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Executive Summary 
COVID has changed many organisations’ HR processes, so this report aims to manage and implement a nine-month sustainable SMART remote HR position for Fox's Biscuits. The HR officer will use different platforms to aid recruitment and meet the organisation’s objectives. The report will be guided by the Prince2, Gantt Chart planning tool, and SWOT analysis in addition to other sources. The report findings reveal that the remote HR positions save time, minimises costs and risks, and provides the HR officer with flexibility. The report suggests limitations associated with working remotely, such as technical equipment problems, power and internet outage, or natural disasters, such as winter storms and floods, disrupting the internet and power surge or outage. After three months, the authour recommends a post-project report to determine if the project deliverables are functioning as expected and If the error rates are low.  Also, to determine if the routine activities support the organisation's success. It is recommended that Fox's Biscuits and her sister group use these competencies as a benchmark for selecting future HR officers.  Insights from the report will add to the growing body of work interested in project management and HR processes. 
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[bookmark: _heading=h.gjdgxs]Introduction

COVID has changed how many people globally live their lives, does business, and how employees do their jobs. It has had a profound impact on many organisation's Human Resource Management processes.  For example, COVID has changed how many organisations select, recruit, retain, and keep their employees motivated (BBC 2020). The report will focus on Fox's Biscuits, and the project the author has chosen to implement is a SMART, sustainable HR working plan for Fox Biscuits. The project aims to implement a sustainable project that ensures the human resource project delivers effective and efficient employees who engage, are competent, perform, and address the organisation's retention rate. It is a nine months temporary remote position for an interim HR officer.  Due to COVID-19 to prevent the spread of the virus. The HR officer will use different platforms to aid recruitment, such as Zoom and Microsoft Teams, which will minimise face-to-face interactions.
The report will be guided by the Prince2, Gantt Chart planning tool, and SWOT analysis in addition to other sources. Prince2 is a project management methodology that focuses on the whys, risk cost, and benefits of a project. For example, Prince2 describes critical project management business cases, organisation, change, risk, planning, quality, and progress. In other words, Prince2 acts as the liaison between the project and different teams related to the work that needs to be done, the accountability, and the reporting (Buehring, Simon, 2020). In contrast, Gantt Chart provides a visual of the scheduled task (Sharon, Amira, and Dori, Dov., 2017). SWOT analysis investigates internal and external factors of organisation performance and helps organisations choose the best tools to influence their competitive growth positively. The SWOT analysis looks at combinations of internal and external forces with the four quadrants of the SWOT analysis are its strength, weakness, opportunity, and threats (Abdel-Basset, M., MAI, M. and Smarandache, F., 2018; Widyaningrum et al., 2019).  
Considering the COVID-19 pandemic, the interim HR officer will be working remotely for nine months. The HR officer's objective is to provide skilled staffing for Fox's biscuits and her sister Groups to meet the company's weekly, monthly, and quarterly financial goals. The report will provide a project scope that consists of the following: the project objective, deliverables, technical requirements, and milestones. Also, the report will include a self-development assessment and self-assessment plan for the project manager. In addition, a post-project review with Fox's Biscuits and her sister groups. If the project is not completed within the specified time, the organisation’s objective was not met, and stakeholders and the organisation would be out financially. 

[bookmark: _heading=h.30j0zll]The Project Objective
The project objective is defined as a distinctive set of coordinated actions done within a time
 period that an individual or organisation carries out to meet specific objectives, schedule, cost, and performance parameters (Morris, P.W., 2002, p. 4). The project will be guided by the Gantt Chart and Prince2 project management tools. Prince2 was selected for the project because it is easy to customise for this organisations' project.  Also, is predictive and customer focus. Moreover, Prince2 describes critical project management business cases, organisation, change, risk, planning, quality, and progress. In other words, Prince2 acts as the liaison between the project and different teams related to the work that needs to be done, the accountability, and the reporting (Buehring, Simon, 2020). The Gantt Chart provides a visual of the scheduled task (Sharon, A., and Dori, D., 2017). The Gantt Chart was selected for this project because it breaks down the project into phases and provides a visual schedule on how long the project will take to complete and the different stages of the project. 
The Gantt Chart will include the following information (please see appendix A which provides details of the project planning): activities that will consist of the job advertisement, shortlisting, and interview, which will consist of two parts. For example, written and oral. Also, there will be a stage, including planning, training, development, and termination. Moreover, the project will last for nine 9 months. The project will start on January 15, 2022, and ends on September 15, 2022. The training will last for only one point five months. The job will be advertised for two weeks and two weeks, assigned for shortlisting. The interviewing process will last six weeks, which will break down as follows: two weeks for the written and oral phase and a two-week orientation process. By May 15, the project will begin the development phase. The project will be terminated on September 15, 2022.
Please see Appendix B for a visual description of the project deliverables, which includes the HR requirements. The interim HR manager will remotely lead the project for Fox Biscuits and her Sister companies for nine 9 months. The human resource manager must have the following technical and soft skills. For example, the HR officer must be effective in recruitment training and development. Also, knowledgeable in manpower planning, recruitment in training and development, placement. in job analysis. HR must be competent in selection interviewing, competency modeling, people skills, and statistical, analytical, critical, and research skills. The ability to manage conflict, problem-solving, and negotiating skills. Leadership, influencing, and political skills (Armstrong, M, and Taylor, S., 2014). The HR manager must be fluent in cross-cultural communication, conflict management, problem-solving, and influencing skills. Effective at statistical, analytical, critical, and research skills. Engaging with employees, collaborating with customers. The ability to effectively lead, negotiate, influence, manage conflict, and solve problems.
Furthermore, considering COVID and the current government regulations, the selection process for the interim HR position will be conducted via multiple platforms that support physical distancing. For example, via the company's job posting website, local government job seeker's website, internal, email, and virtual job fair. Only the candidates who are selected will be contacted. The selected candidates will be sent a link to the email provided on their curriculum vitae CV to provide additional information about the job specifications, security clearance permission forms, and the interview day and time. The internal stakeholders for the project are Fox's Biscuits' employees, managers and owners, and their external stakeholders such as their customers and suppliers. Also, society, government, creditors, and shareholders. The term stakeholder is defined as "...[I]individuals, groups, and other organisations who have an interest in the actions of an organisation and who can influence it" (Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991, p61). The interim HR officer will need to communicate with the stakeholders. For example, the HR officer will need to speak to the investors, employees, creditors and shareholders about workplace culture, engagement, employee turnovers, and the business and financial results.  Also, to keep the employees engaged, the HR officer will reward the employees with monetary rewards, wages, and allowances. In addition, the HR will manage and meet the expectations of the stakeholder (employees) by providing them with free training opportunities, merit, and recognition for their efforts (Atkinson, R. et al., 2006; Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991). 
In terms of the manager's expectations, the HR officer will effectively communicate with the manager and ensure that all engagement events are published on time. Brake project and smaller portions so they are easy to understand, and the manager will have no restrictions to participate in the project (Atkinson, R. et al., 2006; Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991). To manage relationships with the customers and to meet their expectations, the HR officer will keep their customers updated and offer the customers extra service for free (Atkinson, R. et al., 2006; Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991). As it relates to meeting the expectations and managing the competitors, the HR officer will need to monitor their performance. Furthermore, to manage and fulfill the community's expectations, the HR officer must keep community members updated by disseminating pamphlets, messages, magazines about the company throughout the communities. Moreover, as it relates to managing and meeting government's guidelines, the HR officer will need to be conscious of the government guidelines and employment laws (Atkinson, R. et al., 2006; Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991). 
There will be a cost associated with the implementation of the project for the nine 9 months. For example, the cost for office equipment such as an all-in-one Brother DCPL laser printer, scanner, and fax is £279.00 and laser cartage costs £129.00 per one X 5= £645.00 and printing paper £57.00 I pack has100 sheets x 6 packs = £342.00. The cost associated with the Alefjall office chair is £229.00, and the Mick office desk is £149.00, Galant office cabinet £249.00. A ThinkPad laptop £10149.00 and a split-screen Lenovo monitor £259.00. 2 people 24 hours daily 7days weekly IT specialists cost to monitor and address risk, secure and troubleshoot HR Officer's home network, including laptops, monitors, fax, landline, and cell phone £8,000 x2 =16,000 monthly x 9 =£144,000. High-speed internet cost per month £33,00 per month x 9 = £297.00. Cost electric charge per month £100.00 per x 9 =£900.00. Plus, the intern HR officer's salary is  £40,859 without bonuses (payscale.com,2021). Therefore, for the nine 9 months, the HR officer will earn £4,540.00 monthly X 9 =£40,859. Pulse the cost or advertising, which is (see figure 1). 
[bookmark: _heading=h.1fob9te]Figure 1: is an overview of the project cost

	IT Cost
	Office Supplies Cost
	HR Salary 
	Advertising Cost for 2 weeks
	Utility Cost

	person 1
£8000
	Brother DCPL laser printer, scanner and fax is £279.00 
	salary £40,859
(payscale.com,2021).
	Company's website £0.0
Internal posts £0.00

	Electric Per Month
£100.00 per x 9 =£900.00.


	person 2
£8000
	laser cartage costs £129.00 per one X 5= £645.00 
	Monthly HR will earn.
£4,540.00
	Email: careline@foxs-biscuits.co.uk  £0.00
Email:foxsbiscuits@togetheragency.co.uk £0.00

	Gas
£100.00 per x 9 =£900.00.


	=£16,000 
	printing paper £57.00 I pack has100 sheets x 6 packs = £342.00
	£4,540.00 X 9month = £40,859

	Local government job seeker's website £89+VAT (reed.co.uk, 2021).
	High-speed internet 
cost per month £33,00 per month x 9 = £297.00.

	£16,000 x 9= £144,000

	Chair £229.00, and the Mick office desk is £149.00, Galant office cabinet £249.00.
ThinkPad laptop £10149.00 and a split-screen Lenovo £259.00
	
	virtual job fair software:
Zoom £0.00 
& Fox's Biscuits Microsoft Teams software  £0.00 
	£900.00.+£900.00 + £297.00 =£2,097.00



	£144,000
	£3,301.00
	£40,859
	£89
	£2,097.00

	TOTAL
	TOTAL
	TOTAL
	TOTAL
	Grand Total £190,257 


The development of the nine months temporary SMART, sustainable working remote position for an interim HR officer, will benefit Fox's Biscuit financially. For example, the company will save money on overhead costs and expenses. Also, the project's development will be a blueprint for the organisation's future projects plus or minus a few adjustments. 

[bookmark: _heading=h.3znysh7]Technical Requirements

The technical requirement is defined as significant characteristics possessed by a person that successfully contributes to organisational performance (Lo, K.P.C., 2013). For example, an HR officer must have the technical and soft skills to fill the position and meet the organisation's objective. For this project, the technical requirements are procedural and technological. So, to meet the objectives of Fox's Biscuits and her Sister group, the HR officer is required to have the following technical skills: 
[bookmark: _heading=h.2et92p0]1.1. SCOPE OF TECHNICAL REQUIREMENTS 
The following are technical procedural requirements of the HR Officer
• Recruitment: training and development
• HR officers must be practical and knowledgeable in manpower planning analysis.
•  Implementing HR policy, performance review
• HR Financial management: budget follow up of staff costs
• Staff planning: workforce planning, forecasting and, succession
management, organisational management (organisational structure and
posts administration).
• Training and development: training administration: planning, booking,
post-evaluation.
• Personnel and payroll: benefits/entitlements check
(payroll simulation), contract management.
• Performance and career development: competence management (job
descriptions), performance appraisal/evaluation, and reclassification
(promotion) (Atkinson, R. et al., 2006; Savage, G.T., Nix, T.W., Whitehead, C.J. and Blair, J.D., 1991).
[bookmark: _heading=h.tyjcwt]Project Specifications Deliverables
The project deliverable is defined as "tangible or intangible product or service that a project produces for its customers, client, or project sponsor. It is the product or service that the project "delivers" to its stakeholders" (Roseke, B., 2016, npn). The goal is to ensure the project is sustainable and satisfactory. Therefore, the project aims to implement a sustainable project that ensures that the human resource project delivers effective and efficient employees who engage, are competent, perform, and address the organisation's retention rate (Lalatendu, J., 2014). The interim HR officer's aim for the nine months is rooted in human capital, which is about limiting risk and satisfying Fox's Biscuits' organisation's performance, the economy, the communities, and the environment. So, what this means for the project deliverable from the beginning of the project, the HR must align with Fox's Biscuits and her sister group organisational mission and provide the resources and workforce that supports their organisations' sustainability (Lalatendu, J., 2014). The HR officer will deliver the project for nine months. The interim officer's critical project deliverables will need to be produced for Fox's Biscuits, and her sister group is staffing planning, recruitment, selection, introduction, and orientation. Moreover, the project will include a plan that outlines the selection and recruitment process—also, the Structuring and development of employees for Fox's Biscuits. 
The project deliverables will consist of a preparation plan which outlines the job description. The next step will involve the selection of suitable candidates for the job. The selection process will be done from different employment platforms such as Fox's Biscuits company's website, employee referrals, and employment job portals. Then there will be the screening process to select the best candidates for the positions. After which, the selection process will be conducted to choose employees for interviews. After that, there will be the post recruitment activities such as salary negotiation, job offer, the formalities such as orientation and training. The verification and proof of address letter the development and coordination for employees' ID and biometric security cards. 
The project deliveries will include a plan that outlines the orientation for the new employees. The orientation will consist of an overview of Fox's Biscuits organisation's and the employees' expectations.  Also, the project deliverables will include payroll, salary deductions, and attendance monitoring—the organisation of and maintenance of the labour, employment and immigration law files. The project will consist of an updated, improved HR practices, policies, and processes. that ensure workers' compliance with Fox's Biscuits workplace policies and procedures. Also, provide managers with meetings and feedback. Also, employee performance rating and salary review. A plan where employees can conduct self-assessments and their training needs. From those needs, assessment pre-training will be planned, and a method for employee turnoff and retention rates. Such a plan involves positive feedback, rewards, recognition, engagement, and motivation activists for employees. Also, an HR database that maintains employees' records, which includes cost-cutting and budget control. Moreover, the plan will consist of communication with employees, such as delivering timely information, employment tasks, answering and addressing employees' and managers' inquiries. The project will include a strategy to help new hires set up new bank accounts and monthly virtual town hall meetings (Dr. Dan Hart personal communication, 2021; Lalatendu, J., 2014)). Also, please see Appendix B, which provides a visual overview of what the project will deliver).
[bookmark: _heading=h.3dy6vkm]Project Milestones
The project milestones are the different transitional phases of the project (Roseke, B., 2016). For example, the completion of the schedule of the project is a milestone or stage. (please see Appendix A) which is a Gantt Chart that provides a visible view of the completed project plan in weeks. Also included in the plan are the different phases in weeks when the training, advertising, shortlisting, and interviews will be conducted in two parts: the written interviews and oral Interviews to select the strongest candidates. Then there will be an orientation process, the development of the candidates, and the termination process after the nine-month is completed. The risk associated with the project is technical equipment problems, power and internet outage, or natural disasters, such as winter storms, a flood that may disrupt the internet and power surge, and COVID preventing staff from showing up for work.
The project manager will create a risk management plan to monitor, control and manage the project. Risk management is defined as a strategy used to manage and ligate risk (Cappelli, P., 2011). Therefore, creating a risk management plan involves identifying the risk, assessing and evaluating the risk, assigning ownership of the risk, creating preemptive responses, and continuous monitoring (Meyer, M., Roodt, G. and Robbins, M., 2011). The identifiable risk includes technical equipment problems, power and internet outage, or natural disasters, such as winter storms, a flood that may disrupt the internet and power surge or outage. An assessment and an evaluation of the risks. The assessment involves the potential damage of the equipment due to technical equipment problems, power and internet outage, or natural disaster will all be considered high risk. The risk evaluation involves keeping a risk file accessible during the project, including repairing, replacing, and implementing backup, generator or solar power, and new pieces of equipment. Also, in case of staff illness, a temporary employment agency will provide a temporary workforce. After that, ownership of each risk will be assigned. There will be a designated IT person responsible for taking care of risk before it becomes an issue.  The pre-emptive responses will involve the project manager and the IT personnel working together by updating the risk assessment file to decide the appropriate response for each risk and continuous monitoring of the potential risk. For example, tracking and monitoring, controlling and preventing any potential risk by reporting and documenting triggers (Meyer, M., Roodt, G., and Robbins, M., 2011).

[bookmark: _heading=h.1t3h5sf]Project Manager and Stakeholder Communication

The project manager will communicate with the relevant stakeholders via multiple platforms. For example, by surveys, focus groups, email, the phone, zoom meeting, Microsoft Teams, and fax. Moreover, to reach out to the stakeholder as a project leader and encourage positive stakeholder engagement, the stakeholder has different communication styles and preferences. The project manager needs to be aware of them. Then the project manager must incorporate a mapping chart that will include when and where each stakeholder's preferred communication platform is.  For those complex groups that are difficult to reach, the project manager will publicise the engagement through different media using a mapping chart, letter drops, resident groups, social media, and interactive websites. As a project manager, one must also be aware, acknowledge and respect change-resistant people. For those stakeholders who are resistant to change, the project manager will provide simple facts about the project, which outline the time and phase of the project, how, when, and where the consultation will be, and how it will be handled. Additionally, what, when, and where the meeting will cover. Furthermore, the project manager must show the stakeholders how they will benefit positively from the change in the future. Making the stakeholder understand their concerns is equally crucial to the project manager (Sterling et al., 2017).
[bookmark: _heading=h.4d34og8]Swot Analysis of Project Manage

SWOT analysis investigates internal and external factors of organisation performance and helps organisations choose the best tools to influence their competitive growth positively. The SWOT analysis looks at combinations of internal and external forces with the four quadrants of the SWOT analysis are the strength, weakness, opportunity, and threats (Abdel-Basset, M., MAI, M. and Smarandache, F., 2018; Widyaningrum et al., 2019). However, for this, the author will use it to do and create a self-assessment plan. Although I am still working in progress while undertaking to manage this project for Fox' Biscuits and her sister group, I could tap into my strengths, which I have developed as a student, such as researching, referencing, paraphrasing, and academic writing skills. With the development of the skills mentioned above, I could develop, strengthen, and hone the following skill sets needed to undertake this project: my leadership, communication, scheduling, risk management, cost management, negotiating, critical thinking, and task management skills. In developing these skills, I finished the project within the given time, stayed within budget, and delegated tasks according to my team strengths.
Furthermore, while managing the project, I had to communicate with my team and stakeholders effectively. The ability to communicate helped me to motivate, encourage morale and build commitment within my team effectively. Also, to negotiate with vendors and resolve conflicts when they arise. My weaknesses in managing the project are overcoming the need to have everything done perfectly, delivering bad news, and taking responsibility for the team's mistakes. I like having good relationships and keeping things positive with people I work with, so being the person to reprimand my team is challenging. Therefore, this allows me the opportunity as a project manager to set clear goals to get the job done well and within the specified time while being respectful of each team member while maximising my existing strengths. Therefore, setting clear goals and accepting that perfectionists are not needed to obtain excellent results will improve my challenges as a project manager in overcoming perfection, giving direction, and managing people.

[bookmark: _heading=h.2s8eyo1]Conclusion

The findings summarized here suggest COVID has changed how many people globally live their lives, does business, and how employees do their jobs. It has had a profound impact on organisations' Human Resource Management processes.  For example, COVID has changed how many organisations select, recruit, retain, and keep their employees motivated (BBC, 2020). Therefore, implementing a SMART, sustainable temporary HR remote working plan for Fox Biscuits was developed due to COVID and government regulations to prevent the spread of the virus. The aim is to implement a sustainable project that ensures that the human resource project delivers effective and efficient employees who engage, are competent, can perform, and address the organisation's retention rate. The project's strengths are that it saves time, minimises costs and risks, and provides the HR officer with flexibility. The most common risks associated with the project are technical equipment problems, power and internet outage, or natural disasters, such as winter storms and floods, disrupting the internet, and power surge or outage. Also, COVID prevents staff from showing up for work due to illness.  A smart risk management plan was created, including a risk file assigned to the IT and project manager to manage control and minimise any potential risk by continuously monitoring, reporting, and documenting triggers. Also, in case of staff illness, a temporary employment agency will provide a short-term workforce.
Moreover, the findings indicate that to reach out to the stakeholder as a project leader and encourage positive stakeholder engagement, the project manager must be aware of each stakeholder’s communication style and preferences. Then the project manager must incorporate a mapping chart that will include when and where each stakeholder's preferred communication platform is.  For those groups of hard-to-reach, the project manager will publicise the engagement via different media—for example, letter drops, resident groups, social media, and interactive websites. As for those resistant to change, the project manager must communicate with them differently by providing them with simple facts about the project. Many human resources processes have changed. It is recommended that a post-project report will be conducted after three months to determine if the project deliverables are functioning as expected and If the error rates are low.  Also, to determine if the routine activities support the organisation's success. In that case, if they are, it is recommended that Fox's Biscuits and her sister group use these competencies as a benchmark for selecting future HR officers.
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Appendix B
	[bookmark: _heading=h.35nkun2]Job Role

[bookmark: _heading=h.1ksv4uv]9 nine months temporary remote position for an interim HR officer
[bookmark: _heading=h.44sinio]
[bookmark: _heading=h.2jxsxqh]staffing planning, recruitment, selection, introduction and orientation, salary review; Implementing HR policy, performance review, HR Financial management: budget follow up of staff costs
[bookmark: _heading=h.z337ya]workforce planning, forecasting and, succession
[bookmark: _heading=h.3j2qqm3]Performance and career development

	Job Description
HR officers must be effective in recruitment training and development, knowledgeable in manpower planning, placement in job analysis. Implementing HR Policy, performance Review
 

	Competency
[bookmark: _heading=h.1y810tw]Knowledgeable in cross-culture communication, conflict management, Effective at statistical, analytical, critical, and research skills. Engaging with employees, collaborating with customers. The ability to effectively lead, negotiate, influence, manage conflict, and solve problems
	Identify Training Needs
The Prince2 will assist with the plan, which helps with employee analysis and self-assessment, and implementation pre-training.  Also, with the implementation of the program that will address employee turnoff and retention rates. The Prince2 does not address employment laws but structure the governance and customer focus (Buehring, S.,2020). 

	[bookmark: _heading=h.4i7ojhp]
	Recruitment, conduct interviews, training and development, statics analysis, payroll. effectively lead a project, ability to negotiate and influence 
	 Skills
[bookmark: _heading=h.2xcytpi]Strategic HRM skills; business skills; learning and development skills. Selection interviewing, competency modeling, people skills, statistical, analytical, critical, and research skills. Manage conflict, problem-solving, and negotiating skills. Leadership, influencing, and political skills 
	Prince2 framework acts as the liaison between the project and different teams related to the work that needs to be done, the accountability, and the reporting. For example, Prince2  describes critical project management business cases, organisation, change, risk, planning, quality, and progress.

	
	-
 
	Knowledge
1). Employment, Immigration, and Tax laws. 
[bookmark: _heading=h.1ci93xb]2). group health insurance 
[bookmark: _heading=h.3whwml4]Contract
[bookmark: _heading=h.2bn6wsx]3). Data protection 4). HR policy and protocols.
[bookmark: _heading=h.qsh70q]5). Fluent in cross-cultural communication &  critical research 
  
	As HR Management Framework, HRM will guide the HR officer in the staffing, job decisions, organisation, motivation and the evaluation of employees, and the organisation's success (Dr. Hart personal communication, 2021).  
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