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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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Communication plan
Understand why we need an internal communications plan

We know that communicating regularly with stakeholders improves engagement. It’s critical to find the
right match for our position and company and develop a formal hiring process that is fast, effective and
legal. So for the reason to hire new employees for the project a lot of steps to be taken such as with the
sponsor, the team and HR department like:

Do a research.

Create a standout job description.
Review applicant resumes.
Interview top candidates.

Check references.

Choose perfect candidate.
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Making a diagnostic
We need to be sure of:

e Isthe information accurate?

e Isthe information needed?

e How are regular updates sent?

e Is this information consistent across the organization?
Understand the stakeholders

Communications is geared toward everyone who works within the organization. So there is some basic
information we need to discover:

e Ask them how they feel about the current level of communication.
e Identify how they like to receive information: email, face-to-face, or other options.

Identify information that needs to be communicated

Include announcements about upcoming events, important company information, staff changes, and
other news items.

List methods of communication

e Formal methods like scheduled meetings, company newsletters, all staff emails or meetings, and
reports.

e Informal methods like conversations that take place in offices, break rooms, and during lunch.
Seek final approval

It will most likely be the sponsor.



