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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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As a project manager, | start working on communication plan identifies and how
important information will be communicated to my stakeholders throughout the project.

My project communication plan will include the following:

e The purpose or goals of the communication plan

e Information about stakeholders and their roles

e The types of information that needed to be shared with stakeholders
e The methods used to communicate

o The frequency that each stakeholder would like to receive information

| will start my project communication plan as below

1. communication formats

communication plan templates such as a timeline, flowchart and Communication Matrix
which is including Stakeholder name, method of communication, Frequency and
Priority.

2. communication goal

I will write that communications goals. My goals will keep stakeholders updated on the
project status

3. ldentify stakeholders

| will identify the stakeholders with whom | will communicate throughout the project and
list them.

4. Methods of communication
| need to list how | intend on communicating with those stakeholders.

The below methods of communications will be depending on what my stakeholders are
most likely to see or attend:

Weekly check-ins

Meetings, whether in person, over the phone, or through video conferencing
Meeting summaries

Status reports

o Formal presentations



e To-do lists
e Project dashboards

5. Frequency of communication
| need to List how often | will send out each type of communication and how often |
need to loop in each stakeholder in addition to including this information on my project

management communications plan.

6. who will provide communication updates

It's important that | also motivate, encourage, and cheer the team on. Pausing to
celebrate each incremental victory is one way to show the team how much | value them,
and it will inspire them to keep up the hard work.



