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STRATEGIES FOR
DELEGATING WORK TO YOUR VA

Perhaps you feel you are the only one with the skills to
complete your work. Perhaps delegation can feel like more
trouble than it's worth. However by doing so effectively you
can make a huge difference to your productivity.

Delegating well means finding that balance between allowing people to use their
abilities whilst maintaining an oversight and supporting, to ensure the job is carried out

in a successful way. Successful delegation is also vital to growing your small business.

Now, the good news is you can overcome your fear of delegating so it needn't be a last
resort, but rather an integral part of your growth strategy, allowing you to focus on

bigger, higher priority tasks.

At bizee.co we are passionate about working effectively and productively so we have

put together a series of tips, each one illustrated with easily digestible bullet points to

help you.
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Here are 8 tips and strategies on delegating
work successfully:

1.LEARNTOLET GO
It is hard to let go of your business, it can feel like letting go of a child. It requires both trust and

faith.

e Start of slow and low. Delegate small tasks with minimal skill required to make you more
comfortable.

e Delegation requires time management so it will lighten your load but also increase your
personal efficiency and productivity.A

e Build motivation and commitment by discussing how success will affect the company and your
VA'srole.

e Understand that by delegating you also are allowing yourself the space to continue learning
and improving.

e Don't fall into the trap of doing something because its easy. Your mind should be on bigger

things!

2.BREAK DOWN YOUR WORK

Your work is made of multiple bigger projects and their component parts, but you should break it
down into these parts to see what you can delegate. It's more than you think. Take a little time to
make a flow of your work (Sales flow, CRM flow, whatever it may be) or simply list every task you

do. For example:

e List each individual step you take in getting a customer from a lead to a sale or list each
individual step in a project or area of your work.

e Examine which of these steps can be described and outlined in a process.

e If you teach someone to do even 50% of a project or cover 50% of an area of your work, you
are saving yourself a huge amount of time. You retain control and you can still oversee work.A
e Breaking down your work will also help you understand better how your business works and

where you are being inefficient.
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3.ESTABLISH PRIORITIES:
Make sure you know the priorities of your tasks and be clear about this with your Virtual
Assistant. Understand that which takes more time (or effort) but requires lower skill is the first

thing you should delegate.

e Assess the value of a task to your business (e.g. client vs internal).

e Grade your tasks by skill (it makes sense to create varying degrees of skill category to see what
can be delegated now and what requires more training).

e Assess how much time / effort is required.A

e Define urgent vs important and be clear with due dates.

e Delegate task with lower skills first and progress as your virtual assistant gets more

experience.

4. PREPARE CLEAR INSTRUCTIONS:
A task may seem obvious to you but it isn't to others who do not necessarily know your business

as you do. Document instructions and processes carefully for your Virtual Assistant.

e Make sure you clearly outline what is required.

e Clearly outline the desired outcome.

e Clearly explain how something must be done if the VA has no experience, but allow their input.
e Clearly identify the boundaries (where responsibility / authority ends).

e Prepare clear dos and don'ts about your business, clients or how you work.

e Be ready and willing to answer questions.
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5.DON'T BE SCARED OF TRAINING:
he most common question | hear is "what can a Virtual Assistant do?". The answer depends
almost entirely on what you need. Most skills can be learned.A Along with preparing clear

instructions, training is probably the best investment of your time when working with a VA.

e Train as part of your delegation - there is nothing like practical experience for the purpose of
learning.

e Think of training as an investment - yes, you need to put some time in but in the medium to long
term it will repay you handsomely.

e Teach your VA about your business, explain what you do and how they fit in.A

6.PLAY TO YOUR VA'S STRENGTHS:
Talk to your Virtual Assistant, get to know them. It is no secret in business that people are better

at doing what they enjoy and they have most experience in. Use this to your advantage.

e Find out what your VA's areas of expertise are.

¢ Find out what your VA enjoys doing the most.

¢ Try to be consistent in delegating similar tasks whilst introducing new tasks to build
confidence and ability.

e Look to the future, invest in your VA and find out also what they would like to do in the future.
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7. TRUST AND CHECK, TRUST AND CHECK:
Trust is the best thing to breed a successful working environment and a successful business
relationship. Combined with regular checking and communication it will deliver better long term

results than micro-managing.

e Establish clear timelines.

e Trust your VA to take on the responsibility.

e Make time for progress updates to ensure timelines will be met and in order to provide
adjustments.

e Make sure your Virtual Assistant knows what to do and who to contact in case of problems.

e Focus on results, rather than focusing too closely on how they are accomplished.

8. PROVIDE FEEDBACK:
Clearer communication could probably resolve most problems in the workplace, both before,

during and after tasks have been done.

¢ Take time to review the work that has been done.

¢ Provide constructive feedback on how it might be done better.

e Make sure you also praise good work. Motivation is key to continued successful delegation.
e This process builds awareness and trust from your VA, it also signals that communication is

important to you.

IF YOU WANT TO KNOW MORE ABOUT WORKING WITH A VIRTUAL ASSISTANT AND
HOW A VIRTUAL ASSISTANT CAN SAVE YOU TIME AND HELP YOUR BUSINESS GROW
THEN DROP US AN EMAIL OR GIVE US A CALL!
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