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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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Project Manager of
Develop a New Staff Recruitment and Selection Process

In order to achieve the heist standard of recruiting new staff, we have to come up with
a very affective and sufficient selection process for new employees. These procedures will be
implemented on each step throughout the hiring process.

Before starting with this process, the following scope of work (SOW) should be follow:

1- list all achievable objectives of the local mail distribution center and based on that the
size of work will be known and automated after that determine the required number of
new man-power. (1 week)

2- ldentify the main objective and designated roles for each position. (1 week)

3- Announce for new job openings and request for the application CVs. (2 weeks)

4- Put the criteria of selection and assessment of CVs before do interview. (1 week)

5- The qualified candidates should be selected based on the minimum required criteria that
had been set in previous step. (1 week)

6- Contact with qualified candidates for scheduling the interview. (1 week)

7- Evaluate the interviewers and priorities them based on their evaluation and scoring. (1
week)

8- Starting the negotiation of sending offers and get their acceptance. (2 weeks)

9- Hiring the final candidates who accepted the offers. (1 week)

10- Provide an induction program. (1 week)

The project manager must be involved in each above step to:

- Ensure that the project is correctly designed to meet its objectives
- Ensure that the project is completed on schedule, within resources and budget.



