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Course Introduction

Delegation is a powerful tool that helps individuals and teams
optimize time, improve productivity, and foster collaboration.
Whether you're a manager, team member, or project contributor,
mastering the art of delegation ensures tasks are handled
efficiently, stress is reduced, and accountability is enhanced.

This five-day program provides a comprehensive framework for
understanding, practicing, and mastering delegation. Participants
will learn how to delegate tasks effectively, communicate
expectations clearly, manage performance, and overcome common
barriers to delegation.

Training Methodology:
This course uses a practical, hands-on approach that includes:

v Interactive presentations and group discussions
v Case studies and real-life scenarios
v Role-playing exercises to practice delegation techniques

v Personalized action planning for practical application
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Target Audience

v Employees and Team Members

v Supervisors and Team Leaders

v Project Coordinators and Contributors
v Administrative Professionals

v Customer Service Representatives

v Sales and Marketing Teams

v Anyone looking to improve task management and reduce
workload stress
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Learning Objectives

v Understand the principles and benefits of effective delegation.

v Identify tasks suitable for delegation to optimize time and
resources.

v Match tasks to the right individuals based on skills and potential.

v Communicate expectations clearly and set performance
standards.

v Monitor progress, provide feedback, and manage accountability.

v Handle difficult delegation scenarios, including resistance and
mistakes.

v Foster a culture of empowerment, accountability, and continuous
improvement.
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The Power of Delegation: Unlocking Productivity and Team
Success

Course Outline

v 01 Day One

Foundations of Effective Delegation

v The first day focuses on understanding the fundamentals of delegation and its
role in improving workplace efficiency and reducing stress.

What Is Delegation?

v Definition and key principles of delegation

v Common myths and misconceptions about delegation

Benefits of Delegation

v How delegation improves productivity and reduces stress

v The impact of delegation on personal growth and team success

Identifying Delegation Opportunities

v Tasks that can be delegated vs. tasks that should not

v The Time vs. Value Matrix for task prioritization



Overcoming Barriers to Delegation

v Common fears and challenges (e.qg., fear of losing control, lack of trust)

v Strategies to overcome barriers and build confidence in delegation
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The Power of Delegation: Unlocking Productivity and Team

Success

Course Outline

v 02 Day Two

The Delegation Process

v The second day provides a step-by-step guide to the delegation process,
focusing on task selection, communication, and performance monitoring.

The 5-Step Delegation Process

v Select the Task

v Choose the Right Person

v Set Clear Expectations

v Provide Support and Resources

v Monitor Progress and Provide Feedback

Setting SMART Goals

v How to communicate tasks effectively using the SMART framework (Specific,
Measurable, Achievable, Relevant, Time-bound)

Matching Tasks to People

v ldentifying strengths and skills of team members

v Using the Skill-Will Matrix to make informed delegation decisions
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The Power of Delegation: Unlocking Productivity and Team
Success

Course Outline

v 03 Day Three

Building Accountability and Trust

v The third day focuses on creating a culture of accountability and trust through
effective delegation practices.

Creating a Culture of Accountability

v How to ensure delegated tasks are completed on time and to a high standard

v Encouraging team members to take ownership of their tasks

Providing Feedback and Recognition

v The role of feedback in successful delegation

v Techniques for giving constructive feedback and recognizing achievements

Handling Mistakes and Failures

v How to manage mistakes in delegated tasks without micromanaging

v Strategies for turning failures into learning opportunities
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The Power of Delegation: Unlocking Productivity and Team
Success

Course Outline

v 04 Day Four

Advanced Delegation Strategies

v On day four, participants will explore advanced delegation strategies, including
managing difficult scenarios and using digital tools for delegation.

Managing Difficult Delegation Scenarios

v Handling resistance to delegation from team members

v Delegating to remote teams and cross-functional teams

Time Management and Stress Reduction Through Delegation

v Using delegation to improve personal time management

v Reducing workplace stress by distributing workloads effectively

Technology and Tools for Delegation

v Using project management software to streamline delegation

v Leveraging automation to reduce manual tasks
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The Power of Delegation: Unlocking Productivity and Team
Success

Course Outline

v 05 Day Five

Practical Application and Action Planning

v The final day is focused on practical application. Participants will engage in case
studies, role-playing exercises, and develop a personalized action plan for
delegation.

Case Studies and Real-Life Scenarios

v Analyzing real-life delegation success stories and challenges

v Group discussions to share experiences and best practices

Role-Playing Exercises

v Practicing delegation techniques in different workplace scenarios

v Receiving feedback and refining delegation skills

Developing a Personalized Delegation Action Plan

v Creating a Delegation Action Plan tailored to each participant’s role
v Setting short-term and long-term delegation goals

v ldentifying quick wins to build confidence in delegating tasks
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The Power of Delegation: Unlocking Productivity and Team

Success

FROM TO DURATION FEES LOCATION

March 15, 2027 March 19, 2027 5 days 4250.00 $ UAE, Dubai

May 3, 2027 May 7, 2027 5 days 4250.00$ UAE , Abu Dhabi
Sept. 13, 2026 Sept. 17, 2026 5 days 4250.00$ KSA, Riyadh
Dec. 28, 2026 Jan. 1, 2027 5 days 4950.00 $ England, London
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