of  Walk  West ,  a  digital

marketing  agency  that  focuses  on

web  design  and  development ,

social  media  and  content

marketing ,  video  production ,

issue  advocacy ,  and  more  for

companies  l ike  Velcro  Brand ,

Make  A  Wish ,  JP  Morgan  Chase ,

and  H&R  Block .  He  is  appointed

to  the  NC  Board  of  Science ,

Technology  and  Innovation  and  is  


