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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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First identifying the following points:

Goal of the project which is Recruiting program for mail distribution center

Information about stakeholders and their roles

The types of information that needed to be shared with stakeholders

The methods used to communicate

The frequency that each stakeholder would like to receive information

Then, below is the project management communication plan:

e

Communication Objective of Medium Freque Audience Delivera Format
Type Communication ncy ble
Kickoff Meeting | Introduce the Face to Face  Once — Project -Agenda - Soft copy
project team and Sponsor -Meeting | archived on
the project. Review — Project Team | Minutes | SharePoint site
project objectives —Stakeholders and project
and management website.
approach.
Project Team Review status of -Face to Face Weekly @ Project Team -Agenda @ Soft copy
Meetings the project with the | -Conference -Meeting | archived on
team Call Minutes | SharePoint site
— Project | and project
Schedul | website.
e
Technical Discuss and Face to Face @ As Project -Agenda - Soft copy
Design develop technical Needed Technical Staff | -Meeting | archived on
Meetings design solutions Minutes | SharePoint site
for the project. and project
website.
Monthly Project |« Report on the — Face to Monthly = PMO — Slide | — Soft copy
Status Meetings | status of the Face Updates | archived on
project to -Conference — Project | SharePoint site
management. Call Schedul @ and project
e website.
Project Status Report the status | — Email Monthly | — Project — Project | — Soft copy
Reports of the project Sponsor Status archived on
including activities, — Project Team | Report SharePoint site
progress, costs — Stakeholders | — Project | and project
and issues - PMO Schedul @ website.
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