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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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Introduction

Effective communication is one of the most important elements and requirements for the
success of any project regardless of its different objectives or the field in which it operates,
as effective communication methods and tools would enhance cooperation between team
members and thus facilitate the delivery of information and save time and effort in
correcting errors resulting from misunderstanding or lack of access. The information is
correct and required.

Assignment:

Steps to manage project communications:

Determining the parties involved in the project: In order to communicate with the
parties specified in the project, the parties and the information that each party needs to
be communicated must be determined in advance.

e Communications Planning
¢ Information Distribution

o Performance Reporting

e Administrative Closer

We must first define the following elements before developing a communication plan:
Who are the public or stakeholders: Saudi Post.
Who do you want to communicate with?

Who are the individuals or organizations likely to be affected by the outcome or
implementation of the project?

The type of information to be sent.
What kinds of information do you need to communicate?
Communication tools What are the best tools and tools you can use?

What are the availability and accessibility of these tools for all team members and
stakeholders?

Time to call Determine in advance the schedule of communications, preparation for
meetings and important reports.
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