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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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Answer:

As per high level management requirement, I'm as the project manager need to
supervise the process to develop and selection of new staff employee as requested by
my management. So, | need to choose the right hiring process to meet the defined
goals. Moreover, in this task, | should be to ensure the right hiring and selection of the
right employee at the right place, so | will be defining the role and selecting the top

applicants.

During the hiring process, | will focus to create the job description with the exact job
requirement in the project template. It includes the purpose of the job roles and similar
responsibilities. Also, interest in the eligibility criteria, knowledge, qualification, and all
skill needed for the job roles. Also, selecting salary rate and other benefits based on the
specific budget from my high management. And finally, | will be selecting the workplace

and appropriate environment for my employee.

During the project life cycle that | discussed above, | should be managing the
communication with my colleagues from other departments like the HR and finance
teams, and also senior managers through the process of creating and collecting
information even | can ultimately make decisions in the project that synchronize with a

management plan.

Regarding the control and planning communication for the above project, | will monitor
and control the communication throughout entire project period because this assists me
to ensure the information needs of the project management are met. Also, | will create a
document that includes some types of communications management plan like (Email,
Meetings, project plans, statues report, and etc...) because this assists me to guide

communications and management analysis for my project.



Regarding my team members, indeed | will discuss roles and responsibilities with them,
and | will make sure team members know what needs to be done before they get
started with their tasks because it's very important to start clearly. Also, | will determine
the preferred way of communication with them through (mails, calls, meetings, etc...).
Moreover, | will listen to them., and also share decisions and ideas. In addition, | will
respect my team because if when | treat them well, sure they will treat me well in return.
Also, very important to keep my team in the loop and send out weekly, monthly update,

or even daily to ensure the team involved is informed and update.



