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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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Communications Plan:

1. Determine the team’s communication needs because Different projects require
different communication plans.

2. Define the purpose of the communication because there must be a purpose
behind each communication event.

3. Choose how to communicate because the communication plan should determine
which communication methods or styles to use for certain communication items.

4. Determine how frequently to communicate because not enough communication
is bad for projects, as is too much communication.

5. Determine who provides communication updates.

Manage Communications:
Ensure that every team member gets the right information at the right time and in the
right way. Collect and store information in a place that any team member can access at

any time he needs it as per the communications plan.

Control Communications:
Evaluation for all communications processes and ensure that all information reaches the

team without any problems. solve any conflicts between the team.



