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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..
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| would initially starts with clearly understanding this assigment and understand the
scope of this project by do the followings:

Enagaged with the project sponsor to obtain clear direction and what is the scope,
schedule.

Identify all inernal and external stakeholders

Create the Project Charter to agree the role and responsibilities schedule including
tasks, duration and milestones and owners.

Draft the commuincation plan which shall include the detail of stakeholder dictionery,
role and responcibilities, means of commenciation and how frequants.

Draft the Orginsation Chart along with Job Discribtions (JD).

Share the Project Charter, Scope and communication plans with the internal
stakeholders for review and acceptance.

Call for Kick off meeting

Starts follow up meetings either daly or weekly to obtain the updates any delays from
them and produce clear Minutes of Meetings with agreed dates

Review the schedule and track the progress of tasks accomplishment

Report Back to the Sponsors about the project
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