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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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When starting a project communication plan, we must identify the relevant stakeholders
and algin with the stakeholder’s unique needs, fulfil their expectations and requirements.
Feedback should be obtained and double checked that the plan is understood and
achieves the requirements prior to finalizing the communication plan. Usually within big
companies where a project department exists templates will be available to help in having
a standardized theme where projects teams must follow.

The medium in which the information will be collected through and distributed between
stakeholder will be by creating excel sheets and having them on the cloud and giving
access to the relevant stakeholders to input their information and create a log for tracking
the information and documents produced from this project to have fast access/retrieval.

Weekly checks will be conducted to the communication plan and audit if all the
stakeholder’s needs are met and control if all needed stakeholders are feeding into the
project the needed information.



