Delegate & Outsource

Delegation and outsourcing are strategic
productivity hacks that can significantly

enhance your efficiency and effectiveness, both

personally and professionally. By assigning
tasks to others or external entities that can
perform them more efficiently or are better

suited to those tasks, you free up valuable time

and resources to focus on high-priority
activities that align with your strengths and
goals.

Delegation

Delegation involves transferring responsibility for specific tasks
or projects to someone else within your organization or team.
It's not just about offloading work; it's about entrusting tasks to
others while maintaining overall responsibility for their
completion.

« Identify Delegable Tasks: Assess your to-do list for tasks that
don't necessarily require your expertise. Look for tasks that
can be performed well by someone else, especially those
that can serve as growth opportunities for team members.

« Choose the Right Person: Delegate tasks to individuals
whose skills, interests, and development goals align with the
task requirements. Consider the delegatee's current
workload and ability to take on more responsibilities.

« Provide Clear Instructions and Expectations: When
delegating, be clear about the task's objectives, deadlines,
and any specific standards or procedures that need to be
followed. Provide the necessary resources and authority to
complete the task.

« Empower and Trust Your Team: Avoid micromanaging.
Allow team members the autonomy to approach the task in
their own way, making it clear you are available for guidance
if needed.

« Offer Feedback and Recognition: Provide constructive
feedback and acknowledge the contributions and
achievements of those to whom you delegate tasks.
Recognition motivates and reinforces the value of their work.

Pro Tip:

Using alternate teams as a surge capacity
management approach is a quick way to
maintain and uplift momentum and
productivity.
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Outsourcing

Outsourcing involves hiring external individuals or firms to
handle certain tasks, projects, or functions that could be more
efficiently completed outside your immediate team or
organization.

« Identify Outsourcing Opportunities: tasks outside your core
competencies or those that consume a disproportionate
amount of time.

« Research and Select Vendors: Choose reputable service
providers who have demonstrated expertise in the required
domain.

« Define Scope and Expectations: Clearly outline the project
scope, deliverables, deadlines, and quality expectations.

« Communicate Regularly: Maintain open lines of
communication. Regular check-ins can help ensure the project
stays on track and any issues are addressed promptly.

« Evaluate Performance: Assess the quality of the work and its
impact on productivity and business goals. Give feedback
frequently

Increased Focus on Core Activities
(strategic planning, decision-making, and other high-value activities)
Access to Expertise
(Access to specialised skills and knowledge)
Scalability
(Manage workload fluctuations)

Links:

« Use the Eisenhower Matrix to identify
tasks and activities to be Delegated or
Outsourced
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