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1 Top Tips for Effective Delegation: Skills Towards Work-Life Balance

From the Editor: Most of us are extremely busy in our daily professional lives—some days it may even feel like you are swimming upstream in
molasses. When you are feeling stressed and overloaded it may be time to brush up your delegation skills. Since you are good at your job, people
continually want more of the same from you, leading to being overwhelmed. On a positive note, you're being given a tremendous opportunity to
get around your current limitation of time by sharing the work load with others. If you do this well, you can quickly build a strong and successful
team of people, well prepared to meet the demands that others place on your programs. This is why delegation is such an important skill, and why
we dedicated our front page to provide some useful tips to help you on your path to successful delegation.

by Lyndsay Swinton, Owner, Management for the Rest of Us

No matter where or who you are, there is a time and place for effective
delegation. Whether it's getting the kids to clean the yard or your
accounts manager preparing the annual budget, good delegation skills
are essential if you want to achieve a work-life balance. The art of
delegation, or doing more by doing less, can be mastered if you heed
these 7 quick but reliable tips.

1. No Manager Is An Island. Even though others may have a different
approach or standards, you're setting yourself up to fail if you think you
have to do EVERYTHING yourself. Accept that in today’s
interdependent world, there is a shared responsibility for getting things
done. It's not all down to you!

2. Delegate, Don’t Abdicate. Remember if things go wrong, it's
ultimately your fault! Assess the risk of failure BEFORE you decide to
delegate a task, and manage any risk appropriately. The only person
you can blame is you, for not effectively delegating the task at the
beginning. And you never know, they might even do it better than you!

3. Crystal Clear Tasks If you can't define the task to be delegated, it
isn’'t ready for delegation. Good tasks to delegate are; Specific,
Measurable, Achievable, Realistic and Timebound.... or in other words
“SMART". Fuzzy, vague tasks are impossible to complete or result in
such a mess you've squandered more time than you could potentially
have saved. Part of the art of effective delegation is creating SMART
tasks from fuzzy ones and communicating them clearly.

4. Tools To Do The Job. It's universally agreed that sledgehammers
are way over the top for cracking nuts, and in effective delegation, it's
as important you select the right person to do the task. Some people
could do the task standing on their head, others may need a bit of
direction and coaching. As you decide who should undertake the task,
make an assessment of their skill and will and change your approach
accordingly.

5.1 Say “Tomayto”, You Say “Tomaato” You know what you want to
delegate, and to whom, now it's time to communicate what needs to be
done. You'll both be looking at the task labeled “Tomato” but there’s no
guarantee you're interpretations are the same. Even if you agree on the
pronunciation, a tiny cherry tomato and a large beef tomato are
strangely different fruit. Take some time to check understanding of the

delegated task, including details such as how to get from A to B,
resources required, checkpoints and deadlines.

6. Give Them Enough Rope There is a spectrum of freedom in
decision-making and action taking that you need to consider before,
and during, the delegation process. This can vary from “give me the
information and I'll decide” through to “you decide and do it, no need
to check back with me”. Again your approach depends on the risk of
failure, your trust in the person and their ability to do the task.

7. How Was It For You? Effective delegation is about sharing
workload, with the added bonus of developing skills and
responsibility in others. Maximize the learning experience by taking
time for shared reflection of the task once it's completed — what
worked, what didn’t work and what would you do differently next
time? The most effective learning is two-way, with you gaining
insight into your delegation skills.

These tips will help you achieve a work-life balance, and become
more productive by doing less.

From: www.mftrou.com

Participants at the September 30 Dane County Volunteer
Managers Conference, Creative Tools and Strategies for
Effective Volunteer Engagement, co-sponsored by DCAVS

and the United Way Volunteer Center enjoy networking and
learning together. Anyone interested in helping to plan the

next conference (fall 2010), please contact Sara Minkoff,
sminkoff@wisc.edu. 1
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President’s Report
Glenn Mitroff
Volunteer and Outreach Coordinator

WORT 89.9 FM, Back Porch Radio Broadcasting, Inc.
608.256.2001 — volcoord@wort-fm.org

Preparing to write my final column as President, has given me an opportunity to review my involvement with DCAVS
over the past ten years. While tabling at my first volunteer fair at the UW, | was invited by Kellie Miller to the DCAVS
fall conference. A regular attendee to DCAVS programs, | later joined the Membership Committee for a few years. In
2006, | was asked by then President Rachel O’Leary to fill the open Vice President Position. That August, | became
Interim President when Rachel moved to New York.

| have been honored and humbled to serve as President of DCAVS. Working closely with the dedicated and talented individuals who have
served on the Board during my tenure, we have accomplished much together. In conjunction with the United Way Volunteer Center, we have
continued offering our alternate month “Lunch & Learn” programs and annual half-day conference and have further expanded our high quality,
low cost programs to include: our annual celebration of International Managers’ Appreciation Day (new to DCAVS in 2006); the Professional
Training Series for Volunteer Managers (started in 2007) with an advanced training series being offered this year; and a special workshop in
2008 with Martin J. Cowling of Australia, titled: “Creating a Pro-Volunteer Culture.”

The DCAVS Board has worked hard to maintain optimal levels of staff on the Board and committees. In 2009 we reactivated the Nominating
Committee (currently consisting of Sara Minkoff, Elaine Glowacki and Louise Goldstein) to work on year-round recruitment for the Board and
committees.

As a Board, we've also taken on some big projects. In March of 2008, we moved our “Lunch & Learn” programs to a more central location at
the Madison Concourse Hotel. We launched a new web site and updated our brochure. (Jan Karst is currently taking photos at DCAVS pro-
grams to be incorporated into the next brochure update.) In 2008 our membership approved updated Bylaws. In 2009, we went “green” by
eliminating paper production of our newsletter, replacing it with an electronic newsletter emailed to members.

As President of DCAVS, I've been privileged to share my thoughts with you in this column with special pieces relating to National Volunteer
Week, the United Way’s Community Volunteer Awards and two articles focusing on the role of the volunteer coordinator in dealing with the
death of our beloved volunteers. Thank you for this opportunity!

| hope to see you at our final Lunch & Learn program for 2009 on Wednesday, November 16™. We will begin with a brief Annual Meeting to
review accomplishments from our 25" year and to elect officers for 2010, followed by the presentation: “Program Improvement.”

I'd like to thank Kadie Labadie for her many years of service to DCAVS. Kadie, who held the position as Volunteer Coordinator at Capitol
Lakes Retirement Services, recently moved to Arizona. Kadie served as DCAVS Treasurer and Board member, participated in planning the
annual conferences and Volunteer Managers’ Appreciation Day celebrations and also served on numerous committees and project teams.
Best wishes, Kadie! You will be missed!

In closing, | want to say that | have thoroughly enjoyed my time on the Board. It has been a time of incredible learning and professional
growth, during which I've been able to work closely with wonderful, creative and committed colleagues. I'd like to encourage each of you to
get involved with DCAVS, now or in the future, through participation on the Board, a committee or project—to support DCAVS as it
continues to meet the professional development needs of Volunteer Administrators in our community.

Thanks much!

The Membership Renewal Clock is
Ticking

To enjoy another year of valuable professional development
opportunities, send in your renewal form today. BONUS: Any
organization renewing their membership by December 31, 2009 will
be entered into a drawing to receive a certificate for a free Lunch
and Learn program in 2010.

If you need a renewal form, please contact one of the Membership

Co-Chairs: Kim Viney at kim.viney@oakwoodvillage.net or
608.230.4238 or Diane Jones,

dianej@westmadisonseniorcoaliton.org or 608.238.7368.




| Love Deadlines
by Jan Masaoka editor. Blie Avocado

| love deadlines | like the whooshing sotnd they make as they go

supposed to have found my life parmer by now! Not [o mention the
deadlines for holiday shopping for making personal donations by
the end ol the year, and fof eleaning your otfice.

But don't |et deadlines - real and imagined - make youl crazy Take a
breath Or two. One of the best gifts | evel received was from two
coworkers They schediiied a 3-hotr meeting with me for December
23 'lts an idea we have for a new project. they said  We wani io
be stire thete's enough time o discuss it thoroughly When |
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giving youl this 3-hour period to go Chrisimas shopping ”

Be a little easy on vourself this month if you can We can
appreciate purselves for not only doing much of the heavy ifting In
service provision, but for binding and strengthening communities,
and for providing the vehicles for giving back and for leading social
change Thats all parl of going easy on olrselves oo

lve been lucky 1o have a lie full of love. said Diane Keaton s
character in Marvin's Room. (htip //en wikipedia org/wiki/Marvints
27s Ropm (film) Her nephew asks Becaise so many love you 7'
"No. she answels Because | have had so many peoble b love
Maybe it's impossibly corny o take inspitation from a movie line but
isnt it by working and volunteering at community honprolits that we
1Nt ways to give?

Adapted from http [lwww blueavocado org/




United Way Nonprofit Resource
of Dane County Library

Are you looking for a way to refresh or improve your agency’s
volunteer program in 2010? Would you like some extra help or
ideas for managing your nonprofit? Look no further, we have the
resources that you need to succeed!

The United Way Volunteer Center's Nonprofit Resource Library is
an excellent resource for new or experienced volunteer managers.
With hundreds of titles to peruse, the library has a variety of
resources on volunteer management, time management,
leadership techniques, and risk management, plus numerous other
subjects related to nonprofit development. Whether you are in the
process of volunteer recruitment, seeking guidance with screening
or training techniques, or simply looking for suggestions on how to
work more effectively with youth or older adults, turn to our
resources to help address your specific needs.

The Nonprofit Resource Library is located in the United Way
Volunteer Center at 2059 Atwood Avenue, and is open Monday
through Friday from 8:00 a.m.-4:30 p.m. All materials are available
for agencies like yours to check out for two weeks. Our library is a
great resource for volunteer managers, as well as your executive
directors, development directors, or board members. Come see
what our Resource Library has to offer!

The Network is published bimonthly by Dane County
Administrators of Volunteer Services (DCAVS) as a benefit to its
members. DCAVS promotes successful volunteer administration
by facilitating the professional growth of its members through
networking and training opportunities, as well as providing
support through advocacy for the profession of volunteer
administration in specific, and volunteerism in general. Visit us
on the Web at http://www.dcavs.org/

Editor: Sara Minkoff
Design and Layout: Mandi Miller
Distribution: Ella Benson

DCAVS Board of Directors: President: Glenn Mitroff; Vice
President: Elaine Glowacki; Treasurer: Vacant; Secretary: Mark
Fetzko; Membership Co-Chairs: Kim Viney and Diane Jones;
Newsletter Chair: Sara Minkoff; Program Chair: Judy Kingsbury;
Outreach Chair: Vacant; United Way of Dane County Volunteer
Center Liaison: Kathy Martinson; Wisconsin Volunteer
Coordinators Association Liaison: Elaine Glowacki; Member-at-
large: Deb Crye.

We welcome your contributions, comments and suggestions.
Next deadline: December 3. Contact editor at
sminkoff@wisc.edu or 608.263.7760.

DCAVS Membership Committee members (from left to right) Ella
Benson, Co-Chairs Diane Jones and Kim Viney, and Kathleen
VanDenWymelenberg hard at work at one of their committee
meetings during the summer. More members are needed to serve
on the DCAVS board and all committees to help DCAVS continue to
grow and remain strong, so please consider joining! To find out
more about board or committee needs, please contact Elaine
Glowacki, DCAVS Vice President, elaine@glowacki.org




