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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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1- Plan Project Communication:

Develop my communication plan in conjunction with my project team, not by myself. Focus my
plan on the communication needs of the stakeholders and the plan should be shared with the
team and I need to make sure that my team understand the plan. So, that our client gets

consistent, meaningful information relayed to them throughout the project.

My simple communication plan should capture the following elements:

e  With whom we will communicate.

e What will be communicated (e.g., status report on project).
e  When we will communicate (e.g., monthly).

e How we will communicate.

o Format for our communications (e.g., presentation at the meeting).

2- Manage Project Communication:

Managing communication will involve collecting, creating, distributing, storing, retrieving, and
managing project information. I have to make sure that the right information is sent to the right
stockholders, at the right time, using the right channel of communication as the project plan and I
have to make sure that the information are received and understood by the receiver. Managing
project communication is important factor to meet the stockholder’s expectations.

3- Monitor Project Communication:

I need to control the flow of the communication and the information shared in the
communication. I need to ensure that the information required is being met. Also, I need to track
whether the communication activities had a desired effect by collecting lesson learned,
observation of the team and reviewing issue log data.



