Delegation of Authority

Delegation of authority is the process by which a manager or leader assigns responsibility and
authority to subordinates to carry out specific tasks or activities. It is a key management function
that helps in enhancing organizational efficiency and empowering employees.

Key Elements of Delegation
1. Authority:
o Authority is the legal or formal right given to a manager or employee to make
decisions and direct others.
o When delegating, a manager transfers part of their authority to a subordinate,
allowing them to act on behalf of the manager within defined boundaries.
2. Responsibility:
o Responsibility is the obligation or duty to perform an assigned task.
o While authority can be delegated, the manager still retains ultimate responsibility for
the outcomes of the tasks they delegate.
3. Accountability:
o Accountability refers to being answerable for the results or performance of the
delegated task.
o Even though a manager delegates tasks, they remain accountable for ensuring the
task is completed to a satisfactory standard.

Steps in the Delegation Process
1. Define the Task:
o Clearly identify the task or responsibility to be delegated. It must be specific and
well-understood by both the manager and the subordinate.
2. Select the Right Person:
o Choose a subordinate who has the skills, experience, and capability to handle the
task. Matching the right person to the task is crucial for successful delegation.
3. Grant Authority:
o Grant the necessary level of authority required to perform the task. Ensure that the
subordinate understands the scope and limits of their authority.
4. Provide Clear Instructions:
o Communicate the expected results, timelines, and performance standards. Provide
any necessary resources and information required to complete the task.
5. Monitor Progress:
o While delegation involves giving authority, the manager should still monitor the
progress of the task through regular check-ins and feedback sessions.
6. Evaluate Performance:
o After the task is completed, evaluate the performance based on the established
criteria. Provide feedback and offer recognition or corrective actions as necessary.

Importance of Delegation
1. Enhances Efficiency:

o By delegating tasks, managers can focus on higher-level strategic work while
subordinates take care of routine or specialized tasks. This ensures better time
management and organizational productivity.

2. Develops Employees:



o Delegation helps in developing employees’ skills and confidence. It gives them a
chance to take on more responsibility, improve their decision-making, and gain
experience.

3. Builds Trust:

o Delegating authority demonstrates trust in employees’ abilities. This fosters a

positive working relationship and improves team morale.
4. Improves Decision-Making:

o Delegation often leads to faster decision-making because employees at lower levels

can make decisions without waiting for top management approval.
5. Encourages Leadership:

o When managers delegate authority, they are also preparing their employees for
future leadership roles by giving them opportunities to manage tasks and make
decisions.

6. Increases Flexibility:

o Delegation allows organizations to become more flexible and adaptable, especially in
dynamic environments. Teams can respond more quickly to challenges when
authority is decentralized.

Barriers to Delegation
1. Fear of Loss of Control:
o Managers may fear losing control over tasks or the final outcome, leading to
reluctance in delegating authority.
2. Lack of Trust:
o A manager may feel that subordinates are not capable of handling tasks as well as
they can, which leads to micromanagement instead of delegation.
3. Unclear Delegation:
o If tasks and authority are not clearly defined, subordinates may be confused about
what is expected of them, resulting in poor performance.
4. Fear of Competition:
o Some managers may fear that capable subordinates could outperform them, leading
to hesitation in delegating important responsibilities.
5. Lack of Skills in Subordinates:
o If employees lack the necessary skills, experience, or confidence to handle delegated
tasks, managers may resist delegation.

Principles of Effective Delegation
1. Delegation of Authority, Not Responsibility:
o While authority is delegated, the manager retains overall responsibility for the
completion and quality of the task.
2. Unity of Command:
o Subordinates should report to only one superior for a specific task to avoid confusion
and conflicts in authority.
3. Parity of Authority and Responsibility:
o The amount of authority granted to a subordinate should be proportional to the
responsibility they are given.
4. Clarity in Delegation:
o The tasks and expected outcomes should be clearly defined to avoid ambiguity.
Subordinates should understand their duties and the extent of their authority.



5. Matching Delegation with Capabilities:

o Delegated tasks should match the skills and abilities of the subordinate. Overloading
an employee with too much responsibility or giving them tasks beyond their
competence can lead to failure.

6. Encourage Initiative:

o Subordinates should be encouraged to use their initiative and problem-solving skills

when carrying out delegated tasks.

Benefits of Delegation
¢ Time-saving for managers.
e Improves productivity and operational efficiency.
¢ Enhances employee motivation and job satisfaction.
e Promotes organizational flexibility and adaptability.
e Facilitates leadership development within the organization.



