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Supervision and Delegation – Workbook
Objectives:

· Supervisor Definition

· Supervising Tips

· Delegation Definition

· Delegating Tasks


The Supervisor – Supervising is a function of management. A supervisor is responsible for the day-to-day performance of a small group. It may be a team, or a shift. The supervisor has experience in what the group does, but is not necessarily better at it than everyone he or she supervises. The supervisor's job is to guide the group toward its goals, see that all members of the team are productive, and resolve problems as they arise. 

A supervisor may or may not be a manager and does not have the power to hire or fire employees or to promote them. A supervisor usually recommends such action to the next level of management. The supervisor does, however, often have the authority to change the work roles of the members of the team, for instance deciding which individual will work a certain shift. The supervisor is responsible to schedule work shifts, vacations, and breaks.
The supervisor works within many vital roles in our organization:

Coach - A good supervisor places a high priority on coaching employees. Good coaching involves working with employees to establish appropriate goals, action plans and time lines. The supervisor delegates and also provides consistent direction and support to the employee as they complete their action plans. 
Mentor - Usually the supervisor understands the organization and the employee's profession better than the employee. Consequently, the supervisor is in a unique position to give ongoing advice to the employee about job and career. The employee can look to the supervisor as a model for direction and development. An effective mentoring relationship requires the supervisor to accept the responsibility of mentorship. A good supervisor can be a priceless addition to the career of other employees. 

Advocate for the Company - Often, the supervisor is the first person to tell employees about new policies and programs from management. It's not unusual that employees are confused or frustrated by these new actions, and need further clarification and support from supervisors. The supervisor must be authentic, yet tactful. 
Advocate for Employee - The supervisor is often responsible to represent the employee's requests and concerns to management, as well as representing employees for promotion or raises.
Supervising Tips - Here are several guidelines you can follow to make sure your team performs at the required level:

· Define precisely what needs to be done to complete every project

· Have clear goals in mind yourself even if you want your employees to come up with goals as a team.

· Don't assume people know what you want done 
· Just because people are good at what they do doesn't mean they know what you need 
· Be specific -  Have everything written down in as much detail as possible

· Have checkpoints built into each project 
· Review progress as you go instead of waiting until the end of a project or task
· Be clear about what you expect and when you expect it 
· If work isn't done properly, be clear about how to correct it

· Have a clear policy on how to handle mistakes or poor quality work 

· Be considerate and respectful to the people you supervise at all times - People go out of their way to do a good job when they are appreciated 

· Reward good work with recognition and praise 
· Always praise more than you criticize

Follow the golden rule of treating people the way you want to be treated and you will be a great supervisor.

Delegation - Achieving specified results by empowering and motivating others to accomplish results for which you are ultimately responsible. 

5 Steps to Delegating
1. Identify a capable person – You must understand the difference between willing and capable. Many individuals are eager to volunteer for extra projects believing that doing extra advances their career more rapidly. While this is true, remember our definition of delegation. Yes, as the supervisor you are responsible for the results and productivity of your store operation. 
· Always plan your projects, tasks and activities in advance
· Plan them with who will accomplish them in mind – Use the worksheet on the next page to help
· Choose who will perform each project with their specific skills and strengths in mind

2. Explain the objectives – Once you have decided who will perform a given project, explain the “Big Picture”. Communicate how the job relates to the overall goals of the company, or store. Find a way to connect every job however basic or complex to the vision and mission of the organization.
· Set the climate – Make it meaningful
· Have the employee take notes themselves – If you want to give them an outline, first have them take notes. This may seem inconvenient, but this is an important skill for two reasons:
1. It will help them retain and think about the task

2. It will tell you about their ability to listen and follow instructions

· Site the available resources – Make it clear who and what their resources are. When resources include other employees explain that as necessary to all involved. 

· Invite Questions – This is where their notes come in. 
· Many times people will say they understand and do not have any question

· Ask them to take a minute to look at their notes

· Ask “What on your notes may bring up questions during the assignment?”

· Don’t let them off the hook

· Waiting for questions will enable you to cut off possible problems beforehand 

3. Give authority to do it – Communicate that you have given this individual the authority to complete the assigned job. Let the rest of the team know the “Big Picture’ and why you need everyone’s cooperation. 
· Don’t take the “monkey” back – When challenges arise let the employee figure out the solution
4. Monitor the activity – Ask for progress reports during daily huddles or though regular communication. Give appropriate feedback regarding the project and progress.
5. Provide recognition – Make public praise a practice. Inform your supervisor and ask them to do the same. Publish outstanding performance in newsletters. We all love to be recognized, so advance your people by giving them recognition. 
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Supervision and Delegation – Quiz

Based on the material circle the correct answer:

1) The Supervisor is a function of management

a) True

b) False

2) Which of the following is a role of the supervisor:
a) Coach

b) Mentor

c) Advocate for the Company

d) Advocate for the employee

e) All of the above

3) Which of the following is a good tip for supervisors

a) Give an overview of what needs to be done

b) Assume that people know you well enough to meet your expectations

c) Be considerate and respectful to the people you supervise at all times
4) A willing person is always the most capable person for the project

a) True 

b) False

5) When explaining the objectives of a project you should

a) Give the basics and then explain the details later

b) Have the person doing the job take notes as you explain

c) Type a memo with the details and due date

6) When you give someone authority to do a job you should expect to get the “monkey” back when challenges arise
a) True

b) False
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