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http://www.youtube.com/watch?v=PaZs42CLbRI
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Delegation
Delega tion  is the  sh ifting  of re sponsib ility and  

au thority for ce rta in  ta sks from  one  pe rson  to  

anothe r. A m anager or supe rvisor can  d ivide  ta sks 

and  a lloca te  them  to  those  who report to  them , 

includ ing  volun tee rs and  in te rns, a llowing  leade rs to  

in stead  focus on  m ission  critica l ta sks. De lega tion  

can  a lso  he lp  boost em ployee , volun tee r and / or 

in te rn  confidence  in  the ir ab ilitie s and  encourage  

crea tivity and  innova tion .
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What it is NOT
• Avoid ing  projects

• Blam ing  othe rs for poor re su lts

• Giving  ta sks tha t a re  not rea listic for tim e  

fram e , ava ilab le  tim e , and  skills  of volun tee r

• Re linqu ish  con tro l of re su lts

• Abdica ting   - fa ilu re  to  fu lfill a  re sponsib ility
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Why 
Delegate?

• Takes tim e , bu t saves tim e  in  long  run

• Leade rsh ip  deve lopm en t of you  and  

volun tee r

• Inclusive  of new ideas, m e thods, 

im provem en ts

• Adds skill se t you  m ay not have



Benefits of Effective 
Delegation

• Creates capacity

• Further the reach and impact

• Builds self-confidence in the 
person receiving the task

• Another way that volunteers 
and/or interns feel they are 
contributing to the organization; 
Builds community

• Develops and/or improves 
management skills



What Hesitations to Delegation Do You Have?



Delegating to 
Volunteers and/or Interns



What are common stereotypes or has been your 
experience?



Common Misconceptions about 
Volunteers and Interns

• They think they know everything
• They are unreliable
• They aren’t very smart
• They won’t help for free (Interns)
• They are not coachable
• They are terrible with technology
• They are old and crabby and complain about everything
• Volunteers are “less than” in some way
• Interns are entitled and are afraid of hard work
• They are lazy

• They are just sitting around anxiously 
awaiting us to call them to help with 
something

• Only volunteer because they have nothing 
else better to do

• They are unskilled
• They are not vital to the organization
• They don’t understand confidentiality
• Volunteer retention doesn’t require 

everyone’s effort
• Shoddy work quality
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If You 
Want to 
Grow… 
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YOU GOTTA 
LET GO



How To Delegate

Know 
When to 
Delegate

1

Know 
What to 
Delegate

2

Select right 
person or 

technology

3

Explain 
your 

reasoning

4

Give 
Detailed 

Instructions

5

Set clear  
expectations

6

Check In 
Regularly

7

Conduct 
project 

overview

8

Effectively



To Delegate 

or 

Not to Delegate: 

That is the 

Question



Keep The Project When But Delegate If….

It takes longer to explain than to complete It’s a skill an employee needs (or a volunteer wants) to 
learn and benefits the org in the bigger picture

It must be done a specific way There is more than one way it can get accomplished

It’s a one-time project It is a recurring task that takes up a lot of time

The skillset is your strength The skillset isn’t your strength

What else? What else?
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What to delegate?

● Repetitive tasks
● One time projects 
● Special skill set 

required -
accountant to help 
pro bono
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Evaluate 
Your 

Mindset / 
Bias Check

Think of volunteers as 

your supporters.

How you treat them as 

people shouldn’t 

change, 

the amount and type of 

tasks support you are 

asking of them should.

Inclusion 
includes your 

mindset 
towards any 
category of 

people
Including

Volunteers



Tap into what 
skills/connections they 
may have that can 
augment your organization. 
Compare the skills 
volunteers have to the 
needs you have

Volunteers Interns
Doctors Pre-Laws

Teachers Chemistry

Flight Attendants Marketing

Government Workers Accounting

Law Enforcement HR

Corporate Trainers Hospitality

Lawyers Education

Runners
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Why does this 
task/project matter?

• What or who will be impacted by completed this 

task?

• What will be accomplished by this project?

• How does it support the mission?



How Can We 

Increase the Chances 

of Reliability?
• What skill set does the volunteer need to 

have to do the task? If specialized, ask 

for examples from their past.
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• Keep your word.

• Ask what questions they have.

• Weave their contributions into the 
organization.

When delegating:



Clear Communication
• Is there a deadline?

• Are there any restrictions or boundaries on making it 

happen?

• Start date? When due? Do they need to be available 

specific times?

• Do they need log in cedentials, or access to files, 

cabinets, spaces, etc.

• Ask them to repeat back to you the end result.

• Inform them about the impact
• Tracking hours – showing how much time has 

been dedicated
• Sharing examples of stories and results that have 

happened as a direct result of their help 
(newsletter)



• Ensure suitable conditions
• Be considerate of their time
• Feedback – Give and Receive
• Check in at beginning a few days/weeks 

into it, and regularly
• Do they have the resources they need 

to complete the task?
• Do they need anything? What is 

progress so far? Are they on target?
• Need encouragement? 
• Change of direction? Any roadblocks or 

challenges?

Care



These build trust which is the foundation of reliability

+
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• Spotlight their accomplishments in team meetings

• Spotlight their accomplishment in local and/or 

national newsletter

• Invite them to community meetings

• Include them in event invites 

• Company Events (as appropriate)

• Team wide Celebrations

• Team meetings (interns)

• Huddles

• Coffee Connections



What Happens If It 
Doesn’t Work?

• Talk to the person to get an understanding

• Start With Something You Appreciate

• Reiterate What You Were Looking for and 

Why

• Ask for Ideas for Changes

• Ask What Feels the Most Challenging

• Give it Another Go

• Follow up on project

• Praise, Guide, or Reassign



What Happens If 
You are 
Delegated TO?

Effective delegation goes both 
ways. If someone gives you a task, 
make sure to ask these questions 
to ensure you understand the 
assignment.

• When is it due?
• How much creative liberty do I 

have?
• What resources are there 

availability
• Is there training I may need to 

help accomplish this task



Delegate a Volunteer Social Activity

How Do You Delegate A Project to Someone?



You Have Just Been Given The Task To 
Complete An Annual Report

What Happens When You Are Delegated 
To?



Resources



36@nicolersmithnet

THANK YOU!!!!

designedToLead nicoleRsmith
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Questions?
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