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10 Tips for Delegating 
As an administrative professional, you likely have many occasions to 
delegate assignments to others—perhaps to people on your team or those 
in other areas of the organization. At times, you may even delegate to 
people who are technically “above” you on the org chart.  

While it can be uncomfortable at first, delegation is an unavoidable part of 
the job. Whether or not you have formal “authority” over others, you are 
expected to use your influence to appropriately allocate work within the 
team when needed.

The following tips will help you delegate in a way that is comfortable for 
everyone involved. 

1. Pick the Right Person 
Ideally, you want someone who has the right skills for the job,  
is motivated, and has the necessary availability. You won’t  
always find that ideal match, so you may need to help fill the 
gaps. That might mean providing more time for them to learn a 
new skill, or helping inspire their motivation, or adapting to their 
timeline. 

2. Be Specific 
What do you need from this person and by when? Make your 
request as clear and precise as possible to avoid confusion. 

3. Articulate Responsibility 
What is your role and what is theirs? This is especially important 
regarding decision-making. Does this person have the authority 
to make decisions about things that impact this task or would you 
like them to come to you? It can also be useful to explain why 
you’re establishing these parameters. 

4. Be Confident 
Use assertive language and a decisive tone of voice. Show 
that you’re appreciative and enthusiastic about working with 
this person, and you have faith in their abilities. But don’t be 
apologetic or overly grateful. Even if you don’t have direct 
authority, delegating is still a part of your job; they aren’t doing 
you a favor and you aren’t indebted to them. 

5. Ask for Agreement 
Verify that the person understands your request and can do  
what you’re asking. Never simply assume! 
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6. Be a Resource 
Your job (as the delegator) is to help them be successful and 
overcome obstacles along the way. If they have questions, need 
additional information, or require more support, find a way to 
make it happen. 

7. Check In and Offer Reminders 
Everyone is busy; don’t just assume they’re on track, especially 
if a task is complex or a deadline is far off in the future. Pop in 
regularly to make sure they don’t forget their commitment and 
that progress is being made. You’re not “nagging.”  
You’re managing. 

8. Ask Why 
If they get off track, find out the cause. Remember that your  
job is to help them be successful, so if something is preventing 
them from following through, you need to know about it.  
Don’t presume they just deprioritized the work. Asking why  
may help you better understand their needs and the obstacles 
they’re facing. 

9. Don’t Rely on Email 
Everyone is overloaded with email, and messages are 
easy to miss. Additionally, email increases your chances for 
miscommunication. An occasional message here or there to 
check-in is fine. However, during initial delegation conversations 
and those that require more in-depth discussion, try to use 
synchronous or “real-time” modes of communication (like phone, 
video conference or a face-to-face meeting). 

10. Document Communication 
Your memory isn’t reliable, and neither is anyone else’s! When 
commitments are made, put it in writing. For example, type up an 
email and share it with the person to whom you have delegated. 
Remind them of what you discussed and any deadlines you set. 
That way, if there was a miscommunication, it’s quickly identified. 
Plus, the documentation provides a reference point for the future 
should something go wrong. 
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