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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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Plan Communication: Itis identifies how important information will be communicated to

stakeholders throughout the project. It also determines who will be receiving the
communication , how those people will receive it ...

Therefore, to plan communication with new team members we must follow below steps to get
started:

1. Choose a format: where it will be easy to gather feedback on our communication plan.
2. Set a communication goal.

3. Identify stakeholders.

4. Identify methods of communication.

5. Determine frequency of communication.

6. Determine who provides communication updates.

Manage Communication: We can organize our project in a couple different ways :

. Map out A Project Organization: By set a project structure and map it out for the team.
. Make Sure the Team Gets Roles and Responsibilities.
. Prepare Project Status Reports.
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Control Communication: The key benefit of this process is that it ensures an optimal

information flow among all communication participants, at any moment in time , by following
the below steps:

1. Develop project management plan.

2. Organizational process assets updates.

3. Project documents updates.

4. Monitor and control project work.

5. Perform integrated change control
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