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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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Plan Communication

Determine the stakeholders and set up a meeting with them to discuss about their
requirements of the new employees such as the numbers, the positions, the years
of experience and the major. Storage the data to apply them when we receiving

the CVs.

Manage Communication

Gather sufficient information on employees and collect CVs to distribute them to
team members to interview them. After that the team will sorting the candidates
and contact them to negotiate the job offers. Add all the new employees’

information to the data archive.

Control Communication

Create a detailed reports for the new employees, record all the progress for each
week with the project current status and share it with the stakeholders. Share a
job performance report for the new employees with stakeholders. Finally share
with stake holders the changing report if they need to change anything during the

project and recorded them.



