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Help for the
Overworked
Committee Member

Have you ever heard your president,

or secretary or committee member say:
“I have too much on my plate — can't get
around to that.”

You may have heard your boss, or the
general manager say: “I'm too busy.”

Maybe they are too busy. But maybe they
haven’t had much practice in delegating
— the third of the 4Ds: deal with, delay,
delegate or dump!

If you are a “flat-out” president or a
“snowed-under” secretary, this pamphlet
will remind you that your committee won't
collapse if you don’t do everything — no
one is indispensable!

This resource highlights some common
sense steps to ensure that your workload
will be lighter, that your group won'’t have
members who just “make up the numbers”
and that it will be seen as an effective
team.

Delegation

We all say it's vital, so why don’t we do it?
Do you hesitate to delegate for any of the
following reasons?

* ‘“If you want something done right, do
it yourself.”

e “There are too many problems in
getting others to do it — might as well
do it myself.”

e ‘I don't like palming off the dirty work
to others.”

e ‘I don't like fronting up to people if
they mess up a job I've given them.”

e ‘I don’t want to appear bossy.”

—

¢ ‘I like doing some things myself —
| reckon I've earned the chance for
recognition.”

» ‘It takes too long to explain how to do
it. | just want to get on and do the job.”

* ‘I think you're weak if you have to get
others to do the job.”

Does delegation sometimes fail? Of course
—and it's usually when we don't prepare

properly.

Delegation = Proper Preparation

Here are steps you can follow to ensure
that you prepare thoroughly before
delegating:

STEP 1

What precise job (or part of a job) do you
want done? Define it clearly (ideally, write
it down).

STEP 2

What outcomes or results do you want?
Identify them accurately.

STEP 3

“Horses for courses” — pick the right
person for the job. Consider the following:

* Has the person got time? (However,
don’t choose someone just because
he or she has the time. This can be
dangerous.)

¢ Has the person got ability? (Go back
to the job description and see what
kind of person is needed).

* Can you appeal to the person’s
self-interest?



Can you identify a challenge for the
person?

Can the person work with the rest
of your team? (Some people are
enthusiastic, even very capable, but
if they antagonise others on your
team, they can be a menace.)

STEP 4
Having picked the right person:

Explain the job clearly, avoiding
torrents of words!

Don't underestimate the size of
the job or, even worse, give the
impression that it's not important.

Check carefully that the person has
understood you. This requires tact but
it is essential.

STEP 5

Wrap up the agreement:

Agree on the time for finishing all
and/or each part of the job.

Discuss and agree on the outcomes
of the job.

Find out if the person needs
resources or help of any kind.

STEP 6

Keep your eyes open!

Don't be a nag — but take a keen
interest in progress.

Ask precise questions, not: “Is it going
well?”

e.g. How many?
Who?

Where?

STEP 7

Review and reward!

* Look at the successes and shortfalls.

* ldentify the causes of the shortfalls.
(Perhaps you didn’t delegate
thoroughly!)

e Try to give recognition — no matter
how small.

Finally

Former 10C President,
Juan Antonio Samaranch said:

“The cemeteries are full of people who
thought they were indispensable”

(The West Australian, 11 July 2001 p115)

Other Resources

This resource is part of the Club
Development Scheme, which provides
assistance to Western Australian sport
and recreation clubs and organisations to
become better managed, more sustainable
and to provide good quality services to
members and participants.

Other resources in the series are
available on the department’s website
www.dsr.wa.gov.au.
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www.dsr.wa.gov.au

METROPOLITAN

246 Vincent Street, Leederville WA 6007

PO Box 329, Leederville WA 6903
Telephone (08) 9492 9700
Facsimile (08) 9492 9711

Email info@dsr.wa.gov.au

GASCOYNE

4 Francis Street, Carnarvon

PO Box 140, Carnarvon WA 6701
Telephone (08) 9941 0900
Facsimile (08) 9941 0999

Email gascoyne@dsr.wa.gov.au

GOLDFIELDS

106 Hannan Street, Kalgoorlie

PO Box 1036, Kalgoorlie WA 6430
Telephone (08) 9022 5800
Facsimile (08) 9022 5899

Email goldfields@dsr.wa.gov.au

GREAT SOUTHERN

22 Collie Street

Albany WA 6330

Telephone (08) 9892 0100
Facsimile (08) 9892 0199

Email greatsouthern@dsr.wa.gov.au

KIMBERLEY

Broome

Unit 2, 23 Coghlan Street, Broome
PO Box 1476 Broome WA 6725
Telephone (08) 9492 9650
Facsimile (08) 9192 2436

Email kimberley@dsr.wa.gov.au

Kununurra

Government Offices

Cnr Konkerberry Drive

and Messmate Way, Kununurra
PO Box 1127, Kununurra WA 6743
Telephone (08) 9166 4900
Facsimile (08) 9166 4999

Email kimberley@dsr.wa.gov.au

MID WEST

Mid West Sports House

77 Marine Terrace, Geraldton
PO Box 135, Geraldton WA 6531
Telephone (08) 9956 2100
Facsimile (08) 9956 2199

Email midwest@dsr.wa.gov.au

PEEL

Suite 3, The Endeavour Centre

94 Mandurah Terrace, Mandurah
PO Box 1445, Mandurah WA 6210
Telephone (08) 9550 3100
Facsimile (08) 9550 3199

Email peel@dsr.wa.gov.au

PILBARA

2/3813 Balmoral Road, Karratha
PO Box 941, Karratha WA 6714
Telephone (08) 9182 2100
Facsimile (08) 9182 2199

Email pilbara@dsr.wa.gov.au

SOUTH WEST

80A Blair Street, Bunbury

PO Box 2662, Bunbury WA 6231
Telephone (08) 9792 6900
Facsimile (08) 9792 6999

Email southwest@dsr.wa.gov.au

WHEATBELT

Northam

Mclver House

297 Fitzgerald Street, Northam
PO Box 55, Northam WA 6401
Telephone (08) 9690 2400
Facsimile (08) 9690 2499
Email wheatbelt@dsr.wa.gov.au

Narrogin

John Higgins Centre

Clayton Road, Narrogin

PO Box 54, Narrogin WA 6312
Telephone (08) 9890 0464
Facsimile (08) 9890 0499
Email wheatbelt@dsr.wa.gov.au
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