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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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Project Manager : Menwer Hashem Almuhanna
To have a successful process of recruitment for develop a new staff recruitment

and selection process it is important to :

1) Define role 2) Selecting Top 3) Interview

1) Define role

It is important to write job requirement in job description when recruiting the new
staff in a project with details :
1. Purpose and responsibility of the job role
2. Eligibility Criteria
3. Knowledge, Qualification, Experience and skills needed for the job role
4. Salary, commission, rate and other benefits

5. Workplace and environment

2) Selecting Top Applicants

Using of the data from above requirements is to select few candidates and call the
and invite for interview.

3) Interview

The selected applicants are contacted through telephone and interview is done to
gather personal information of the candidates and knowledge of their work. Candidates

are assessed for their communication skills, knowledge,experiance.



The budget of the company’s recruitment and selection is considered on the ways
used for Recruitment and the number of new staff requirements. The selected candidates
after the Recruitment process are given a date of joining and the duties by the project

manager.The Orientation inform candidates about the organization and work .

Timelines of this project |1 week [2week |3week |4week |5week |6week
Form submission to adverising
Advertise
Applications send 4 hr
First select of candidates
Letter to candidates and inviting for interview

melines of this project |7 week |8 week |[9week |[10week |11 week |12 week
Selection process

Refereences check Iﬁ

Letter to unsuccessful candidates
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Candidate acceptance of offer |

Letter to candidates and inviting for interview ﬁl:

Total — 11 weeks

[
o

Total time — 12 weeks



