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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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Planning

- Who, identify stakeholders (post office).

- Why, determine stakeholder expectations (choose the best people for the job)

- What, identify the necessary means of communication with the recruitment officer (for
applicants).

- When, set the time frame or communication messages (submission dates and messages to
candidates)

- How, determine how to send nomination messages (via email, text messages)

- From, ldentify the employees who will communicate with the candidates.

Management

- Collecting and sorting the numbers of applicants for employment through specific means of
communication.

- Collecting and classifying candidates by qualifications and experience.

- Setting the dates for interviews and departments tests required

Control

- Follow-up sorting processes according to the conditions.
- Announcement of the results of interviews and tests.
- Communicating with accepted people and informing them of the dates of start.

Closure\ makinga list of new employees, determining their functions, welcoming them at the
local mail distribution center

One important reason in project communications management is that it helps ensure that the
correct messages are sent between employees, received and understood by the right people
(applicants or candidates).
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