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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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To develop a. Plan Communications Management, | need to determine the
following:

1
2
3

stakeholder’s information
stakeholder’s needs and requirements
Available organizational assets

In these case | will assume the internal stakeholders are:

1
2.

The managers of the department’s that need a new staff

HR department responsible to ensure the organization has the right people, in
the right job, at the right time. And continue recruitment the new staff as per
approved procedures.

The external stakeholder will be:

The job seekers which looking for vacancies

The available organizational assets

1
2
3
4

E- mail system

Web site

Meeting room (may be virtual if it is available)
Employment policy

Steps to manage and control the project communication

Within 1 week the managers of the department’s need to determine the number
the employee they need and their qualification and develop a job description for
each one.

Send the job descriptions to the HR department responsible by E- malil
system(Encode)

HR department responsible review the job descriptions in 1 week and back to
mangers with comments (if there are) (acknowledge) or (decode) and announce
about the vacancies in the organization web site and send response e-mail to the
managers during the 3" week.

Keep the Job advertisement in the website for 3 weeks

HR department responsible collect the employment applications and review it
then chose the top 10 according to the organization employment policy 1 week.
HR department responsible should send the top 10 applications to the managers
(Email) and they should choose top 5 based on their requirements and send it
back to the HR department responsible(Email) within 1 week.

Scheduling (for 2 weeks) interviews between the selected job seekers (by their e
mails getting from the applications) and a committee contain from HR department
manager and the manager of the requester department and HR department
responsible.



- Majority voting between the committee members to accept the new staff in after
each interview.

- HR department responsible continue the Procedures depending on employment
policy to be sur the new staff will be in their managements on the first of the 4™
month.
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