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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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Local mail distribution center - new staff selection process

The mail distribution center is where the mails get filtrated, registered to the system, and
prepared for delivery.

The recruitment plan process shall cover the previously mentioned tasks/activities to
ensure the alignment between the different parties, and the period of the selection process
must not exceed three months.

The recruitment team shall be formulated as per the following criteria:

e Expertise,
e Quick and fast behavior,
e Wide thinking.

Based on the previous criteria, the team member will hold the following rule during the
project phases:

No ‘ Rule Description

Leading the project activities with the team and
reporting to the higher management

Shall hold the responsibility of sourcing the candidate
2 Candidate sourcing through the global network or the relevant and provide
it to the PM and the interviewers

Shall manage the project documentation process from

1 Team Leader

3 Document Controller ) ) S .
sourcing, approving / rejection, and hiring
) Shall Interview the candidates and ensure the suitability
4 Interviewer s
of them for the targeted position
. Shall Interview the candidates and ensure the suitability
5 Interviewer

of them for the targeted position

The open position is:

e Mails filtration Specialist,
e Data entry,
e Dispatcher.



Where each position Job description as following:

Mail Filtration specialist:

Mail Filtration by individual / Companies, and mail type Express / Normal and distributed
to the next stage.

Data Entry:

Entring the data received from the filtration specialist to the system.

Dispatcher:

Instruct the delivery man to deliver the mail as per entred to the system.
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