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By Leonard Felder, PhD

Have you ever been up to your eyeballs in work or family responsibilities and then, suddenly, one more additional task or unexpected dilemma makes you feel like exploding? 

As a psychologist, I’ve found that one of the toughest things for most highly-competent people is to delegate tasks or ask for help. Having someone you can trust to lighten your daily load could reduce your stress levels, improve your physical health, and free up your time and energy to truly focus on the tasks you enjoy much more. But here are some of the key reasons why many of us feel hesitant or unable to delegate to others: 

· You might be afraid that no one will do the task with the same level of commitment and care that you would bring to it. 
· You have been burned before when you delegated to others and they simply didn’t do a good job.

· You have a sense of pride or expertise that would be threatened if you let someone with less experience do what you have been trained to do. 

· You’re so busy right now you can’t find the time or energy to teach someone else how to do what might be quicker if you just did it yourself. 

The following exemplifies some of these key reasons. One of my counseling clients is Elaine, a very smart and highly-competent, mid-level manager who also has an aging parent requiring a lot of attention. Elaine told me, “Of course, I know I’m overloaded and I should probably delegate more to my administrative assistant at work and also to my younger sister who doesn’t lift a finger to help out with my aging parent. But to be honest, it’s such a pain to have to teach them, coax them, watch them, correct them, and still not get a final result that matches what I can do on my own—even though I end up exhausted from the long hours.” 

Feeling Overcooked and Frustrated 

Like Elaine, and other highly-competent people like her, if you are not comfortable asking for help or are not very effective in delegating work to others, you probably will find yourself with one or more of the following outcomes: 

A frequent sense of overwhelm that no matter how much you do each day, you still have a big pile of unfinished projects and tasks that you can’t find time to address. 

Occasional or recurring physical symptoms such as back pain, neck pain, digestive problems, sleep problems, or feelings of anxiety or depression because of the quantity of tasks piled up on your “To Do” list day after day.

You might find yourself feeling impatient or resentful toward your loved ones, co-workers, clients, or customers because they don’t seem to understand how much pressure you’re under and they have the nerve to ask you for “one more thing.” 

You probably have felt a nostalgic longing for the quiet moments when you used to have time for relaxation, fun, or pleasant escapes from the pressures you are feeling currently.

How to Improve Your Success at Delegating and Inspiring Others

For 25 years, I’ve been testing out various ways to help smart and responsible men and women to reduce their stress and to be more successful at resolving the pressures they have at work or at home. Here are a few highly-effective ways to lighten your load and increase your productivity and health by learning to delegate to others in a far more creative way than most people do it. All it takes is four quick steps that you can learn quite easily. 

STEP ONE. Select a task that you absolutely don’t want to delegate and that you want to do in your own particular way. 
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Delegating to others doesn’t mean giving away the things that clearly need your personal touch or your intense caring for getting things done correctly. In fact, the first step is to make sure that you reserve the one or two tasks that you strongly know must not be delegated, because only you have the depth of caring and experience to do them right.

For example, Elaine knew she didn’t want to delegate the enjoyable client lunches or the most creative parts of her job. Nor did she want anyone else taking her aging parent to extremely important doctor’s appointments where crucial information and decisions were being discussed. So when I told her about this first step of “reserving for yourself the tasks you truly don’t want anyone else taking away from you,” you could see a sense of relief on her face. She admitted, “I’ll be much more comfortable with the whole issue of delegating to others if I know up front that I can hold onto the one or two tasks that are most meaningful and important to me.” 

STEP TWO. Select a second task that you probably could teach someone to do almost as well as you do it, but it would free up your time and energy for more satisfying activities. 

If you are a creative or intuitive person who doesn’t like doing such tasks as insurance forms, filing, computer data entry, or other detail-oriented tasks, find someone who does enjoy these careful, detailed activities. Whether it’s something time-consuming at work or something stressful in your personal life, make sure you select someone who cares about doing a careful job on this type of task, who makes good decisions, and who tends to be reliable at following through without your breathing down his or her neck. Then treat this person as a valued and important part of your life whose teamwork and insights are definitely appreciated by you. Spend an hour a month with this person, having a conversation as supportive teammates in which you cooperatively divide up the tasks that you’ve been doing (resentfully) on your own. Then let this person know that you are sincerely grateful for how he or she is good at specific tasks. 

As Elaine discovered, “My sister is lousy at being patient or comforting with our aging parent, but she’s good at filling out forms, shopping for bargains, and making phone calls. So when we began to have a monthly conversation where we could brainstorm as cooperative teammates who are dividing up the list of tasks, I told her honestly that I truly appreciate her ability to do the insurance reimbursement forms, to help out with groceries and prescription pick-ups, and to do the careful research for finding certain medical devices that we’ve had to buy for our aging parent. Boosting up my sister and then letting her have these specific tasks has freed me up to do the things I prefer doing.” 
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STEP THREE. Pick a third task that you need help with, providing it will be done a certain way, and then let that designated person(s) know up front that you care deeply about doing this task in an exact way and that you will welcome any questions or clarifications to make sure it doesn’t go astray. 
One of the breakthroughs for many people reluctant to delegate is that in this third type of task, you now have complete permission to be honest and clear that you want one or two tasks done in an exact way, and that you will make yourself available if the delegate has any questions or problems. This clarifies from the start a sense that the delegate should come to you with any detours or changes, rather than having that person assume incorrectly that you want them to stray from the original plan without clearing it with you first. The other person will probably feel inspired and appreciated that you are trusting them with so much honesty and responsibility – especially if you let this person know that there’s something specific about their particular skills and caring which allows you to entrust an intricate task or project to them that you wouldn’t entrust to anyone else. 

In Elaine’s high-pressure job, she began to have a half hour, one-on-one session each week with her administrative assistant to go over a few complicated projects and to brainstorm the ways to keep each part of the assignment up to a high level of quality. Elaine found, “My assistant has become more motivated and far more competent as a result of these weekly check-in conversations. She and I are finally in sync, rather being silent or vague on what’s expected and then getting on each other’s nerves.” 

STEP FOUR. Enjoy the fact that you will have lightened your load by 20-60% by your usage of these various delegation steps. 

Not only will you be preventing lots of wasted time spent on miscommunications because you will begin by clearly communicating your expectations to people and inspiring them to do their best work, but you will also be freeing up time and energy for the other parts of your life that have been neglected recently – your relationships, your friendships, your health, your spiritual life, and your sense of flow and ease – which was up-ended by the huge pile of unfinished projects that were overloading your thoughts.

Leonard Felder, PhD is a licensed psychologist and bestselling author whose 12 books have sold over 1 million copies. He’s also appeared on over 200 radio and television programs, including Oprah, The Today Show, CNN, National Public Radio, Canada AM, and BBC London.

This article is based on Dr. Felder’s highly-acclaimed new book, “Here I Am: Using Jewish Spiritual Wisdom for Becoming More Present, Centered, and Available for Life (Random House/Trumpeter Books, 2011). To order gift copies or for more information on creative tools for making your tasks at work or at home less stressful and more enjoyable, you can visit www.hereiamremedies.com.
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Gratitude is Good for Your Health

Researchers studying gratitude report that practicing gratitude can improve your health and well-being. Robert Emmons, Ph.D. and colleagues at UC Davis randomly divided study participants into three groups, each which made weekly entries in a journal. One group had to write about five things they were grateful for. Another group was assigned to write about five things they found annoying or irritating. And a control group was asked to list five events that affected them in some way. At the end of the three-week study, those who focused on gratitude reported feeling better about their lives overall, were more optimistic about the upcoming week and reported fewer health problems when compared to the group that focused on hassles, or the control group.

Other research on gratitude reports:

Study participants who kept gratitude lists were more likely to have made progress toward important personal goals (academic, interpersonal and health-based) over a two-month period when compared to study participants who did not focus on gratitude.

In a sample of adults with neuromuscular disease, a 21-day gratitude intervention resulted in greater amounts of positive moods, better sleep quality and duration and more optimistic rating’s of one’s life, when compared to a control group.

Cultivating gratitude

If you would like to increase your focus on gratitude, the suggestions below can help:

Maintain a gratitude journal. Set aside time each day to record at least three to five things that you are grateful for. Psychologists say this is probably the most effective strategy to help you create the habit of focusing on the positive in your life. 
Create a list of benefits. Create a list of benefits in your life and ask yourself, “To what extent do I take these for granted?” Seeing these benefits in writing can help you become more mindful of the good things in your life.

Use visual reminders. Use visual cues to trigger thoughts of gratitude. Put Post-It notes listing the things you are grateful for on your desk, your refrigerator or the steering wheel of your car. Or use other devices that signal you to pause and count your blessings. 

Your EAP is here to help

[image: image6.jpg]e )



Remember, your Employee Assistance Program (EAP) is available to help you or your dependents with any personal, family or work-related concern. If you or a family member needs help, why not call an EAP counselor today? We’re here to help.
Recognizing Drug Abuse in the Workplace
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The most recent research reports that workplace bullying is a serious problem. According to a 2010 survey by Zogby International, 35 percent of the U.S. workforce (an estimated 53.5 million Americans) reported being bullied at work. Of these, 9 percent reported they are currently being bullied, while 26 percent reported that at a previous time they have been bullied at work. 
Most would recognize a co-worker at work appearing doped or intoxicated, having the smell of alcohol on the breath, or having hand tremors, as signs of substance abuse. However, direct signs such as these are not always present. Lesser-known indicators of a substance abuse problem at work may include the following: 
· deterioration in job performance

· excessive absenteeism

· accidents on or off the job

· extended lunch breaks or returning late from lunch or breaks 

· chronic irritability, mood swings or attitude changes

· increased problems with – or withdrawal from – co-workers

· unusual patterns of behavior

· poor personal hygiene or grooming

What to do

If you suspect someone at work has a problem with alcohol or drugs, follow the suggestions below:
1. Do not protect the drug user from the negative consequences of his or her drug use. The best way to help a user face an alcohol or drug problem is to make sure you don’t ignore, excuse, or cover up behaviors or mistakes that result from the abuse or addiction. When you cover up for someone, it is called enabling. When you enable, you allow a person to avoid the negative results of using alcohol or drugs. Enabling actually helps the person to NOT deal with his or her problem.
2. If an impaired co-worker threatens your safety…tell a supervisor right away. Also, if you see a co-worker get high or deal drugs on the job, report it to a supervisor as soon as you can.
3. If an employee asks for your help…refer him or her to your company’s Employee Assistance Program (EAP). Your EAP can provide CONFIDENTIAL assessment, short-term counseling, access to substance abuse treatment, and help returning to work for those in recovery.
4. If you need help dealing with a co-worker’s alcohol or drug use…call your EAP for confidential help. An EAP counselor can help you learn how to handle a co-worker’s drug problem in the best possible way.
For Your Information
IMPROVE YOUR SELF-CONFIDENCE

Follow these tips to develop or improve your self-confidence: 
· Greet people you meet with a smile. When you introduce yourself in any new association, clearly state your own name first. Extend your hand first, looking the person in the eyes when you speak.

· Always say “thank you” when you are paid any compliment, by anyone, for any reason. The ability to accept a compliment is the universal mark of an individual with self-confidence.

· When you make a mistake, look at it as a learning experience, not as a personal rejection.

BETTER PARENTING

Kids who feel connected to their family have higher self esteem. They engage in more positive activities and they do better in school. 

Follow these suggestions to stay connected: 
· Eat a meal together

· Schedule time together for family fun

· Schedule time together each night before bed

· Know each child’s favorite song, music group or sports team

· Know what each child worries about

· Talk and laugh together about traditions, events, etc.

· Strive to learn from mistakes, live your beliefs and talk about them

Employee Assistance Program Services
PROVIDED BY YOUR EMPLOYER FOR YOU AND YOUR DEPENDENTS

Your Employee Assistance Program is a prepaid and confidential program designed to help employees and their dependents resolve problems which may be interfering with their personal, work or home life. EAP Consultants offers help for marital and family issues, substance abuse, job concerns, emotional problems, life adjustments, legal issues, financial matters, and elder care and child care referrals.

If you’re experiencing problems which are causing concern, you and your EAP Counselor can work as a team to find solutions.

For assistance, call EAP Consultants at: 800-869-0276 or request services by secure e-mail on the Member Access page of our website at http://www.eapconsultants.com/.
