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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 plans is to align company goals and skills gaps with your hiring efforts in
order to strategically plan for the year ahead. A strategic recruitment plan should include
the positions you need to hire for, a recruitment calendar, budget information, tracking
and assessment tools, and other important details about how you will manage your
recruiting efforts.

The first step to creating a recruitment plan is to identify your hiring needs and where
there are skills gaps, your existing talent can’t fill and the time needed to fulfill the
vacancies.

Therefore, the Project Supervisor identified the needs to hire two Post Office Clerks in
three months’ time. The needed skills for Post Office Clerk:

e Active Listening - Giving full attention to what other people are saying, taking
time to understand the points being made, asking questions as appropriate, and
not interrupting at inappropriate times.

e Speaking - Talking to others to convey information effectively.

e Service Orientation - Actively looking for ways to help people.

e Reading Comprehension - Understanding written sentences and paragraphs in
work related documents.

e Time Management - Managing one's own time and the time of others.

e Persuasion - Persuading others to change their minds or behavior.

To be consider, estimate budget shows how much your recruitment costs are going to
be for the year ahead. Bear in mind various costs involved in the recruitment process
that you will need to account for in your budget.
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