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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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Communication Plan :

e Both team project and project manager must have meeting to start the project
and identify goals , by Project Team Meeting “the beginning of the project”.

o Set the project goals ,schedule , milestone and project timeline, by Project Team
Meeting “Daily “.
Communication Management :

e Apply the criteria required for the job by communicating with the applicants
directly and ensuring their suitability for the job roles ,by Meeting New Employees
Face-to-Face “Daily “ .

e Post any project updates , by Email “weekly “.

¢ Provide feedback to the project team about the project performance, by Email
and Project Team Meeting “weekly “.

Communication Control :

e Follow-up during project implementation to ensure that the project is on track to
meet the required goals , by Email “weekly “.

¢ Review the project status, achieving the goals, schedule, milestone and timeline
report to the project team , by Email “weekly “.



