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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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Advanced Project Management
Assignment 1



This document describes the communication management process, within the
local mail distribution center for new project that will enhance the selection and hiring
process for the new employees.

As the project manager for this project, must determine the stakeholder’s
requirements, to organize and document the process and types of communications, also
must recognize, and understand the differences of the backgrounds for the team’s
members for that messages must be deliver in the clearest way, ensure the message was
accurately received and obtain the feedback.

Identifying the requirements will lead to Identifying the appropriate communication
channel either through ‘Email’, ‘phone’, video call or reports. Provide the communication
structure document which will include details on the communicated information where the
information was originate, to whom it was sent, in what format and if it is acceptable or
not. Communication meetings and due dates schedules and clarify the escalation
process. Create progress report to document the progress of the report at each stage,
what accomplished, what is pending, and if the project is meeting the deadlines to keep
the stakeholders informed about the project status and how are resources are used to
accomplish the objective.

Plan and schedule communication meetings with clear frequency, modes,
channels, and objective. Resolve pending issues and conflicts between different teams
and document the output of the meetings. avoid unnecessary meetings, so technical
teams can focus on the technical work. Keep the project communication plan updated
and set the update instructions for others. conclude the project with project closure report
that include the lessons learned from the project, formal stakeholders’ acceptance, and
project archive checklist
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