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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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Project Objective: Develop new recruitment and selection Process within three months

To start with the project, group of 5 staff are selection to deliver the project within three
months. As a project manager, the entire communications plan with the team should
developed based on the company available resources like available forms, meetings rooms,
email infrastructure and physical or virtual storages for the applicants.

During the project execution, the monitoring of the project progress with the team shall be a
bi-weekly physical meeting where the progress reports will be discussed among the team. The
invitation for the meeting shall be though email that include (Previous Reports, Date, time,
agenda, responsibilities and tasks review).

As the project closes to the end, the meeting will be increased to a weekly meeting and the
deliverables are being prepared for final version (Demo) before signing off by the stakeholders
for the live applications.

After the project is approved, all communications and lesson learned shall be collected and
stored for future references.



