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Instructor's Name:
Eng. Amaal Aburumman

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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TO WHAT

MESSAGE STAKEHOLDERS METHOD OF COMMUNICATION FREQUENCY PERSON(S) RESPONSIBLE
. . One time then as
Kick off meetings needed
Goals/Scope Internal Team Members Storage: Blackboard Project Executive Steering Committee
Web site (excluding budget info.)
Business

Requirements

Project Team

User and Functional Requirements Document

During Planning Phase

Team Leads

Technical Standards

Project Team

Technical Architecture Design Documents

As needed

Roles/Responsibilities

Internal Team Members

Kick off meeting

Project Meeting/Minutes

At project onset; during
planning phase; as
changes occur to

Project Executive
Team Leads

Operational Leads

Status Reports

Internal Team Members

Team RACI

personnel
Action Logs
Storage: Blackboard
E-mail Monthly
Meeting Minutes As Needed

Program Scorecards
Project Scorecards
Financial Summary

Storage: Blackboard and website

Communications Team

Impact to other areas

including process, Division and Team Leads Project Meetings As detected Everyone
business and A dined in Ch M t and
organizational s outlined in Change Management an
ch%n Relevant Team Members Communications Process As needed Team Leads
ges
Project Meetings/Risk Management Plan Everyone

Issues/Risks

Team Members

Storage: Issue Log on Blackboard

Immediate upon event

Fiscal and
Operational Info

Leadership Team

Project Meetings

Storage: Blackboard

Weekly

Project Executive and Project
Coordinator (program level)

Project Managers and Team Leads
(project level)
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