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Assignment (1)

You are employed as a supervisor at the local mail distribution center. The center
wishes to develop a new staff recruitment and selection process, to be implemented
within the next three months. You have been assigned the responsibility of project
manager.

Your Task

Explain (130 to 150 words) how you as the project manager should plan,
manage, and control communication, with the team members to achieve
deliverables. Give reasons.

Best of luck..



JoV C>l4Jl

ddas polal § 5S5ell ufy ol 20355 350 (§ BriueS CalbgaS eladb gl o3
o rimedl e dd gGusn WSS o3

o el

Jalasss O g9 il ppaeS chde o (oS (487150 U1 130 ¢p0) 2l

lacl Ol Gaimad 5,4 sbacl go Juolgill (3 (Sxiby 2
Ll



Project name: Recruitment and selection of new staff

Period: 3 months

Project Manager: Mohammed Abdullah Aldar

Recruitment process has usually its challenge in any organization, while its also

a critical phase that leaves either positive or negative impressions on the new

joining staffs.

| will start by planning for the project so we can deliver exactly as per the plan, in

this phase we will take the opportunity also to discuss with the project team

about all the tasks and so to make sure all are clear about them, and may be

sharing their knowledge and expertise to enhance the outputs:

Setting start and end date in agreement with the management

Required manpower, and clearly identifying their roles

Set the guidelines that we will follow during the project including like
policies, procedures, checklists, and escalation process in case of any
deviation

Put clear outputs for each step (what are the inputs, who will work on them,
time frame and outputs). Having Key Performance Indicators will make
things clear for all the team

Reporting frequency “to update all concerned parties”. | will make sure that
those reports will measure outcomes against the agreed KPIs along with

timeframe.

Once the project starts, in this execution phase | will, make sure of controlling the

flow of the project and interfere proactively in the right time:

1-

Have follow up process implemented, so all involved parties will update the
project status accordingly, that would be on daily, weekly, and monthly

basis, as well if any important fact shall be updated



2- Incase on any deviation from the plan (time, KPI, progress, resource...etc.)
all in the project will be communicated with those updates as per their
functions. This will make things clear and smoother for all the team and
with right expectations. | will make the change in request as well in case
required. So we will aim to have operational and financial targets as
planned.

3- In case on deviation, we will also make sure that we apply the correct risk
management action to prevent any unnecessary consequence on the

company.

Conflict resolution is important to keep the project on tract as well to assure of
delivery of outputs. So as a project manager, | will make sure of good
communication with all parties to understand any potential dispute and solve it
as early as possible.



