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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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Introduction:
In the beginning | should now what is the meaning of Project Communication Management.

Project Communications Management:

Includes the processes that are required to ensure timely and appropriate, planning, collection,
creation, distribution, storage, retrieval, management, control, monitoring, and the ultimate
disposition of project information.

The communication management is very important because the project managers spend most
of their time communicating with team members and other project stakeholders, 81% of a
manager’s time in a typical workday is spent communicating.

As a project Manager | should start to develop project communication plan, that mean | will
start to initiate the:

a.

Plan Communications Management:

The process of developing an appropriate approach and plan for project
communications based on stakeholder’s information needs and requirements, and
available organizational assets

Manage Communications:

The process of creating, collecting, distributing, storing, retrieving and the ultimate
disposition of project information in accordance with the communications
management plan.

Control Communications:

The process of monitoring and controlling communications throughout the entire
project life cycle to ensure the information needs of the project stakeholders are
met.

Project Communications Management Processes:

1. Communications planning: determining the information and communications needs of
the stakeholders.

e Every project should include some type of communications management plan, a
document that guides project communications.

e Creating a stakeholder analysis for project communications also aids in
communications planning.

Communications Management Plan Contents:

* Adescription of a collection and filing structure for gathering and storing various
types of information.



* Adistribution structure describing what information goes to whom, when, and
how.

* A format for communicating key project information.

* A project schedule for producing the information.

* Access methods for obtaining the information.

* A method for updating the communications management plans as the project
progresses and develops.

* A stakeholder communications analysis.

2. Information distribution: making needed information available in a timely manner.
e Getting the right information to the right people at the right time and in a useful
format is just as important as developing the information in the first place.
e Important considerations include:
- using technology to enhance information distribution.
- formal and informal methods for distributing information.

3. Performance reporting: collecting and disseminating performance information.
e Progress reports describe what the project team has accomplished during a
certain period of time.
e Project forecasting predicts future project status and progress based on past
information and trends.
e Status review meetings often include performance reporting.

4. Administrative closure: generating, gathering, and disseminating information to
formalize phase or project completion.
e A project or phase of a project requires closure.
e Administrative closure produces.
e project archives.
e formal acceptance.
e lessons learned.

Suggestions for Improving Project Communications:
* Manage conflicts effectively.
* Develop better communication skills.
* Run effective meetings.
* Use templates for project communications.

Team Development Stages:

1. Forming : members become acquainted.



N

Storming : conflict begins.
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Norming : members reach agreement.
4. Performing : members work together.
5. Adjourning : group disbands.

Reasons Teams Fail:

1. Poorly developed or unclear goals.

Multiple interpretations, lack of willingness to work together, increased number of
conflicts.

Poorly defined project team roles & interdependencies.

Lack of project team motivation.

Unnecessary, low priority.

Poor communication.

Poor leadership.

Turnover among project team members.

Dysfunctional behavior.
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