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Introduction 
Unilever PLC is among the biggest companies in the United Kingdom and different other countries in the world with its headquarters in London England. Some of the products produced and sold by Unilever include condiments, food, minerals and supplements, wellbeing vitamins, ice cream, beauty products, toothpaste, soap, and personal care products. The company has a presence in at least 190 countries with about 400 brands and a turnover of about 51 billion euros in 2021. Regular hand washing and maintaining hygiene are the backbone of preventing the spread of COVID-19. These are the cheapest, affordable, and most effective measures for containing and preventing the spread of COVID-19. Unilever has played a significant role in producing hygiene products such as soaps and sanitizers as well as developing programs that help people adopt better hygiene habits.  COVID -19 has also disrupted Unilever’s operations in the United Kingdom where it has been forced to come up with different measures to prevent the spread of the virus among the employees. It has also developed measures to ensure it continues with operations amidst the many government policies like lockdowns and keeping physical distance.  The challenge has also been keeping its employees safe while meeting its demand for various products within the United Kingdom.  The company has also adopted work-from-home measures where some of the employees are mandated to work from home as a way to reduce overcrowding in the workplace.  The employees require undergoing training to equip them with the necessary skills to adapt to these changes and ensure that they are equipped with the necessary knowledge and skills to work optimally whether remotely or in the office.  This means that a training project is needed to make sure all employees are familiarized and equipped with the new skills and requirements for them to continue working optimally during and after the COVID-19 pandemic.
Basic project outline
COVID-19 has drastically changed the way people and companies have been working or going through life. Even before the pandemic, technology changes and new ways of life and working were also disrupting operations in companies and organizations. Companies have been conducting training projects for their employees to ensure their skills and knowledge is aligned with the changes.  However, the changes that have been brought by COVID -19 are drastic and any company or organizations that do not develop measures and policies to adapt to the changes are more likely to fail or eliminated in whichever industry they might be (Lythgoe et al., 2021). Unilever workers have to be equipped with the right skills to match the changing roles and activities. These roles and activities are more inclined on remote working and automation as well as the increased use of Artificial Intelligence (AI).
The training projects should equip the employees with the right skills and knowledge to work remotely. The most crucial skills that the employees should gain include organizing and planning, technical knowledge, collaboration skills, communication skills, adaptability skills, and teamwork skills. The organizing and planning skills will enable the employees to maintain disciplined and self-motivate at home where there will be no supervisors or managers. These skills will also enable them to get the assigned work finished at the right time and done the right way. The technical knowledge will equip the employees to gain skills and know-how on how to manage tools and applications from their devices. This will enable them to work effectively as well as communicate with other team members in remote places and those who will still be working in the office. Some of the tools that the employees will be frequently working with include videos, instant messaging, web conferencing, project management, and document sharing tools (Litsova, 2020). The employees should also be taught how to be flexible, reliable, and prepared in case these problems arise regarding the use and functioning of these tools.
Collaboration skills are needed to ensure they continue to collaborate with other employees working remotely and the few who will be in the office carrying out roles that cannot be done remotely.  To enchase the collaboration, the training should be undertaken to ensure that trust among the team members and routine checks are done regularly to confirm that everything is still going according to the plan. Communication skills are crucial for any successful virtual or remote team. The employees need to be trained on how to use various communication tools like calls, email, video, instant messaging among others (Alimah, 2021). They should also be taught how to send, receive and use the shared information to complete their tasks more effectively and on time.
Teamwork skills will also enable the remote employees to effectively work as effectively as if they were all in the office. Teamwork entails effective communication, conflict management, respectfulness, and employees' ability to understand and listen to other team members’ opinions. Adaptability skills will enable the employees to easily adapt to the new working environment and new technologies. The employees need adaptability skills to deal with new challenges such as laptop or internet breakdown as well as discipline in maintaining an optimal work-life balance (Litsova, 2020). The remote employees will not require constant monitoring or relating with their colleagues while at home and therefore require self-motivation skills to keep them enthusiastic about their work and be self-starters with less need for direction.  This will also enable them to set individual goals, develop a working schedule, estimate timelines and set achievable goals. 
Stakeholders’ analysis 
The training project will involve various stakeholders within and outside the company. One of the major stakeholders is the employees who need to be involved in the training project and should include all employees who work remotely and those working in the office. The reason for including all these employees is because regardless some will be working remotely, they will be required to work hand in hand with those in the office to ensure no operation in the company is disrupted. The employees in the office also need to be equipped with the necessary know-how and skills on how to collaborate with the employees working remotely for smooth operations of the company. The second group of stakeholders is those in the management or leadership in the company. The managers, supervisors, and leaders should also be briefed on what they are expected to do to ensure the remotely working employees work efficiently and effectively (Litsova, 2020). The resources they need to supply should be identified as well as the measures they will be required to implement to gauge the performance and effectiveness of the remotely working employees. The third group of stakeholders in the tech experts who should be monitoring the technology and the tools being used for remote working and communication (Litsova, 2020). They should equip the employees with technical knowledge and handle IT problems whenever they occur. They should also ensure that the transition is smooth and effectively launched. 
Work Breakdown Structure (WBS)
The first stage is the project initiation where comprehensive interviews with all the stakeholders should be undertaken to validate the need for the training project.  This is important to make sure resources like time and money are not wasted and ensure the value for the training to the company is identified.  The objectives of the training should be identified and the skills or knowledge gap should also be identified to help develop the training goals and objectives.  The second stage is project planning where the management in collaboration with the other different experts should use the identified objectives and goals to develop the training program. Activities or tasks should that contribute towards achieving the goals and objectives should be identified and an instructional methodology determined. It is during this stage that the required training materials are needed which include the training aids, instructor guides, presentation slides, and equipment mockups. 
The third stage is the project execution where the actual training should take place. All the materials and resources identified in the planning phase are used during this stage and controls should be put in place to make sure the training is completed at the planned time.  The fourth stage is project control where the status reports from the involved stakeholders and the team members should be received to ensure that the schedule established is adhered to. The training manager in the company should regularly inform the stakeholders about the status of the training project to ensure they continue to adhere to the schedule and that any issue that arises is addressed.  Rehearsals and pilot training classes are also part of the control process because the required content, materials, and needed facets together to see how the training will progress during the actual training. It also gives room for necessary changes to be undertaken to guarantee that the set goals and objectives are met. 
The fifth stage is project closeout where the training project is ready to be implemented. All resources and stakeholders are ready and the pilot –classes and rehearsals have been undertaken. A final meeting is conducted and Lessons Learned documents are served to every individual involved. This document will be used to assess the impact of the training project and whether the intended goals and objectives have been achieved. It will also act as a future reference.  The last phase involves conducting follow-ups where the training should be thoroughly evaluated to ensure it adds value to the company.  The remote and office working employees should regularly complete follow-up surveys. The follow-ups should also help the management identify areas that need to be adjusted or improved as well as areas that the employees are performing best. 
Cost and resources use
	Number 
	Description 
	Cost (Pounds)

	1.
	
Consultation cost

	5,000

	2.
	laptops and tablets

	100,000

	3.
	Programs and software

	70,000

	4.
	teaching materials 

	20,000

	5.
	equipment

	50,000

	6. 
	License fees 

	5,000

	7.
	soft drinks

	7,000

	8.
	Cost of the slowed operations
	25,000

	9.
	Other costs 
	50,000

	Total 
	
	332,ooo

	
	
	



The above costs are subjected to adjustments where additional costs can be added during and after the training. This is because training is not a one-day event and hands-on training has to be undertaken to ensure a smooth transition is experienced after some weeks or days. This gives room for the employees to fully adapt to the new working environments, working tools, and responsibilities while working remotely. Additional costs such as follow-up costs and the mistakes or errors that are likely to occur during the first few days or weeks should also be taken into account. 
Consideration of resources
Before calculating and managing the training costs, all relevant data should be collected and consulted from different specialists who include the Human Resource Personnel, accountants, educational contractors, and the managers within the company. After the consultation, the resources required and their costs as well as other indirect training costs should be identified.  Some of the resources that will be required include videoconferencing devices such as laptops and tablets which should be provided to both the remote employees and those who will be working in the office. Apart from video conferencing, the laptops and tablets will be used by the employees to navigate through the various other communication tools and use the installed software to work and deliver work to the supervisors or the managers. The supervisors and the managers will also use the devices to monitor the work being done as well as communicate with the remote employees.  Facilitators and trainers will also be required to be paid for carrying out the training. Different teaching materials will also be required which include notebooks and pens. Some of the equipment will also be rented such as projectors and the facility from where the training will be undertaken. License fees will also be incurred to ensure the training complies with the current COVID-19 regulations from the government. The stakeholders will also be provided with soft drinks like water and snacks which should also be included as part of the cost. The operations in the company will be slowed during the few hours the training will be taking place. The cost of the slowed operation should also be included as well as the cost of any inconvenience experienced. 
Project Schedule
The training sessions should take three days but the preparations will take two weeks before and the training sessions and immediate follow-ups will be taken two weeks after the training.  In the first two weeks before the three training days, the company’s management responsible for training activities within the company will be developing the Institutional Systems Design (ISD). The first two days should be dedicated to ISD analysis where the management should identify how the training will solve the current problem in the company. Working remotely will enable the company to comply with the COVID-19 regulations as well as reduce operational costs and improve employees’ productivity.  The next two days should be assigned in designing the ISD to develop the blueprint that should be used in the training program. 
It is during this phase that the management should identify all the work required for the training which should include the milestones, costs, communication, schedules, and methodology, instruction, and evaluation methods (Kusumadarma et al., 2020). The next two days will involve ISD development where all the required resources and equipment should be acquired. Changes and material modifications are done in this phase and the instruction methods are provided and can be either rejected or approved. The last remaining days should be used in closing, implementing, and evaluating the project before it is implemented. The actual training should take three days but should take place in the evenings between 1:00 p.m. and 5:00 p.m.  The follow-up should be undertaken for two weeks where the training personnel should regularly monitor the progress of the remote working process and identify loopholes and areas that need improvement should be identified. The follow-up should also enable the management to gauge whether the project meets its goals and objectives (Kusumadarma et al., 2020).
Risk Assessment 
There are possibilities that the training project might succeed or fail. A risk assessment will be required to ensure that the risk factors that are likely to cause the failure. One of the risk factors is the fact that the employees will be required to work far from the office with no or little supervision (Willcocks, 2020). Secondly, the employees are likely to get a lot of distractions at home from friends and family members. Thirdly, it would be unsafe for the employees to exchange sensitive data over unprotected Wi-Fi which could lead to leakages (Willcocks, 2020). The fourth risk is that cyber-attacks are likely to occur and therefore more secure remote infrastructure is needed.  Finally, lone working might make some employees de-motivated leading to poor performance and delayed workloads. 
Conclusion 
Remote working should be a voluntary agreement between the employees and their employers. Aspects such as the location of working which could be at home or somewhere else as well as working hours and communication tools to be used should be clarified.  For the work to be accomplished, the reporting arrangements and supervisory mechanisms should also be developed. During and after the current pandemic, remote working policies should be part of every company’s continuity plan, and teleworking should become the new normal in workplaces. Training the employees to gather the required experience, knowledge and skills is the first step towards a remote working arrangement in any company. 
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