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BUSINESS COACHING






TOP 5 – Typical Pitfalls

1
Trying to do everything yourself. It is impossible. 

Aim to delegate, particularly the following: 
· Jobs which are routine, require no special skills or are time-consuming, and regular 

· tasks planned in advance. 

· Jobs which someone is keen to take on — delegation can be good training.
2
Failing to brief people properly. 

· Explain the objectives before you explain the task. 

· Encourage ‘ownership’ of the project by whoever is taking it on. 

· Agree support and deadlines. 

· Arrange procedures for monitoring.
3
Aiming for unnecessary perfection. 

Most customers would rather have a good job, completed on time, than a perfect job, three weeks late
4
Agonising over toss-up decisions. 

· If the balance of arguments is in favour, go ahead. 

· If the balance of arguments is against, do not go ahead. 

· If the balance is even, all the available information has been considered, and there is no alternative, do either. There is an equal chance of being right, and no point wasting time deciding.
5
Chaotic filing systems. 

Set aside time, on a regular basis, to throw out all general information over one year old, and to make sure files are in order.
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