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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.

Project: Improve Recruitment Process

(Communication)

1- Hold two meetings, one with stakeholders and the other with all my team members = to
identify their preferences, discuss their ideas, and understand their needs.

2- Assign each member with the appropriate task based on his/her interests and experience.
Create a schedule and set deadlines for each task and email them to all team members = to
make a clear plan.

3- Ask each member to email me with a weekly report, email stakeholders with a weekly report,
hold biweekly meetings with all members after emailing them with agenda, and hold status
review meetings with stakeholders to represent our performance = to make sure that we are
following the plan, keep track of our performance, manage any emerged problem, and smooth
any conflict.

4- Final meeting with stakeholders and all team members (presentation) = to close the project and
receive the formal acceptance.

Best of luck..
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