Design Document

Training Title: Delegation & Prioritization

Business Goal StatusEdge Technologies has grown rapidly over the last three years, resulting in a large number of
and Problem internal promotions. Many of the new managers are struggling to effectively delegate and prioritize.
This is resulting in missed project deadlines, manager burnout due to task hoarding, and team
members feeling underutilized or unclear on responsibilities.

Training should improve team productivity and manager effectiveness by equipping managers with
skills and tools to delegate tasks appropriately and prioritize responsibilities effectively. This should
decrease manager task load by 30%, have a 15% improvement of on-time project completion, and a 10%
increase in team engagement.

Target Newly promoted team leads and mid-level managers in departments like product development,
Audience customer success, marketing, and operations.

Learning Terminal LOs:

Objectives e Apply a delegation criteria framework to determine which tasks can and should be delegated to
others.

e Evaluate team member capabilities and availability in order to match the right person to the
right delegated task.

e Communicate delegated tasks with clear expectations.

e Apply a prioritization model to strategically prioritize tasks.

Enabling LOs:

Define the purpose and benefits of delegation

Distinguish between tasks that must be retained v. delegated

Use a delegation filter to categorize tasks

Reflect on recent tasks completed and classify at least three as high-potential for delegation
Identify key criteria for selecting a team member

Use a team skills matrix or profile tool to assess strengths and development needs

Match task complexity to employee readiness using a situational delegation approach
Analyze a scenario and choose the most appropriate person to delegate a specific task to.
Identify the 4 key components of a successful delegation conversation: context, task, timeline,
and authority

e Draft a delegation message using a structured template or script.




Training
Recommendation

Training
Time

Deliverables

Training
Outline

Differentiate between vague v. specific delegation language

Practice giving verbal or written delegation instructions in a simulated scenario
Explain the purpose of task prioritization and its impact on team performance
Describe how to use the Eisenhower Matrix or Impact/Effort Grid

Sort a list of tasks into priority categories using a provided model

Identify common prioritization pitfalls and strategies to overcome them.

Delivery Method:
elLearning, SCORM-ready Articulate Storyline

Approach:
Interactive information and scenario-based

25 minutes

Storyboard

Published SCORM files
Working .storyline file
Job aid/resource

e |dentify What to Delegate
o Role and Value
m Freesuptime
m  Empowers team members
m Increase productivity
m  Reduce burnout
m  Build trust
o What should be delegated
m Manager tasks
m Delegate-ready tasks
o Knowledge Check
o Delegation Criteria
e Choose the Right Person
o  Why matching matters
m Increase task quality and speed
Built team confidence and ownership
Aligns work to skills and interests
Reduces rework and escalations
Supports team member growth




o Criteria for selection

m  Skill level

m  Availability

m Interest or Motivation

m Development Value
o Using Evaluation Tools

m  Team Skills Matrix

m Delegation Readiness Crid
o Situational Delegation

m Coach

m Delegate Fully
m Direct

m  Support

Knowledge Check
Communicate Clearly
o Cost of Unclear Delegation
m Wasted Time
m Frustration and Rework
m Damaged Trust and Morale
o 4 Key Elements of Delegation
m The Task
m The Why
m TheTimeline
m  The Check-in Plan
o Setting Authority Boundaries
m Inform only
m Empowered to Decide
m Escalate when needed
o Knowledge Check
o Using a Delegation Script
m Setthe stage
Describe the task and outcomes
Explain the why
Deine the scope and boundaries
Confirm support and timeline
Prioritize Work Strategically
o Why Prioritization Matters
m Better Results
m Reduced Stress
m Improved Delegation
m Strategic Leadership
o Common Pitfalls and Biases
m Urgency Bias




m Favoring Familiar Tasks
m Doing it Myself Bias
m Person-Driven Priorities
o Frameworks
m Eisenhower Matric
m Impact/Effort Grid
o Knowledge Check

Assessment Level 2 Assessment:
Plan Scenario-based Final Quiz, 5 questions, passing score of 80% needed (unlimited attempts)
4 knowledge checks - one scenario-based quiz, 2 scenario-based sorts, one scenario-based exercise

Level 3 Assessment:
Observing managers 3-months after the training to confirm delegation models in action. Interviews with managers
and teams. This will include the following:

e Examples of delegation emails, messages, or scripts

e Knowledge of frameworks and example of how those have been applied

e Proper delegation (on-time completion of high-quality delegated projects)




