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How well do I Delegate? 

This questionnaire is designed to give a general assessment of your delegation skills. Put a tick in the 
box nearest the statement that best represents your approach. So, for instance, if your approach is 
halfway between the two put the tick in the middle box. Then add the figures up for each box you 
have ticked: the values are at the top of each. This gives you your total – see how you did by reading 
the table following the quiz. 

 

Statement 5 4 3 2 1 Statement 

1a I believe it is important to 
delegate a task that may be at 
the limit of a team member’s 
current abilities 

     1b I delegate tasks that I don’t like 
doing myself and never 
delegate anything unless I am 
sure that others can handle it 

2a I assess a person’s strengths and 
weaknesses before delegating a 
project and make sure they have 
the backup they need 

     2b I would delegate far more if I 
felt that my team members 
could handle it 

3a I could usually do tasks that I 
delegate more quickly myself but 
what I delegate is not crucial to 
my current job priorities 

     3b If I can do something myself I 
usually do so, even if it means 
another key task is postponed 

4a I think others learn most 
effectively through doing a 
variety of jobs. I am pleased 
when a member of my team 
takes a better position in the 
organisation or elsewhere 

     4b I would like to give team 
members opportunities for 
advancement but there is 
seldom any time to do so 

5a I never do anything that can be 
handled by somebody on my 
team 

     5b I often do trivial tasks 

6a I always plan delegation in 
advance, knowing what to 
delegate and who will be given a 
project ahead of time 

     6b I delegate as and when it 
becomes necessary to whoever 
has the lightest workload at the 
time 

7a Before delegating a task I think 
about what should be achieved, 
how the task should be done and 
ho w long it should take. Where 
possible I agree this with the 
person doing the job beforehand 

     7b I always give objectives, the 
way I want the job done and 
when it has to be done by 
when I tell tem they have the 
job 
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Statement 5 4 3 2 1 Statement 

8a I think regular updates on how 
delegated work is going are vital 
and I set up times for progress 
reports at the start of the project 

     8b I call people in to discuss 
progress on tasks only if I have 
some spare time 

9a I always stick to a ‘hands off’ 
approach on jobs until the 
agreed review date/time 

     9b I step in at once if I hear or 
suspect a delegated job may 
not be going right 

10a At the end of a project I think a 
review of what was done and 
how is vital 

     10b Making time for reviews is not 
important – after all, the job is 
done. 
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How Did You Score? 

More than 45 

Your delegation skills appear to be good. Those in your team should have a fair idea of what you 
want and when you want it done. However, there may be one or two parts in which you did not 
score 5 – you may want to improve these slightly weaker areas. 

35 – 44 

Your delegation skills are reasonable but in some areas development can make them even better. 
Consider the areas where your scores were lower – these are where you should try to improve. 

25 – 34 

While you have some skills in this area you can achieve considerable improvement in your 
performance, and that of your team, by spending time developing skills in the areas in which you are 
weak. 

15 – 24 

Your delegation skills are not good and you need to make a concerted effort to improve them. It is 
probable that your team is not performing as well as it could, as a direct result of your weakness in 
this area. 

10 – 14 

Your skills need substantial improvement in many areas. Your team is almost certainly under-
performing because your delegation skills are poor. They are not being given the jobs they are 
capable of. You are probably spending much more time than you should on jobs you could get the 
team to do. 

What Does this Tell You? 

Unless you scored 50, there is scope to improve your delegation skills. Rum back through your 
statements: the first five show your attitude to delegating to your team, the second five how you do 
it in practice. The best score for each pair of statements is a five, so the lower the score the weaker 
you are in this area. What the best approach or action is for each question is indicated by the left-
hand statement. 

 
 

 


