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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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Managing project successfully requires good communication among team members. The first
step is defining the project communication plan with the project team for communicating in a
reliable and a timely manner amongst project team. This planning begins with stakeholders’
communications requirements analysis by identifying the stakeholders, their expectations, the
communication needs to satisfy their expectations and keep them informed so they can make good
decisions.

It is important that when managing project planning documents along with the team consider
the information needs of the stakeholders, who will communication each message, and how they
should be delivered. The types of information usually will include project status and updates, risks
and action items, performance measures, project delivery acceptance, etc. The flow of
communication during the project will be controlled, and the information will be shared officially
at a central location like shared drive technology. This will make the information available for all
stakeholders with different time zones.

At the end, the team need to be communicated clearly with the stakeholders during the project
closure phase. That includes communicating to all stakeholders that the project is officially ending,
releasing the resources, archiving of project documents, and sharing the lessons learned.



