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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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Plan Communications

Form a team c of 5 staff 1 supervisor (audience) equipped with 1 PC each with access
to HR portal and email.

Email is the official communication. Meeting weekly covering 3 months.

Applicants will log to HR portal for recruitment request (encoding). HR will receive
(decoding) and acknowledge the receipt.

Manage Communications Staff will collect data for verification and forward it to the
Supervisor for review. Applications will be filed for restricted access, safekeeping.

Weekly, accepted candidates are scheduled for interview (feedback/response).
Supervisor reports results of the interview for Final Acceptance Form will be issued.

Control Communications

The progress is analyzed on the dashboard by the supervisor and recommendation to
be communicated (information distribution and performance reporting) to members
weekly.

For dysfunctional conflict, start with mediation until the level of eliminating the conflict if
required. For functional conflicts, it will be resolved thru negotiation to reach win-win
solution.



