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LetterofTransmittal

2ndAugust,2018

Ms.SubhatEhsan

Lecturer,BRACBusinessSchool

BRACUniversity,Dhaka.

Subject:SubmissionofInternshipreporton“HRPracticesinRecruitmentProcessof

IDLCFinanceLimited”.

DearMiss,

ItisagreatpleasureandprivilegeformetosubmitmyinternshipreportonRecruitment

policyofIDLC Financelimitedunderyourco-operativesupervision.Thisreportwas

assignedtomeasapartialrequirementtocompletemyBBAProgram.

IhavedonemyinternshipmostlyatCHO(CorporateHeadOffice)inGulshan,butfor

officialpurposesometimesIhavetoworkinotherbrancheslikeDilkushaandGulshan.I

havecloselyobservedtheoperationsandproceduresthathavebeenundertakenbyHR

RecruitmentTeam asIwasassignedwiththisteam.Throughoutmyjourney,Itriedto

collectthenecessaryinformationtopreparemyreport.Isincerelybelieve,itwillsatisfy

yourrequirementsandalsoservethepurposeofinternshipreport.

Consequently Iam submitting my internship reportforyourkind consideration.

Hopefullyyouwilldiscovermyhardworkandinformativeapproaches.Iexpressmy

heartiestgratitudetoyou.

Sincerelyyours,

ShahIshtiaqueJulhas

ID:13204014

MajorinHumanResourceManagement

BRACBusinessSchool

BRACUniversity



ii



iii

LetterofEndorsement

Thisistocertifythat,theInternshipAffiliationReporton“HRPracticesinRecruitment

ProcessofIDLCFinanceLimited”hasbeensubmittedbyShahIshtiaqueJullhas(ID:

13204014)forthepartialfulfillmentoftherequirementsforBachelorofBusiness

Administration(BBA),MajorinHumanResource,BRACBusinessSchoolonAugust2,

2018.ThisreporthasbeenacceptedandispresentedtoInternshipBoardforevaluation.

(Theauthorisresponsibleforanyopinions,suggestionspreparedinthisreport.The

Universitydoesnotcondonenorrejectanyoftheseopinionsandsuggestions.)

Iwishhim everysuccessinfuture.

Mrs.SubhatEhsan

InternshipSupervisor
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ExecutiveSummery

IDLCFinanceLimitedisthelargestNon-BankingFinancialInstitutioninthecountrythat

housesthreeotherfullyownedsubsidiarieswithinthegroup.Spreadingitspresencein

24citiesofthecountry;theyserveoverfiftythousandcustomersthrough41major

touchpoints.Morethan1,300peopleputtheireffortstogethereverydaytodelivertheir

diversecustomerbasethroughvariedproductsinCorporateFinance,SMEFinance,

ConsumerFinanceandCapitalMarketSegments.

Thetopicofthisstudyis“RecruitmentProcedures”thathasbeenfollowedbythe

recruitmentteam.Recruitingisthemostimportantsegmentinanyorganization.A

company/organization mainly prospers by the people who represent the

company/organization,peoplewhoworkforit.Recruitmentisthemostsensitivepartin

anyorganization.

Inmyreport,IhaveusedalltheinformationIgatherduringmyinternshipperiod.Itook

helpfrom differentindividualsandannualreport(2017-2018)ofIDLCFinanceLimited.

ThisreportcontainsthebriefinformationaboutIDLCFinanceLimitedandits

subsidiaries.IhavementionedthesystemsandproceduresIDLCfollowsintheir

recruitmentprocess.
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CompanyIntroduction

1.1:Introduction:

IDLCFinanceLimitedwasinitiallyestablishedin1985,asBangladesh’sfirstleasing

company.Itwascollaborated with InternationalFinance Corporation(IFC),German

InvestmentandDevelopmentCompany(DEG),KookminBankandKoreanDevelopment

financeCorporation,TheAgaKhanFundforEconomicsDevelopment,TheCityBank

Limited,IPDCofBangladeshLimitedandShadharanBimaCorporation.Asthecompany

evolvedovertheyears,foreignshareholdersweregraduallymovedout.

IDLCGroupisnow representedby41majortouchpointsin24citiesofthecountry.

Therearemorethan1,300peopleputtheireffortstogethertodelivertheirservicesto

itsmillionsofcustomers.Theircustomersarediverseinnatureastherearedifferent

segments ofproducts and services offered by IDLC Finance Limited.They are

CorporateFinance,SMEFinance,ConsumerFinanceandCapitalMarketSegments.

Sinceitsestablishmentin1985,IDLC hasmaintainedstrongbusinessvaluetoits

customers.Theysuccessfullybuilttrustandrespectinthissectorbydemonstrating

highlevelofcorporategovernanceandtransparency.Overtheyears,asthebusiness

andprofitsgrownsignificantly,thecompanyhasconsistentlydemonstratedexemplary

corporategovernance.Theydidnotonlythinkforthecompanyitself,theythinkabout

theircustomersandtakenecessaryactionswhicharerequiredformorebetterment.

Theybelieveandtrustin“SharingHappiness”astheirslogan.

1.2:LegalForm:

ApubliclimitedcompanyincorporatedinBangladeshonMay23,1985underthe

“CompanyAct1993”andlistedwithDhakaandChattogram StockExchangeon

March20,1993andNovember25,1996respectively.LicensedasFinancialInstitution

under“FinancialInstitutionAct,1993”onFebruary7,1995.
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1.3:PhilosophyandBackboneofIDLCFinanceLimited:



3

1.4:OrganizationalHierarchy:

Figure1:BoardofDirectors

Figure2:Management&Executives
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1.5:SubsidiariesofIDLCFinanceLimited:

IDLCFinanceLimited(IDLCFL)

PublicLimitedCompany,listedwithDhakaStockExchangeLimitedandChittagong

StockExchangeLimited(Idlc.com,n.d.).

TypeofBusiness FinancialInstitution

Keybusinesssegments SmallMedium Enterprise(SME)financing;Corporate

financing;Consumerfinancingincludinghomeloans,

carloans&personalloans;andWealthManagement.

Formername IndustrialDevelopmentLeasingCompany(IDLC)of

BangladeshLimited

Companyincorporationnumber C-14218/1992of1984-85

Dateofincorporation 23May1985

BangladeshBankLicense

number

BCD(Non-banking)/Dhaka/2/95dated07February

1995

Numberofbranches 30

AddressofCorporateHead

Office

Bay'sGalleria(1stFloor)57GulshanAvenue,Dhaka

1212.Telephone+880(2)8834990(AutoHunting)

Telephone +880(2)8834990(AutoHunting)

Facsimile +880(2)8834377

ContactCenter 16409

Emailaddress contactcenter@idlc.com
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IDLCInvestmentsLimited(IDLCIL)

WhollyownedsubsidiaryofIDLCFLPrivateLimitedCompanylimitedbyshares

(Idlc.com,n.d.).

TypeofBusiness MerchantBank

Keybusinesssegments Portfoliomanagement,IssueManagement

Companyincorporationnumber C-84849/10Dateofincorporation19May

2010

BSECLicensenumber MB-67/2011dated02August2011

Commencementofoperation 16August2011

Numberofbranches NIL

AddressofRegistered OfficeDRTower(4thFloor),65/2/2,

BirProtikGaziGolamDostogirRoad,

PuranaPaltan,Dhaka-1000

Telephone +8809609994352

Facsimile +880(2)9563620

ContactCenter 16409

Emailaddress idlcdlk@idlc.com
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IDLCSecuritiesLimited(IDLCSL)

WhollyownedsubsidiaryofIDLCFLPrivateLimitedCompanylimitedbyshares

(Idlc.com,n.d.).

TypeofBusiness BrokerageHouse

Dateofincorporation 19April2006

CompanyincorporationNumber C-61319(3328)/06

Commencementofoperation 18September2006

BSEClicensenumberasBroker  CorporateMember:DhakaStock

ExchangeLimitedBSECReg

No.3.1/DSE-58/2006/130.

 CorporateMember:Chittagong

StockExchangeLimitedBSECReg

No.3.2/CSE-119/2006/135

BSEClicensenumberasDealer  DhakaStockExchangeLimited

BSECRegNo.3.1/DSE-

58/2008/233

 ChittagongStockExchange

LimitedBSECRegNo.3.2/CSE-

119/2009/176

Numberofbranches 10

Address DRTower(4thFloor),65/2/2,

BirProtikGaziGolamDostogirRoad,

PuranaPaltan,Dhaka-1000.

Facsimile +880(2)9574366

ContactCenter 16409
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Telephone +8809609984352

Emailaddresssecurities securities@idlc.com

IDLCAssetManagementLimited(IDLCAML)

WhollyownedsubsidiaryofIDLCFLPrivateLimitedCompanylimitedbyshares

(Idlc.com,n.d.).

TypeofBusiness AssetManagement

KeyBusinessSegments Mutualfund,portfolioManagement,

AlternativeInvestmentsmanagement

(Proposed)

Dateofincorporation 19November2015

Companyincorporationnumber C-127068/2015

BSEClicensenumber AssetManager/2016/25dated07June

2016

Numberofbranches NIL

AddressofRegisteredOffice SouthAvenueTower(5thFloor),Unit#

502,Road#3,7GulshanAvenue,Gulshan

1,Dhaka.

Telephone +88(2)-9883898,9889861

Facsimile +880(2)9896142
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ContactCenter 16409

Emailaddress idlcaml@idlc.com
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1.6:IDLC‘sProductsandServicesofAllSubsidiaries:

1.6.1:Consumer:

1.6.1.1 :Deposit

 FlexibleDeposits

 RegularEarnersPackage

1.6.1.2 :HomeLoan

 ApartmentPurchaseLoan

 HomeEquityLoan

 HomeLoneShield

 ConstructionLoan

 LandPurchaseLoan

 RegistraLoan

1.6.1.3 :CarLoan

 NewCarLoan

 ReconditionedCarLoan

 Pre-OwnedCarLoan

1.6.1.4 :PersonalLoan

 SecuredPersonalLoan

 UnsecuredPersonalLoan

1.6.2:SME:

1.6.2.1:SmallBusiness

 SMETerm Loan
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 Purnota(WomenEntrepreneurLoan)

 SupplierFinance

 Factoring

 DistributorFinance

 Workorder

 RevolvingShortTerm Loan(RSTL)

 PartiallySecuredLoan

 SeasonalLoan

 Abashan(CommercialRentalSpaceLoan)

 CommercialVehicleFinancing

 IDLCStart-UpLoan

 Udbhabon

 UdbhabonLoan

 UdbhabonStart–UpLoan

1.6.2.2:SupplierFinance

 Factoring

 DistributorFinance

 WorkOrder

1.6.2.3:Medium Business

 Term LoanFinancing

 LeaseFinance
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 LeaseFinancing

 Sale&LeaseBack

 CommercialVehicleFinancing

 VehicleLoan

 ConstructionEquipmentFinance

 CommercialSpaceLoan

 Short-Term Loan

 RevolvingShort-term Loan

 NonRevolvingShort-Term Loan

 ProjectFinancing

1.6.2.4:Deposits

 FlexibleDeposits

 RegularEarnersPackage

1.6.3:Corporate:

1.6.3.1:CorporateFinance

 Term Loan

 WorkingCapitalLoan

 LeaseFinancing

 ProjectFinancing

 BridgeLoan

 PreferredStock
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 CommercialSpaceLoan

1.6.3.2:StructuredFinance

 ProjectFinanceandLoanSyndication

 ForeignCurrencyLoan

 AccessToSpecialFunds

 AgencyAndTrustee

 PrivatePlacementOfEquity

 MergerAndAcquisition

 ProjectFeasibilityAndBusinessPlanning

 AlternativeFinancialSolutions

1.6.4:Sustainability:

1.6.4.1:GreenFinance

 TunnelKiln

 ZigzagBrickKiln

 EffluentTreatmentPlant

 WasteRecyclingPlant

 BiogasPlant

 SolarHomeSystem
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1.6.5:CSR:

IDLCFinanceLimitediscommittedtosustainabledevelopmentbycreatinglongterm

value.Theyaresignatorytofewlocalandinternationalinitiativespromotingsustainable

businesspracticestoCSRactivities.Alltheseinitiativesarevoluntaryinnature,but

IDLCmaintainsgloballyacceptablestandards.From 2010to2018IDLChasdoneso

manyCSRactivitiesthatcannotbementionedinlittleextent.Butsomeoftheirrecent

activitiesweresomuchsuccessfulthattheycouldnotbeignored.Theyorganizeda

fundraisingeventwithotherthreeorganizationsnamed“AnondomelaSarabela”,where

unprivilegedchildrenwereenrolled.InFeb26,2018theyrenovatedclassroomsand

library ofBegumganjCulturalAcademy and organized an artcompetition.They

collaboratedwithGreenSaverstoteachchildrenaboutenvironmentinBhultaHigh

School.Theydonatewarm clothsthrough‘Prothom Alo’everyyearinaregularbasis.In

2017,IDLCorganizedahealthcampforworkersofapackagingfactoryinNarayanganj.

TheyalsoorganizedsamehealthcampinTongiforgarmentworkers.Through‘Khushir

Kheya’-anonlinebasedCSRinitiativetheyensuredsupporttounprivilegedchildren,so

thattheycanaccesstobettereducationalinfrastructureindifferentcitiesbytheirown

branches.IDLC,withCareBangladesh,KOICAandUNICEF,arrangedahealthcampfor

womeninordertoraiseawarenessonmaternalhealthandfemalehygieneatRupsha

UpazilaHealthComplexinKhulnainOct17,2017.IDLCdonatedlivestockto35flood

affectedfamiliesofHaor,atThakurbhog,Sunamgonj,inSylheton29th September.This

initiativewasjointlytakenupbyIDLC,CasperFoundationandCasperFoundation–

BRACUniversitytoassistpeoplewhohavebeenfinanciallydevastatedbytheflood-to

helpthem restartlivelihood.

ThesearesomeoftheactivitiesIDLCFinanceLimitedhasdoneinrecenttimes.There

aresomanyactivitiestheyaretakingforthebettermentofthesociety,tomakeasocial

impactwhichwillleadtoabettercommunity.
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1.6.6:KeyMilestones:

1985-1995 1996-1999

23May1985

IncorporationoftheCompany

22Feb1986

Commencementofthe

LeasingBusiness

20Mar1993

ListedontheDhakaStock

ExchangeLimited

7Feb1995

LicensedasaNon-Banking

FinancialInstitutionunderthe

FinancialInstitutionsAct,1993

25Nov1996

ListedontheChittagongStock

ExchangeLimited

27May1997

Commencementofhome

Financeandshortterm financeoperations

22Jan1998

Licensedasa“MerchantBanker”by“The

BangladeshSecuritiesand

ExchangeCommission”

15Jan1999

Commencementofcorporatefinanceand

merchantbankingoperations

2004-2008 2009-2015

29Jan2004

Openingofthefirstretailfocusedbranch

atDhanmondi

29Jun2004

OpeningoftheGulshanBranch

22Nov2004

Launchedinvestmentmanagement

services,‘CapInvest’

6Jan2009

OpeningoftheSylhetbranch

26Aug2009

Commencementofoperationat

Narayanganj

24Feb2010

InaugurationoftheSavarbranch

8Aug2010
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2Jan2006

OpeningofthefirstSME-focusedbranch

atBogra

1Jul2006

RelocationoftheCompany’sRegistered

andCorporateHeadOfficeatown

premisesat

57,GulshanAvenue

18Sep2006

CommencementofoperationsofIDLC

SecuritiesLimited,awholly-owned

subsidiaryofIDLC

14Mar2007

Launchingofdiscretionaryportfolio

managementservicesunder‘Managed

CapInvest’

5Aug2007

Companynamechangedto‘IDLC

FinanceLimited’from ‘Industrial’.

Inaugurationofasecondbranchin

ChittagongatNandankanon

27Oct2010

IDLCenteredComilla

23Dec2010

IDLCinaugurateditsNarsingdibranch

27Dec2010

OpeningoftheKeraniganjbranch

15Jun2011

IDLCstartedoperationsatMirpur

9Aug2011

OpeningoftheTongibranch

16Aug2011

Commencementofoperationsof

IDLCInvestmentsLimited,a

Wholly-ownedsubsidiaryofIDLC

18Jan2012

OpeningoftheJessorebranch

10Nov2014

OpeningoftheNatoreBranch

11Mar2012

Changeoflogoandrebrandingof

IDLC

2016-2017
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11April2016

OpeningoftheHabiganjBranch

19April2016

OpeningoftheKushtiaBranch

31May2016

OpeningoftheRangpurBranch

01July2016

CommencementofoperationsofIDLCAssetManagementLimited,awholly-owned

subsidiaryofIDLC

09Aug2016

LaunchingofEasyInvest

24Aug2016

OpeningoftheMymensinghBranch

25Nov2016

ReceivedLEEDGoldCertificationinCommercialInteriorcategoryforChittagong

Branch16

12Jan2017

FirsteverLEEDcertifiedenvironmentfriendlybranchinfinancialindustryof

BangladeshatWorldTradeCentre,Agrabad,Chittagong

23May2017

LaunchofIDLC'sfirstOpenEndMutualFund-IDLCBalancedFund

30Sep2017

Launchof"KhushirKheya"-thefirsteverVolunteer-basedCSRinitiativebyacorporate

entity

29Oct2017

OpeningofRajshahiBranch
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30Oct2017

SoftOpeningofFaridpurBranch

16Nov2017

OpeningofNoakhali(Chowmuhani)Branch

28Nov2017

OpeningofElephantRoadBranch

03Dec2017

OpeningofBarisalBranch
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1.6.7:Awards&Recognitions:

IDLCFinanceLimitedhaswonmanyawards,bothnationalandinternationalintheir
longjourney.Someofrecentawardsandrecognitionsarementionedbelow.
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PARTTWO:PROJECTPART
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CHAPTERONE:INTRODUCTION
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1.1:Rationale:

InternshipismandatoryforcompletingBBAprogram.Herestudentsexperiencethereal

workinglifeandenvironment.Itisa3(three)monthlongprogram wherestudentscan

relateexperiencewithacademicknowledge.Igottheopportunityofdoingmyinternship

at“IDLC Finance Limited”-one ofthe marketleaders in Non-Banking financial

organizations.IhavedoneitunderthesupervisionofHRRecruitmentTeam atCHO

(CorporateHeadOffice).

Myexperiencethroughoutthejourneyunderrecruitmentteam enabledmetowritethis

report.HereIlearnedtheimportanceofrecruitment,observedtheactivitiesrecruitment

team follows.Iam writingthisreporttoincorporatemyacademicknowledgewith

practicalknowledgeandpractices.Thisreportcontainsbasicprocessesthatare

followedbytherecruitmentteam ofIDLCFinanceLimited.IalsomentionedtheworksI

havedoneinthisperiodofinternshipprogram.

1.2:Background:

IDLC’sHRteam inCHO(CorporateHeadOffice)isconsistedof11membersand2

interns.Theyallworkasagreatteam toachievetheirgoalinrecruitmentprocessand

alsorunningtheHRDepartmentatCHO(CorporateHeadOffice).Itisoneofthe

outstandingandsuccessfuldivisionsinthewholeIDLCofferingsunderthestrong

leadershipofMr.AkhteruddinMahmood.Allotheremployeeswerealsogivingtheir

utmosteffortintheirworksandduties.Thisteam hastheexperienceandexpertisethat

havepositiveapproachtodeliverprofessionalservices(Idlc.com,n.d.).

IDLC’sHRteam ataglance:

NameoftheDepartment HumanResource,HR

CEO&ManagingDirector Mr.ArifKhan

OfficeAddress Bay'sGalleria(1stFloor)57Gulshan

Avenue,Dhaka1212.Telephone+880(2)

8834990

HeadoftheDepartment(HoHR) Mr.AkhteruddinMahmood

NumberofStaffs 11employeesand2interns
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Offerings Recruitment,SalaryRevision,

PerformanceAppraisal,KeepingPersonal

Informationofemployeesbothexisting

andreleased.

1.3:Objectives:

Internshipisanamazingopportunityforgraduatingstudentswhocangatherreallife

experiencebyworkinginanorganization.Mypurposeofdoingthisinternshipwasto-

 Gatherpracticalknowledge and experience aboutthe actions ofHuman

RecourseManagement.

 Knowabouttheproceduresofrecruitment.

 Howtoconductinterviewsessions.

 Howemployeeinformationarestoredandused.

 Haveexperienceofmaintainingrelationsanddealingwithofficepersonnel.

 Knowaboutthecompanypoliciesandsystems(Idlc.com,n.d.).
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CHAPTERTWO:LITERATUREREVIEW
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2.1HumanResourceManagementanditsFunctions:

Oneofthemostdiversifieddepartmentofanorganizationis theHumanResource

Management(HRM).Ithasimmediateandcontinuousconnectionwiththevision,

missionandobjectiveofanorganizationalongwithotherdepartments.PerDessler

(2005)saidthathumanresourcemanagementistheprocessofacquiring,training,

appraising,andcompensatingemployees,andofattendingtothelaborrelations,health

andsafety,andfairnessconcerns.Inthepastyears,theresponsibilitiesoftheHRM

wereverynarrow.However,inrecentyearstheresponsibilitiesoftheHRM ischanging

duetoincreasedglobalization,technicaladvancementandmoreserviceorientedjobs.

TherecognitionofHRM conceptandtheenvironmentalunpredictabilityofcurrent

businesshad been supported bymanyprofessorsofAmerican BusinessSchools

throughtheirbooksandjournals(Sö derlundandBredin,2005).Thedynamicand

uncertaintyinHR contemporaryorganizationsaretremendouslymovingtowardsa

radicaldimension (Analoui,2007). According to Joan Marques(2007)theHRM is

responsible forrecruiting,utilizing,managing,adapting,negotiating,researching,

educating, suggesting, organizing, unifying, responding, equalizing, synergizing.

MoreoverthemainfunctionsofHRM hasbeenoutlinedbyseparateinterconnected

activities,roles,processesandotheraspectsthatareaimedtoattracting,maintaining,

anddevelopingthefirm HRactivitiesincontemporaryorganizations(LadoandWilson

1994).ThemainfunctionsofHRM are-

1)Planning;

2)Recruitmentandselection

3)Training;

4)Performancemanagement;

5)Benefitsandrewards;

6)Compensation;

7)Careerdevelopment(Banhegyi,2008)and(Robbins,2002).
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2.2Recruitment:

JoanMarques(2007),ProfessorofBusinessandManagementatWoodburyUniversity,

statedthatthereisadirectlinkbetweentheHRdepartmentandstrategicmanagement

becauseHRiscloselyinvolvedintherecruitmentprocess.Itisoneofthemajorworks

donebyHumanResourceManagement. Theprocessofrecruitmentandselectionisan

ethicalapproachbyafirm toseekandattractthemostcompetentandsuitable

applicantforavacantposition(Analoui2007). Employeerecruitingmeansfinding

and/orattractingapplicantsfortheemployer’sopenpositions.Mostofthetime,itis

verydifficultand/orcriticaltofindtherightpeoplefortherighttask.Asaresult

organizationsneedeffectiverecruitmentprocess/method.AccordingtoHolbeche

(2001)recruitmentshouldnotbesimplyaquestionoffillinggapsbutshouldfocus

proactivelyonbringingintoanorganizationtheskillsandexperiencewhichcannotbe

builtfrom within. Thesuccessofanorganizationdependsoneffectiverecruitmentand

selection.However,effectiverecruitmentissubjecttocriticalchallengeswhichare

givenbelow:

Russo(1995)hasgiventhedescriptionofdifferentchannelsofrecruitmentwhichare-

externaland internalrecruitment,and formaland informalrecruitment. Internal

recruitmentchannels mainlyinvolve the use ofintercommunication between other

strategicareasofthe organization and the entire HR department.Thisapproach
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enhancesthefirm toprioritizeandtargetin-houseorcurrentemployees(Russo1995;

Analoui2007).AccordingtoGrayDessler(2005)recruitmentandselectionprocess

includeaseriesofstepswhichare:

1.Decidewhatpositionstofillthroughplanningandforecasting.

2.Buildapoolofcandidatesbyshortlistinginternalorexternalcandidates.

3.Makecandidatescompleteapplicationformsandundergoaninitialinterview.

4.Use selection tools such as tests,background investigations,and physical

exams(forsomejobs)toscreensuitablecandidates.

5.Havethesupervisoroftheposition(andperhapsothersontheteam)conducta

finalinterview(todecidewhotomakeanofferto).
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CHAPTERTHREE:ACTIVITIES

UNDERTAKEN
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BeinganinternoftheHumanResourceDepartmentofIDLCFinanceLimited,Ihadan

amazingexperiencefrom theveryfirstday.MyworklocationwasinCHO(Corporate

HeadOffice)atGulshanandIwaspresentthereatsharpofficetimewhichwas9AM.

Atthefirstday,Imetmysupervisorandheintroducedmetootheremployees.They

welcomedandacceptedmecordially.Aftertheintroduction,heimpliedmyrespective

responsibilitiesforthisinternshipprogram.From mypointofview,theworksIhadbeen

assignedforwererelatedwithrecruitmentprocess.Thosearediscussedbelowinto

threeparts–workrelated,organization-wideandotherrelevantactivities.

3.1WorkRelated:

BeingaHRintern,Iwasgivenwithmanyresponsibilitiestoperform andthelistisgiven

below–

3.1.1Recruitment:

Recruitmentisthefirstoperativefunctionofhumanresourcedepartmentwhichstarts

with identifying the numberofcandidate needed to achieve the objectives and

employmentofappropriatecandidates.RegardingtherecruitmentprocessIhavedone

thefollowingworks-

Callingcandidatesforinterview:MysupervisorassignedmetoshortlisttheCVsthat

has more than 1 yearofexperience and BBA as educationalbackground.After

reviewingtheCVsbyhim Ihadtomakecalltoallthecandidatesforinterview.Ihadto

askthem toattendtheinterview afterdividingthecandidatetimeintervalandalso

makingthestatuswhethertheyarecomingornot.

MakingcopyofresumeaccordingtotheInterviewer:Thecandidateswhoconfirmed

theirpresencein theinterview,Ihad to separatetheirresumeand provideeach

interviewerwithresumeassessmentsheet.

Managinginterview session:Duringmyinternshipprogram Ihadtomanageinterview

session.Aspecifictimeanddateisbeingsettotaketheinterviewalongwiththelistof

interviewer,who willconductthe interview.Then Ialso had to make the sitting

arrangementsbasedontheintervieweetimeintervalandcallthem toconfirm thetime.

Givingappointmentlatterto thenewlyjoinedemployees:Ialso hadto notifythe
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selected candidatesaboutthenecessarydocumentslikeallcertificatesand their

photocopy,NIDcard,nominephotoetc.FinallyIalsoprovidetheappointmentlatterto

thenewlyjoinedemployees

3.1.2FileupandUpdate:

Totrackthecommotionsoftheemployees,theirfileswerecontinuouslybeingupdated.

Fillingupincludecopyofappointmentlatterwithsignature,medicalreport,approval

reports,alleducationalcertificatesandmarksheetsandallthererelatedinformationof

theemployees.

Arrangingemployeefilesintoboxsequence(500employees):Astheemployeefiles

werenotbeingarrangedforalong,Ihadtoarrangethosefiles.Thefileswerebeing

arrangedaccordingtotheboxnumberstartingfrom 1to100+whichcarries6employee

fileseach.Duringmyinternshipperiod,Ihavefilledmorethan500employeefiles.

Updating promotion files:Afterconducting the performance evaluation ofeach

employeesomeofthem getpromotionfortheirgoodperformance.Thepromotion

latterissendtotheemployeeandcopyofitwasattachedwiththeemployeefilewitha

notethattheemployeehasbeenpromotedfrom designationXtoYanditsreasons.

Suchattachmentorupdatewasdonebyme.

Attachingthecounterpartofthepaychecktotherespectiveemployeefiles:Every

employeecollecttheirsalarypaycheckfrom theHRdepartment.Afterprovidingthe

maincopytothem,Iwasaskedforupdatingtheemployeefilealongwiththecounter

partofthepaycheck.

Preparing mailfornewlyjoined employees:The governing bodyhasto have the

knowledgeofnew recruitmentdonebyIDLCFinanceLtd.AsaresultIwasaskedto

sendmailstotherelevantauthorityregardingnewrecruitment.

3.1.3:DataEntry:

AsaninternIhadtoinputahugeamountofdataintotheIDLCFinanceltd.system.

Those are scoring performance appraisal,entering allemployee’sCIF,name with

designationinexcelsheetandsequencingallreleasedfilesaccordingtotheyear.There

isasystem serverinIDLCFinanceLtdwhereallnecessarydatawerereserved.For
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employee,thereisanemployeeprofilewherealltheemployeeswererequiredtofillupa

relevantform.ThisSystem updatecontains–

Basicinformation:Fullname,Bloodgroup,Tinnumber,ID,Passportno.etc.

Contactinformation:Presentand permanentaddress,emailaddress,mobile no.,

emergencycontactetc.

Family:Maritalstatus,spousename,children,etc.

Experience:Employername,address,reportto,yearofexperienceetc.

Educationalqualification:Alleducationaldegree,institute,board,passingyear,result

etc.

Reference:Atleasttworeferencewithname,address,occupation,contactnumberand

relation.

3.2OrganizationWide:

Throughoutthe internship program,Iwas mostly engage with the recruitment

procedure.AsaresultIhadachancetoobservetherecruitmentproceduresofIDLC

FinanceLtd.Thestepsthatarefollowedforrecruitmentprocedurearegivenbelow-

3.2.1CVSourcing:TheHRgivesadvertisementfordifferentpositionsthrough-

 Differentjobsites(Currentlywww.bdjobs.com )

 IDLCwebsite(www.idlc.com )

 Differentuniversitiesandeducationalinstitutions.

 Personalconnectionandinformation.

3.2.2SelectionofCV:CVScreeningprocedureisgivenbelow-

Position PreliminaryScreening FinalScreening

AssistantManagerandabove ConcernedDepartmentHeador

DesignatedManagerofHRD
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ManagementOfficerand

ProbationaryOfficer

DesignatedManagerof

HRDorConcerned

Department

ConcernedDepartment

SEO,ExecutiveOfficer,Sr.

OfficerandOfficer

ConcernedDepartment/

Division/HRD

DesignatedManagerofHRD or

ConcernedDepartment

AssistantOfficerandJunior

Officer

ConcernedDepartment/

Division/HRD

DesignatedManagerofHRD or

ConcernedDepartment
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3.2.3Processingforinterview:

 FixthetimewithconcernedInterviewers.

 Fixinterviewtimeandvenue.

 Issuerequisitionletter.

 Communicatingwiththecandidatesoverphoneande-mail.

3.2.4WrittenTest:TheHR departmentconductwrittentestbeforeinterview.They

organizewrittentestintwoways.Oneisbythem andanotherwayisthroughthird-party

(Currentlye-Zone).

WrittenTest PreliminaryReview FinalReview

Non-ManagementPosition DesignatedOfficerofHRD DesignatedMangerof

HRD/DepartmentHead

ProbationaryOfficeror

ManagementTrainee

OutSourced/Concerned

Department/Division

OutSourced/Concerned

Department/Division

AssistantManager ConcernedManagerof

HRD/Concerned

Department/Division

ConcernedDepartment/

Division
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3.2.5Interview:From writtenexam shortlistedcandidatesarecalledforcompetency

basedinterview.

Position Preliminary Final

JuniorOfficertoSenior

ExecutiveOfficer

ConcernedDepartment

Manager/Immediate

Supervisor

HeadofHRD/Concerned

DepartmentHead

ManagementTraineeand

aboveOfficers

ConcernedDepartment

Manager/Immediate

Supervisor/HeadofHRD/

HRManager

Minimum 2/3MANCOM or

DepartmentHeadorHead

ofHR

 Theprimaryinterviewpanelmemberssubmittheirevaluationscoresheettothe

HRdepartmentimmediatelyafterinterview.

 Departmentalordivisionalheadsmayattend theinterview sessiononHRD

request.

 Formanagementtraineeandabovepositions,CEOandMDmayattendthefinal

interview.

 HeadoftheHRfinalizetherecruitment,ifselectedbytheinterviewpanel.

 Theprimaryinterviewscoresheetmustbesignedbytheinterviewers.

3.2.6FinalNegotiation:

Theselectedcandidatescalleduponforfinalnegotiationwiththerecruitmentauthority.

TheselectedcandidatesarebeingfinalizedlastlybytheFinalReviewCommittee.Based

ontheeducationalandprofessionalqualificationtheirsalaryrangesarebeingfixedby

theHRHeadandtheHeadoftherespectivedivision.



35

3.2.7ApprovalMemoforselectedcandidates:

TheapprovalmemoisbeingapprovedbytheHeadoftheHRdepartmentwhichis

subjecttopriormanagementapproval.Moreovertheinterview sheetissignedbythe

concerneddepartmentforthepositionsbelowmanagementtrainee.Forthepositionof

managementtraineeandabovetherecruitmentmemoproposedbytheHRDandare

beingapprovedbyHeadofHR,CEOandManagingDirector.

3.2.8Providelatterofjoining:

Finallytheappointmentlatterisbeingprovidedtotheselectedcandidatesforbeing

IDLCFinanceLtd.employees.

3.3OtherRelevantWorks:

Otherrelevantactivitieswhichwereassignedtomeare-

 KeepingconnectionwithallthebranchesofIDLCFinanceLtdincaseoffiling

employeestatus,

 Givingrequiredinformationaboutformerandnewlyappointedemployersfrom

theemployeefiles,

 Communicatingwithbrunchmanagerandseniorexecutivesviamailorphone,

 Dealingwiththemissingfilesandanyotherworkrelatedtoverification,

 Managingphonecalls,

 Assistingtoconducttheorientationprogram ofnewlyrecruitedemployees.(10-

12thJuly,2018)

 e-mailingHRdocuments,

 MonitoringcallsfortheHRconsultant,

 ProvidinganysupportnecessarywithintheofficethattheHRconsultantrequires,

 BookingappointmentsfortheHRconsultant,

 AnyextradutiestheHRrequires.
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CHAPTERFOUR:CONSTRAINTSAND
PROPOSEDCOURSEOFACTIONFOR

IMPROVEMENT
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Throughoutthisinternshipprogram Iwasmostlyengagedwiththerecruitmentprocedure

anddatainputtosomeextent.Itriedtoobservethewholerecruitmentprocedurecarefully

and tried to find outsome problems and issues which are given below with

recommendation.

Problem AnalysisandRecommendation:

4.1Latepublicationofjobcircular:

IDLCFinanceLtdpublishesitsjobcircularjustbefore1monthorlesswhichisshort

timetoattractabigbunchofcandidatesandscreeningfrom there.AsaResult

Candidatesarechosenfrom asmallgroupandmaybethecauseoflackingpotential

candidate.Section 1.5 ofthe RecruitmentPolicy Principles includes thatdue

diligencewillbeexercisedi.e."arecompetitive,meritbasedandduediligencewillbe

exercised".(TheUniversityofAdelaide,2016)Accordingtothissectionitisnecessary

tomakerecruitmentcompetitiveandmeritbased.However,latepublicationofjob

circular may cause low number of candidate and make itless competitive.

Recruitmentisalengthyprocessandlatejobcircularpublicationmakeextraburden

whichkeepthevacantpositionlong.

Recommendation:Inordertosolvethisproblem IDLCFinanceLtdshouldpublishthe

circularasearlyaspossible.Mostofthetimetheleavingemployeeneedstonotifies

theHRdepartmentpriortohis/herresignationatleastonemonthor40days.Assoon

asthedepartmenthadtheknowledgeaboutthevacancytheyshouldpublishthe

circular.Earlypublicationofjobcircularallowsmanycandidatestoapplyforthepost

whichhelpstoconductacompetitiverecruitmentfrom bigbunchofcandidatesandto

retainthequalifiedone.

4.2Onlyusingbd.jobsforjobposting:

IDLCPosttheirjobCircularinwww.bd.jobs.com andtheirwebsiteonly.Postingjob

circularonlyinonesitelimitsthebroadcasttothecandidates.Whencandidatesare

attractedtoapplytotheirorganizationonlythroughonesite,itmaynotbeeffectiveto



38

attractallpotentialcandidates.Thereisapossibilitythatallthecandidatesmightnot

beobservingthissiteonly.www.bd.jobs.com andtheirsiteisnotenoughtoretain

clusteroftalentsbecausesomemightnothaveaccesstothisjobsitewhichwillthem

unawareofthejobpostandwouldnotbeabletoapplyforthepost.

Recommendation:Accordingtomymanagementstudytalentmanagementseeksto

attract,identify,develop,engage,retainanddeployindividualswhoareconsidered

particularly valuable to an organization. By managing talent strategically,

organizations can build a high performance workplace,encourage a learning

organization,addvalue,andcontributetodiversitymanagement(CIPD,n.d.).Forthese

reasons,HRprofessionalswidelyconsidertalentmanagementtobeamongtheirkey

priorities(CIPD,n.d.).

IDLCFinanceLtd,likemanyothercompanies,canposttheirjobcircularinsocialMedia

likefacebook,Linked.Inetcwhichmighthelptheorganizationtobemoreaccessible

andwillbeabletoretainmorecandidates.

4.3Lateinterviewcall:

Itisoftenfoundthatonethirdorhalfofthecandidatedoesn'tattaintheinterview

aftergettinginterview call.Ithappensbecausecandidatesarecalledtoattainthe

interviewjustoneortwodaysbeforetheinterview,asaresultsomecandidates(who

areworking)cannottakeleavefrom theorganizationandfewcandidateswholivesin

anothercityorvisitedtoanothercityforsomeparticularwork;isdifficultforthem as

well.Thisproblem leadstohavetheperfectcandidateforthevacantposition.

Icanrelatethisissuewiththemanagementterm JustinTime(JIT)Management

System.Thisisaninventorystrategycompaniesemploytoincreaseefficiencyand

decreasewastebyonlyprovidingtheservicewhendemandarises(Lee,2004).This

methodrequiresCompanytoforecastondemandaccuratelyandmeetingittimely.

Recommendation:Itisnecessaryforanorganizationtomaketheinterviewasauseful

one,bothforcandidateandtheemployer.Forthattheyneedtocallthecandidatefor



39

theinterviewatleast1weekpriortheinterview.

4.4Lackofusingupdatedsoftware:

BesidesRecruitment,Ialsohaveworkedwithemployeefiling,recordsandupdatingthose

files.However,IDLC FinanceLtddoesnotuseanyupdatedsoftwaretotrackthose

informationregardingemployeeratherhadphysicalemployeefiles.Itistimeconsuming

alsooccupiesalotofspace.Asaresulttheorganizationwhichusesbackdatedsystem

lacksbehindinthecompetition.InHRfieldtherearemanyremarkablesoftwarethat

haveenhancedtheHRpractice.

Recommendation:Thisfilemanagingsystem needstobechangedandthereare

adequatesoftwareavailableforbringingeffectivechanges.HRIS(HumanRecourse

Information System)is one ofthose which are mostlyused and valued bymany

organizations.ThisSystem Storesalltheinformationintheserveranddonecessary

analysisasrequired.TheIDLCFinanceLtd.HRhastoselectsuitablesoftwaresystem

whichcanrecordalltheinformationabouttheemployee,analyzeandmakeproper

outputofthedataneeded.Itcancalculatethedeductionandadditiontothesalary.

FurthermorethiscangivesummeryofanemployeeonMonthly/Quarterly/Yearlybasis

asrequired.

4.5Approvalsaretimeconsuming:

Duetovariouscirculationstakingapprovalfrom desktodeskistimeconsuming.It

consumesmuchoftimeandsometimesmorethantheconcernedpersonhaveto

signforapprovalwhichaddednon-valuableactivityatthesametime.

Recommendation:Toovercomethishustle,theyshouldkeeplow formalitiesasonly

requiredto.ie-todecreasethenumberofpeopletobesignedforapproval.Behind

savingthetime,theywillbeabletocovertheworkgapcreatedduetovacancy.

Scenariocanbethisthatthefollowingpersonwillbeonlysigningforapproval-

1.HeadofConcerneddepartment

2.Reportingperson.

3.HeadofHRdepartment
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4.CEO&Managingdirector(incaseofManagerialpost)
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CHAPTERFIVE:LESSONLEARNEDFROM
INTERNSHIPPROGRAM
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Internshipprogram isanopportunityforus,thegraduatingstudents,togainsome

experienceandlearnpracticalthingswhichwehadreadinvariouscourses.IDLC

FinanceLtd.hasgivenmeanopportunitytolearnmanythingswhichareasfollows:

5.1SkillsandBehavior:

5.1.1:Respondingtoworkload:WorkingintheIDLCFinanceHRdepartmentwasmy

firstexperienceintocorporatelife.Asaresultittooksometimetobeadjustedhere.

Learningandexperiencingnew thingsandatthesametimereportingtoseniorsfor

assignedtaskswereinitiallychallengingforme.HowevergraduallyIcopedupwithit

andlearnttoworkunderpressureandmanagestressandmaintainapositiveattitude

towardseveryone.

5.1.2:InterpersonalSkill:Interpersonalskillisnecessarytointeractwithpeopleboth

individuallyandingroup.Beingabusinessstudentitisnecessarytohaveanexcellent

interpersonalskillandmyinternshipaffiliationwithIDLCFinanceLtd.enhancedmy

interpersonalskill.Forexample,throughoutmyinternshipprogram Ihadtointeract

withlotsofpeople,communicatewiththem overphone,arranginginterviewshelped

meinteractwithothersinbetterandpleasantway.

5.1.3:Communication Skill:In corporate life every person should have an

excellentcommunicationskill.Communicationmeansexchangeofmessagesand

thoughtswithotherswhichItriedtodoiteffectivelyandefficiently.BeinganinternI

had to communicate many personnelforprofessionalpurpose while doing my

internship. I become an active listener and also understood the non-verbal

communication.Istartedtoaskmorequestionsandhadbeenclearandsuccinct.

Consequentlyitincreasedmyself-confidencetointeractwithothers.

5.1.4:MorePracticeinComputer:Ihadto do lotsoffilingandupdatingthrough

computerwhichenhancedmyskillinexcel,word,outlookandemail.

5.1.5:ConceptualandObservationSkill:Thisinternshipalsohelpedmeincreasemy

observationandconceptualskill.Iusedmyconceptualskillinrelationto the

understandingoforganization,itsworkingpatterns,organizationstructure,andactivities

andonandon.Internshipaffiliationprogram alsodevelopedmyobservationskillthat
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assistedmetopresentthisinternshipreportinbettermanner.

5.1.6 Practical Knowledge: Through this internship affiliation I had a better

understandingofmanagementstaffsthatIhavebeenreadforfouryears.Thereissome

differenceandsimilaritybetweenrealityandbook’stheory.Thisinternshiphasprovided

meagreatexperiencetounderstandthepracticalworkterms.

5.2Morelearningfrom hereasfollows:

1.Analyzedquantitativedata,statisticaldataorhumansocialsituations,

2.Evaluatedprograms,servicesorperformanceofindividuals,

3.Arrangedmeetingsbetweenpeople,

4.Classifiedandsortinformationintocategories,

5.Compiledstatisticaldata,factsorinformation,

6.Completedin-housetrainingcourse,correspondencestudies,etcassignedby

supervisor,

7.Coordinatedeventsinvolvinggroupsofpeople,

8.Conductedspecialmeetingsand/ortrainingsessions,etc,

9.Demonstratedtheabilitytoperform certainjobfunctionspreviouslyunknown,

10.Delegatedtaskstoothersorgiveresponsibilitytoothersonaworkteam,

11.Developedaworkingknowledgeofvariousjobprocessesand/orduties,

12.Evaluatedaprogram orjudgetheperformanceofaprocessorindividual,

13.Explainedbyjustifyingone’sactionormakingobscureideascleartoothers,

14.Improvedskillsinshorthand,typing,officemachines,etc,

15.Increasedlevelofoutput,numberofcontacts,amountofsales,

16.Learntthetechniquesofoperatingnew equipment,new proceduresatthejob
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site,

17.Managedtheworkofothersortheprocessingofinformation,

18.Memorizeddata,lists,etc,thatmaybenecessaryonthejob,

19.Organizedcertaintasksorinformationandarrangeitinaninterpretableform,

20.Readand/orreviewcompanyorproduct.
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CHAPTERSIX:CONCLUSIONAND
RECOMMENDATIONS
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6.1Conclusion:

Asanintern,IhavecometoknowthecorporateculturebyworkinginIDLCFinanceLtd.

Asmyworkplacewasinthecorporateheadoffice,therewasalotofworkpressure

whichIenjoyedalotandlearnhow toworkunderpressure.Moreover,Ihavethe

opportunitytoobserveandlearnthewholerecruitmentprocedureofthiscompany.I

triedtomakemyanalysisinthispaperandconnectedwiththeacademiclearning.The

HRdepartmentofIDLCFinanceLtdtriesitsbesttohirethebestemployeewhowould

worktogaintheobjectivesofthiscompany.However,theprocedureisalsosubjectto

somelimitationswhichIhavediscussedalready.Oneofthepositivesidesofthis

organizationisthatittriestoadoptnew methodsandprocedurestohirethebest

employees.TheHRdepartmentiscontinuouslyhiringtalentedandskilledemployees.In

conclusion,IDLCFinanceLtdhasachievedsomanythingsinthefinancialsectorof

Bangladeshandbecomeoneofthemostrenownedorganizationshere.Thoughthere

are some drawbacks in theiroperation buttheyare improving continuouslyand

consistently.

6.2Recommendation:

AlthoughBRACUinternshipprogram iswellorganizedbutissubjecttosomelimitations.

Forexample,manystudentscouldnotattendtheinternmeetingduetoprofessional

andpersonalreasonswhichdeprivethem from havingthosenoticesandguidelines

neededforinternshipprogram.Tosolvethisproblem theinternshipcommitteecould

appointsomeonewhocanposttheupdatedandimportantnoticeon“TSR”orsocial

media.Thecommitteecanalsoopena“Facebook”pagewheretheinternscouldask

relevantquestionsregardingtheirinternshipprograms.Mostofthetimetheinternshas

togototheofficepersonallytoaskaboutanyquarrieswhichistimeconsumingand

alsoeffecttheinternshipwork.Ihavealsofaceddifficultiesregardingtheevaluation

from.IftheBRACUinternshipcommitteesendtheinternshipevaluationformsthrough

ourBRACUusisIDthatwouldbemorehelpfulfortheinterns.Furthermore,itwouldbe

veryhelpfulifthereisacompletechartofnecessarydocumentsthatareneededto
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completeinternshipprogram.
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