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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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The project manager build the Communication Plan involving team members to
participate. Then present the final one for team members & stakeholders to ensure all

informed and complying.

Communication Plan starts by descripting the goal (support & simplify the exchange
information between the team, document the project stats, & updating stakeholders).
Then informing to submit bi-weekly updates for issuing the Performance Report to be
shared with stakeholders & conducting review meeting first day of the following week
including updating risks & issues registry. All of that using the templates specified in this

communication plan.

Also, inform that once an issue or conflict faced, the Group Lead is responsible to
mediate within a day protecting team harmony. If was not possible then to inform the
PM who should listen & analyze to resolve. If not resolved in three days & harming he

project then to be escalate to Project Management Board.
Attached templates:

1. New candidate information: personal detail, qualification, acceptance & certificates.
2. Evaluating Candidate: skills, experience, certificates, & gap analysis.

3. Candidate Acceptance Summary: whom accepted & rejected with final score.

4

. Performance Report: accomplishment, current & targeted actions, & risk & issues

log.
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