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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 goal in sight is to develop the processes required to ensure timely and
appropriate, planning, collection, creation, distribution, storage, retrieval, management,

control, monitoring, and the ultimate disposition of project information.

In this short essay, | will seek to shed light on a few important issues as part of the

endeavor towards establishing (effective communication) for this project.

Given the task at hand concerns the communication amongst (team members) only,

apart from other stakeholders, I will limit my explanation accordingly.

The starting point should be getting to know the members in more depth, through proper

introduction. This entails making some time to recognize the folllowing:

e Their backgrounds
e levels of expertise,
e perspectives and interests,

All of which would impact the project execution at a later stage.

The following focus areas will then be addressed as described below:
1. Planning communication,
Here, we will look into:
a. the information needs of team members (what they do & don’t know
already, and what will they need to know throughout the project)
b. the best channels of communications within the team
c. the manners in which we will exchange feedbacks and acknowledge the
receipt of information
2. Managing communication,
Here, we will strive to standardize the following as much as possible in accordance with
the previously developed plan so as to ensure a smooth run of information
throughout the PLC. Major (processes) here are:
a. Distribution of Information, for which | would suggest defining a time limit

for every single activity of info. circulation or cascade that shouldn’t be



passed. This shall encourage the active interaction amongst team
members and decrease unnecessary delays.

b. Performance Reporting: for which | would seek to simplify it through
readily accessible templates for every project activity, stage, milestone
and learned lessons. This would go along way in making the activity
of reporting much convenient, less of a burden and more
contributing to project success

c. Administrative closure: here, a way of formalizing a phase completion
shall be designed to distinct it from routine day-to-day

communication.

3. Controlling communication,
And last but not least, a few control measures would be put in place as a means to
formalizing communication and achieving the defined targets (an example was

formally mentioned concerning defining time limits).



