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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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the project manager creates the project management plan following inputs from the
project team and the key stakeholder. A project management plan is a formal, approved
document that defines how project is executed, monitored & control.

As project manager you must make sure that below steps are followed in order to
achieve the project objective/ goal:

Develop the scope statement (Objective, Deliverables, milestone, key
requirement, exclusion)

Conduct stakeholder analysis (if you don’t understand what stakeholders want,
along with their organization power and influence, you run the risk of
communicating incorrectly.

Establish and communicate the project plan

Review the work breakdown structure

Keep track of actions, issues & risk

Manage meeting minutes (identify follow-up actions and it should be
documented)

Update the project schedule & review the critical path.
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