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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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e Communication planning:

Create communication system for internal & external \ written & oral
(interactive communication)

1. Encode
2. Transmit Message
3. Decode
4. Acknowledge
e Communication Management:
The process of creating, collecting, distributing, storing, retrieving and the ultimate
disposition of project information in accordance with the communications management

plan.
1- Process: establish policy for receiving all customer’s request.

2- Key inputs: make electronic system or application between customers &
employees.
3- Tools & techniques:
o Electronic system or application
o Daily meeting
Key outputs:
1. work performance information.
2. Chang request.
3. Project management plan update
4. Project document update
5. Organizational process assets updates
e Communication Control:
The process of monitoring and controlling communications throughout the entire
project life cycle to ensure the information needs of the project stakeholders are
met.
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1- Project documents
2- monitoring &control project work.
3- Measure performance integrated change control.



