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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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First of all, I will start with initiation and planning phases by making goals
setting and strategic study for the mail office and provide a strategic plan with
the needed number of employees to satisfy the customers and to ensure zero
mistakes.

After that, setting qualification standards in each position and announce that to
start recruitment by interviewing, selecting and recruit the best qualified
candidates.

Work environment will be considered by developing training plan for each
employee and the mixing of experienced and fresh graduated employees to
have both experience and enthusiasm.

Communication will have many channels between the team members by the
tool box, weekly and monthly meetings.

In tool box meeting, the focus will be on the daily activities must be done.

In weekly meeting, the focus will be on the weekly progress tracking between
the team leaders.

In monthly meeting, the focus will be on the goals of the mail office and where
is the delay and the reasons and assigning an employee to catch-up the plan.

The monthly meeting should involve all the mail office employees to have clear
vision on our goals and workflow progression.

At the end, motivating the employees will be implemented by the monthly
worker reward to motivate the others to bring on the best effort for the office.



