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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 first thing:

81% of manager’s time in typical working is spent communicating.
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Communication planning:

Document that guides project communications g 5 sl YLl 4a g3 4845
Stakeholders analysis islasll Claal Jilas

Information distribution: <l sladll & 3 53
Using technology <l sleall 3y il L ol Sl alasil
Formal and informal methods <le slaall x5 53l dsass 1 e g daan I Cullly)

Performance reporting =/2¥! i

Where the project stands ate a specific point in time & & s il g Cuag
Badaa Ayt ) Adad)

Progress reports describe what the project team has accomplished During
a certain period of time e 3l 5 &l JOA & 5 piiall (5158 0 il La palill Ly &5 Caiad
YRTPON|

Project forecasting predict future project status and progress based on
information and trends Sleslaall e ol ansill 5 sl & 5 pdiall Allsy gl
Ll calasy)

Status review meeting often include performance reporting (=t L Llle
a5 AL Cilaa) e Silelaial

Administrative closure: Y 33y
Project archives & siall cilivs )
Formal acceptance < J sa!l
Lessons learned s3l&iudl (5 5l
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