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Assignment (1)

You are employed as a supervisor at the local mail distribution center. The center
wishes , 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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1. Plan communications management

All about deciding who should get which information, when, where and who should send

it, in what format and by which channel

1. Decide objectives

Purpose of communication

2. Determine audience
Stakeholders (Team members, sponsors, customers, and other interested

parties)

3. Write project message
Actual content to be shared. Key components to be communicated include
scope, schedule, budget, objectives, risks, and deliverables

4. Communication methods & flowchart
Type of communication to be a formal report emailed out or an informal verbal

debrief during a team meeting

5. Set atimeline

a weekly/monthly reports, meeting/deadline
2. Manage communications

Process of creating, collecting and analysis of data, distributing, storing of any
communication reports, retrieving any stored communications, and ultimate disposition

of project information

3. Monitor communications

Confirm the following:

1. Communications as planned

2. Received by proper stakeholders
3. Messages were understood
4

Any relevant feedback was provided to appropriate project members
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https://www.wrike.com/project-management-guide/faq/what-is-a-stakeholder-in-project-management/
https://www.wrike.com/project-management-guide/faq/what-is-scheduling-in-project-management/
https://www.wrike.com/project-management-guide/faq/what-is-a-deliverable-in-project-management/

