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Communication is really important in a project since 80% of project manager time
spent on communication therefore, highly effective communicator is more likely to

deliver project on time and within the budget.

However, as | am project manager in post office, first step | will set a meeting with high
management to collect and document all information regarding to their needs and

requirements for improving a new staff recruitment and selection process.

After that, share all these information with all my team members via meeting to explain

in details and email to be reference.

In the meeting | will distribute tasks to team member with deadline. Also | should receive
progress report at the end of the week to make sure the objectives are clear to each

employee and following timeline.

By receiving the progress report | will be able to control the project and share it with

upper management.



