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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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Recruitment Plan

1- Determining the required job specialty and number of vacancy.
According to field analysis and inputs from each department.

2- Coordinate with legal affairs department to prepare the job
description requirements and offers which include:
A. Duties.
B. Responsibility.
C. Minimum requirements list.
D. Interview template.
E. Contracts.
F. Package offers.

3- Seeking Candidates via available media or agencies.

4- Sorting and validating Candidates CV’s and qualification
according to prepared list of requirements.

5- Conduct interviews.
6- Conduct final selection according to scoring.
7- Sign contracts as an under-evaluation employee for 3 months.

8- Via direct evaluation and each department heads evaluate
during the 3 months then proceed to final selection
accordingly.



