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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:

Understand the requirements and defining the communication plan of
communication stakeholders need from the project, moreover, the
communication styles to effectively address these requirements and make
good decisions as following:

e Decide the objectives(the purpose of the communication).

e Determine the stakeholders

e Write the message(the message be for each type of communication).
e Choose the channel(the message how to be delivered).

e Set a timeline(When will deliver the message).

Manage communication:

Once the project communication management plan has been created and
approved, | ensure it's carried out successfully based on managing the
execution of the project communication management plan as following:

e Creation of messages for communication.

e Collection and analysis of data.

e Transmission or distribution of communications.

e Storage of any communication reports, files, emails or documents.

e Storage of any communication reports, files, or documents.

o Disposal of any old communications upon project closure or a set
date.

Control communication:

Making sure the right information is available to the right people at the right
time to controlling communication on the project as following:

e Communications went out as planned.

e They were received by the proper stakeholders.

e Messages were understood.

e Any relevant feedback was provided to the appropriate project
members.

e |Issue logs.



