
Plan, Prioritize, and Delegate



Plan & Prioritize Team Tasks
• List tasks

• Sequence tasks

• Set the timetable for completion

• Match employees to tasks based on skill, ability,
interest, resources, etc.

• Identify the need for additional resources

• Identify potential roadblocks and pursue their
resolution

CRM learning



Follow-up on Delegated Tasks to:

• Ensure their completion

• Support team members

• Uncover and resolve problems
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