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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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The aim of the project is to develop a new staff recruitment and selection proces which needs
to be implemented in 3 months. This part is mainly to develop a successful and affective project
communications where the process will be in 3 stages:

1. Plan Communications Management:

Points Details

- Majed: Analyse recruitment needs and post the job
vacancies on the portal and social network platforms.

=+ 1. Who needs the information? - Sara: Develop job description and conduct
interviews

- New staff: Coaching and training new employees.

- Recruitment Project goals

- Pointers that we get from the centre

- Discussions we did with other staff and departments.

%+ 2. What type of project information - Status report of recruitment and training new staff.
do they need? - Recruitment budget

- Recruitment schedule/timeline

- Recruitment documentation/information

- Access to customer and team member directory

- Department meetings
- Email
- Project newsletters

=+ 3. How the information will be
communicated?

#+ 4. How often you will communicate? | - Daily, weekly and monthly
=+ 5. What is the format for your - Presentation at the meeting
communications? - Documents

%+ 6. How do you know your plan is

) - Using Communications Performance Measures tool
working?

After explaining the project goals to the team, will get their feedback and responses to make sure

that there is no misunderstanding in any point,



2. Manage Communications
+ Collecting project information and storing it in the database to be easily retrieved.

+ Using approved documents and technologies for distributing information.

3. Control Communications
I will use to communicate (e.g., daily progress meeting, weekly emails, monthly management
meetings, etc.) and ask individuals if there are particular ways that will work better for them than
others.
At the end of the project, | would report my findings by presenting my project review and project

closure report to management.

Reasons:

Poor communicating with the project team will have a tremendous impact on the success of the project,
that results in:

e Misunderstanding project goals and objectives

e Missed deadlines

e Conflicts between team members

e Decreased productivity on the project leading to increased timelines and going over budget

e Lack of commitment of project team members in accomplishing the work of the project

Proper communications planning means that we understand our stakeholders and how they want to be
communicated, so that we engage them in the project and get what we need to be effective in meeting

the goals of the project.

The use of technology enables for better control of communications on projects. Effective
communication will enhance the commitment of team members to the project which will enable for

increased project success.



+ Note:

This table is an addition to illustrate the Project Communication Plan:

Communication

Method

Frequency

Audience

Discuss what each
team member did

I:;géf?r: UL Meeting Daily yesterday, what Project manager | Project team
g they’ll do today, and
if any blockers
Share daily progress
VES PIOesE TeamGantt Daily made on project Project manager | Project team
updates /Database
tasks
' Review recru_ltment Project team +
Recruitment . status and point any .
Email Weekly o Project manager top
status report potential issues or Management
delays
. . Present project
SOl Rk . deliverables, gather . Top
(Man_agement Meeting Monthly feedback. and Project manager Management
BT discuss next steps
o Section of Project manager
dC:n;rr:rt:]uetr:?n 0 Email Quarter] newsletter to point to deliver to Wider
ne\F/)vsIetter Y| out the updates and administration development
achievements department
Asses what worked ngeeti.”g%:t
Check list At the end | and what did not roject team
. . Meeting of the work and discuss Project manager .
clearing meeting . . Meeting2:
project | actionable top
takeaways

Management




