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Executive Summary

This report analyzes the Human Resources (HR) strategies implemented at Infolytx Bangladesh
Ltd, with a specific focus on recruitment, employee development, performance management, and

organizational culture.

Infolytx places a strong emphasis on strategic HR practices that align with the overall
organizational objectives. The analysis delves into inventive recruitment approaches aimed at
attracting top-tier talent. The company's dedication to employee development is underscored,

emphasizing training opportunities and pathways for professional growth.

The report scrutinizes performance management strategies, encompassing appraisal systems and
feedback mechanisms. Additionally, it highlights Infolytx's commitment to cultivating a positive
and inclusive organizational culture, prioritizing employee well-being, and maintaining a healthy

work-life balance.
In summary, this report provides valuable insights into Infolytx's HR practices, illustrating a

steadfast commitment to cultivating a vibrant and supportive workplace that contributes to the

attainment of organizational goals.

Page I 5



Table of Contents:

DeCIArAtION..cueeiieecniiiteiieictenstinaecstessessnesssesssassssesssassssessssssssssssassssessssssssssssassssassssessassssassssassnns 1
Letter of Transmittal 2
Non-DiSCloSUre AGreemeNt......ccccceeeeeecsanrecssssarrcssssssresssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnass 3
ACKNOWIEAEZMENL.....cciirireiiirnicsrnrcssnicssnisssanesssasesssssessssssssssssssssssssssssssssssssssssssssssssasssssasssssasssssanss 4
EXECUtiVe SUIMIMATY . .cciiiiiiiiiriissricssnncssnicsssnisssssesssssesssssosssssssssssssssssosssssssssssssssssssssssssssssssssssssssses 5
Table Of CONLENTS:...cccuiiiiiriiireiiiiireniniensnienssticssstecsssniesssnesssstssssssesssssesssssesssssessssssssssssssssssssssssssas 6
Chapter 01 8
INErOAUCTION. . ccueiiiiiiiiittctiinteitcctecsteseesseestesssesssessssssssesssssssssssssssssessssssssnsssassssesssassssasssassnss 8
1.1. Introduction 0f the REPOTT........cc.eeiiiiiiiiiiieiieie ettt 8
1.2. Background of the RepOTt........cccuiiiiiiiiiiiiie e 9
1.3. Objectives 0f the REPOTT......c..eiiiuiiiiiiiecie ettt e 10
L4, MEthOAOIOZY ... .ooiiiiiieiiecit ettt ettt et e e bt e stbeetaesaseesseessneensaenaneens 11
1.6, LIMIEALIONS. c..eeuteiteieeteeit ettt ettt ettt ettt st b et s bt et e et bt e bt enbeeaaenes 11
Chapter 02 12
Company Overview and HR ACHIVILIES.....cciierivericiiisnnicssssnncssssnrncssssssnecsssssssssssssssssssssssssssssnnss 12
2.1. Overview of Infolytx Bangladesh Ltd..........c.ccooeiiiiiiiiiiiiiieniicceeece e 12
2.2. Primary Human Resource Strategy of Infolytx Bangladesh Ltd............cccccooeniininninnn. 15
B TR\ T3 10 s USRS 16
24, VISIOMt. ittt ettt ettt e h e et e a ettt h et e b e bt e et e e bt e e a bt e bt e st e e bt e e bt e bt e eabeenaeeeaee 16
B TR € Y | OO OSURO S P ORI 16
2.6. Strategic Objectives of Infolytx Bangladesh Ltd............cccoooiiiiiiiiiiiiiniie 16
2.7. Departments of Infolytx Bangladesh Ltd...........c.ccooviiiiiiieiiiieeeeeeeee e 17
2.8. Human Resources Department of Infolytx Bangladesh Ltd...........ccccooovvveiiiiniiennnennee. 18

Page | 6



2.9. Major Responsibilities Of HR.........cccocuiiiiiiiiiiiiiciiciecece e 19

2.10. Organizational Structure of Infolytx Bangladesh Ltd............cccooviiiiiiniiniiiiiiiee 20
2.11. Human Resource Activities of Infolytx Bangladesh Ltd.............ccccooeviiiiiiiiiiinninne, 21
Chapter 03 33
My Internship at Infolytx Bangladesh Ltd.........cccoovuievvueiiivninssrinssnninssnnicssnncsssnrcssnrcsssnrsssssscnes 33
3.1, RECTUIMENTt PTOCESS:...c.utitiiiiiiiiiiicieeitetee sttt sttt 33
3.2. Leave ManagemeNt:.......cccuuiiiieiuiiieeeeiieeeeeiieeeeeeiieeeeesaaeeeeesssaeeeessssaeeeennsseeeeasnsseaesanssaeeeanns 37
Chapter 04 39
COMPANY ANALYSIS.cciiirrriessnisssncsssancssssncssssnssssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssss 39
4.1 SWOT Analysis of Infolytx Bangladesh Ltd............ccoccoiiiiiiiiiniiiiieeeeeeee 39
Chapter 05 42
Recommendation & CONCIUSION........uciiiiriineiiseiisiineinseisnissstisssecssessssnsssessssesssessssssssessssssssens 42
5.1. ReCOMMENAALION. ... .eiutiiiiiiiiiiiiieiteie ettt ettt et nb et e e enee 42
5.2, CONCIUSION. ..cutiiiiieiie ettt ettt ettt ettt et et e e bt et e st e e seeeabeesseesaseesseeenbeeaseesnseenaeaans 43
RETCIEIICES: ...ttt ettt et e et e e bt e s it e e bt e seeeebeesaeeens 44

Page | 7



Chapter 01

Introduction

1.1. Introduction of the Report

This internship report offers insights into my exploration of the internal operations of Infolytx
Bangladesh Limited. As an intern, my primary focus has been on comprehending and assessing
the Human Resources (HR) practices implemented within the organization.

In the upcoming sections, I will share my experiences, observations, and insights into how
Infolytx effectively manages its workforce. From fostering talent development to cultivating a
dynamic work environment, [ will explore the manifestation of HR practices in a company
positioned at the forefront of technological innovation. This report aims to illuminate the unique
synergy between individuals and technology at Infolytx, providing a firsthand perspective on the
convergence of Al and proficient human resource management. Let's embark on this journey

together!

This report closely analyzes how Infolytx Bangladesh Limited, a prominent figure in technology
such as artificial intelligence and machine learning, navigates its human resources. As an intern,
I gained an insider's view to comprehend and analyze the company's HR practices. Infolytx goes
beyond just advanced technology; it intricately addresses the management and well-being of its

human workforce.

My primary focus is to unravel how Infolytx strategically employs HR practices in a
tech-dominated world. This report narrates my learning journey during the internship,
particularly emphasizing how Infolytx handles talent development, cultivates a positive work
environment, and effectively balances technology with human resource management.

From leveraging cutting-edge technology to creating an environment conducive to innovative

ideas, each aspect of how Infolytx approaches HR is of significance. As we explore these facets,
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the report aims to facilitate an understanding of how Infolytx not only adapts but excels in a
dynamically changing world, where both technological expertise and human skills hold immense

value.

1.2. Background of the Report

Infolytx Bangladesh Limited, a dynamic performer in the artificial intelligence (Al) and machine
learning sector, has established itself as an innovative force within the technology landscape.
With a commitment to pushing the boundaries of what's achievable in the digital domain, I've

chosen to explore Infolytx's special role as a forward-thinking organization.

In the swiftly evolving Al landscape, where technological advancements are constant and
transformative, the role of Human Resources (HR) practices becomes crucial. Acknowledging
this, the focus of my internship report is to delve into the HR strategies employed by Infolytx to
effectively manage their human capital. The convergence of cutting-edge technology and people
management presents distinctive challenges and opportunities, and understanding how they

navigate this dynamic space is the core of my study.

Against the backdrop of the company's commitment to innovation and excellence, this report
seeks to provide context for the subsequent analysis of Infolytx's HR practices. By exploring the
organizational landscape and the challenges posed by the Al industry, I aim to set the stage for a
deeper understanding of how HR functions within this technical and fast-paced technological

environment.

Page 1 9



1.3. Objectives of the Report

Analyze AI-Driven Recruitment Strategies: Explore and assess how Infolytx
Bangladesh Limited uses artificial intelligence and machine learning in its recruitment

processes to attract and select top talent.

Diagnose Employee Development Initiatives: Investigate the employee development
programs and initiatives at Infolytx, concentrating on how the company promotes
continuous learning and skill enhancement in the dynamic field of Al and machine

learning.

Assess Performance Management in Tech Environment: Assess the performance
management system at Infolytx, considering how it aligns with the unique challenges and

needs of the tech industry.

Explore Office Culture and Diversity: Analyze the corporate culture at Infolytx,

specifically how it promotes diversity and inclusivity in a technology-driven atmosphere.

Understand Compensation Practices in the Tech Sector: Understand the compensation
practices at Infolytx, analyzing how the company structures and helps employee

compensations and benefits in the context of the Al and machine learning sector.

Study Training and Development Policies: Analyze the theoretical framework of
Infolytx's training and development policies, seeking to understand how these policies

align with the rapidly growing landscape of Al and machine learning.
Recommend Creative HR Solutions: Based on the findings, provide recommendations

for creative HR solutions tailored to the special challenges and prospects offered by the

Al and machine learning industry.
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1.4. Methodology

I have collected the required information from two sources:

1. Primary Sources of Information

2. Secondary Sources of Information
Primary Sources of Information: The primary data collected from the following sources:

e Face to face discussion with HR people
e From company handbook

e Discussion with other team lead
Secondary Sources of Information: The secondary data collected from the following sources:

o Websites of Infolytx Bangladesh Ltd.
e Various documents of Infolytx Bangladesh Ltd.

e Internet.

1.6. Limitations

The scope and depth of the analysis might be limited by data availability and cooperation from
Infolytx Bangladesh Limited's employees and management. The possibility of confidentiality
issues may restrict the amount of information acquired during interviews and one-on-one
discussions. The analysis is limited in time, and HR policies may change, affecting the findings'
relevance. The researcher's point of view and prejudges may influence the report's interpretation
of the data obtained. External influences, such as trends in the market or global events, may

influence the scope of recommendations.
Furthermore, the dynamic nature of the Al and machine learning industries may make specific

findings time-sensitive. Despite these stated limitations, the analysis seeks to provide significant

insights into Infolytx's HR procedures within the parameters mentioned.
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Chapter 02

Company Overview and HR Activities

2.1. Overview of Infolytx Bangladesh Ltd.

Infolytx Bangladesh Limited, a dynamic and innovative IT services firm, aims to change
standard practices by offering cutting-edge healthcare and high-tech solutions. Their unique
focus on international clients demonstrates a commitment to providing cutting-edge technology,
creative solutions, and efficient procedures to empower and encourage their talented engineers.
This persistent commitment ensures that Infolytx creates work of the highest quality and

originality, differentiating it in the competitive field.

Infolytx began its journey in Dhaka in September 2015. They strategically arrange their services

into five main capacities, each representing an area of knowledge and expertise:

- Machine Learning: Leveraging the power of artificial intelligence to develop intelligent

systems and solutions.

- Text Analytics: Using effective algorithms to derive insights and patterns from text data.
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- AR/VR and Data-driven Visualizations: Leading the way in augmented reality, virtual

reality, and data-driven representations to create comprehensive and exciting experiences.

- Mobile Solutions and Applications: Create creative and user-friendly mobile solutions

and applications to meet the different demands of the clients.

- Data Aggregation and Integration: Creating strong systems for gathering and

integrating data to ensure smooth operations and informed decision-making.

Infolytx's dedication to quality extends beyond its service offerings and into its operational style.
They strictly adhere to world-class procedures and processes, which serve as the foundation for
their approach to offering sophisticated technological solutions. As they try to extend their
market footprint, Infolytx sees it as an essential entity in changing Bangladesh's technological

landscape, rather than simply growing.

To achieve this goal, Infolytx is spending heavily on the recruitment and training of software
developers, attracting talent from the country's leading technical institutes and colleges. This
strategic plan has the potential not only to raise Infolytx as a key employer of technology
employees in Bangladesh but also to improve the general quality of IT talent in the country as a

whole.

Infolytx encourages a collaborative atmosphere with its developers, who come from a wide and
multinational client base and have extensive IT skills. Infolytx has a continuous learning culture
by regularly exposing its employees to the latest technology, solutions, and processes, ensuring

that their work is ahead of industry trends. Infolytx's strategic focus on excellence positions it as

a catalyst for good change in the technology landscape, not only in Bangladesh but globally.
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Case Study: Streamlining HR
Processes with Generative Al-
Powered Chatbot

OptiCheck™ — Automated
Fabric Inspection Solution
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OptiLine™ — Assembly Line
Stoppage Solution

2.2. Primary Human Resource Strategy of Infolytx Bangladesh Ltd.

Infolytx Bangladesh Ltd. is committed to developing a team of outstanding specialists in
artificial intelligence (AI) and machine learning. Their strategy focuses on both acquiring highly
skilled employees and developing current talent. The organization places a high value on
acquiring top-tier individuals through innovative and successful recruitment strategies.
Simultaneously, they prioritize building a vibrant yet inclusive work atmosphere in which every

team member feels appreciated and participated.

Continuous growth for employees is an important component of Infolytx's strategy. The
company appreciates the fast improvements in Al technology and, as a result, ensures that its
personnel have up-to-date knowledge and abilities. This dedication to continuous learning is

supported by comprehensive training and development programs.

In essence, Infolytx's human resource strategy focuses on two pillars: getting top talent and

developing the skills and abilities of its current employees. This strategy is completely consistent
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with the company's broader objective of attaining excellence and driving innovation in the

rapidly evolving field of artificial intelligence.

2.3. Mission

Infolytx Bangladesh Ltd.'s objective is to create cutting-edge solutions in artificial intelligence

and machine learning that drive innovation and revolutionize industries.

2.4. Vision

Infolytx Bangladesh Ltd. believes in a future in which the seamless adoption of artificial
intelligence and machine learning technology enables individuals and communities to achieve

unparalleled expansion and achievement.

2.5. Goal

Infolytx's goal is to transform healthcare and other high-tech sectors by delivering cutting-edge

Al solutions that increase efficiency, improve services, and accelerate technical progress.

2.6. Strategic Objectives of Infolytx Bangladesh Ltd.

e Employee Satisfaction and Performance: Infolytx ensures high levels of employee
satisfaction to drive optimal performance, identifying the correlation between a content

workforce and comprehensive productivity.
e Client-Centric Quality Service: The company dedicates efforts for providing quality

services to its clients, emphasizing a client-centric process to satisfy and exceed their

expectations.
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e Continuous Innovation in Market Proposition: Foster innovation by consistently
designing and delivering up-to-date value propositions, staying onward of industry
trends, and providing outstanding solutions is one of the strategic objectives of Infolytx

Bangladesh Ltd.

2.7. Departments of Infolytx Bangladesh Ltd.

e Management: Manage and coordinate overall managerial activities, assuring alignment
with strategic goals and effective decision-making. This team includes CEO, CTO, and

Group manager.
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Project Management: Plan, execute, and monitor projects to ensure timely delivery,
efficient resource utilization, and successful outcomes. Project managers are playing a

vital role here.

Software Development Team: This team is responsible for developing and maintaining
cutting-edge solutions in artificial intelligence and machine learning, driving

technological innovation.

Business Operations: Manage day-to-day business activities, optimizing processes, and

enhancing efficiency across different organizational procedures.

HR: Foster a positive workplace culture, manage talent acquisition, and manage

employee development and relations.

Finance: Lead financial planning, budgeting, and reporting to ensure fiscal responsibility

and help in strategic decision-making.

Sales & Marketing: Drive revenue expansion by developing and executing effective
sales and marketing strategies, and advertising Infolytx's solutions in the market

including local and international.

2.8. Human Resources Department of Infolytx Bangladesh Ltd.

The HR department at Infolytx plays a crucial role in cultivating a vibrant and dynamic

workplace culture. Tasked with talent acquisition, the HR team strategically hires and integrates

skilled professionals specializing in artificial intelligence and machine learning. They take

charge of employee development programs, ensuring ongoing learning experiences to keep the

team updated on emerging technologies. Key priorities include managing employee relations,

overseeing performance, and promoting a diverse and inclusive atmosphere.
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Moreover, the HR department collaboratively establishes and enforces policies and practices that
resonate with the company's mission, contributing to the overall welfare and engagement of

Infolytx employees.

2.9. Major Responsibilities of HR

The HR department at Infolytx Bangladesh Ltd. holds several key responsibilities to ensure the

effective management and development of its workforce. Some major responsibilities are -

e Talent Acquisition: HR managers and other team members of HR department
strategically recruit and onboard qualified professionals in the fields of artificial
intelligence and machine learning, aligning recruitment efforts with the organization's

growth objectives.

e Employee Development: HR team promotes continuous learning and skill development
programs to keep employees up-to-date on the latest advancements in technology,

fostering a culture of innovation and expertise.

e Performance Management: They are responsible for implementing and overseeing the
performance management process, ensuring fair evaluations, timely feedback, and

recognition programs to motivate and encourage employees.

e Workplace Culture and Diversity: HR plays a crucial role here to maintain a vibrant
and positive work environment. The team fosters a positive workplace culture, promoting
diversity and equality, and ensuring a supporting environment that encourages teamwork

and creativity.
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e Policy Implementation: They develop and implement HR policies and continuously
upgrade them that align with organizational goals, legal requirements, and company

standards, assuring consistency and fairness across the workforce.

e Employee Relations: HR department manages employee relations by addressing
concerns, resolving conflicts, and fostering open communication to maintain a balanced

work atmosphere.

e Compensation and Benefits: This is HR team’s core responsibility is to administer
competitive compensation and benefits packages ensuring they align with industry

standards and contribute to employee satisfaction and retention.

e Recruitment Strategy: Develop and execute effective recruitment strategies to attract
top talent, leveraging innovative approaches in a competitive market for Al and machine

learning professionals is one of the major responsibilities of HR department.

e Employee Engagement: They implement initiatives to enhance employee engagement,
including team-building activities, wellness programs, and feedback mechanisms,

contributing to a positive work environment.
These responsibilities collectively contribute to creating a positive, innovative, and

high-performing work environment at Infolytx.

2.10. Organizational Structure of Infolytx Bangladesh Ltd.

The CEO is at the top, followed by the HR Manager and Project Managers reporting directly to
the CEO. The CTO reports to the CEO and oversees Software Developers.

Page | 20



2.11. Human Resource Activities of Infolytx Bangladesh Ltd.

e Recruitment and Selection: Infolytx focuses on strategic recruitment and selection
processes to attract top-tier talent in the fields of artificial intelligence and machine
learning. This involves identifying key skill sets, conducting thorough interviews, and

ensuring a seamless onboarding experience for new hires.

e Training and Development: The company places a strong emphasis on employee
development through continuous training programs. Infolytx invests in keeping its
workforce updated with the latest advancements in technology, particularly in the Al and

machine learning sectors, to ensure a highly skilled and adaptive team.

e Performance Appraisal: Performance appraisal is a crucial aspect of HR activities at
Infolytx. The company implements fair and comprehensive performance evaluation
systems, providing constructive feedback to employees. This helps in recognizing and

rewarding achievements while identifying areas for improvement.

e Compensation: Infolytx ensures competitive compensation packages for its employees,
aligning them with industry standards and the unique demands of the Al and machine
learning sector. The company's compensation structure aims to attract and retain top

talent.

e Employee Relations: Infolytx places a strong emphasis on fostering positive employee
relations. The HR team actively engages with employees to address concerns, resolve
conflicts, and create a harmonious workplace environment. This includes promoting

diversity, and inclusivity, and maintaining open lines of communication.
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These human resource activities collectively contribute to creating a supportive and dynamic
work environment at Infolytx, aligning with the organization's goals in the rapidly evolving field

of artificial intelligence and machine learning.

2.11.1. Recruitment and Selection

At Infolytx, their recruitment process is a carefully directed journey aimed at identifying and
ensuring top-tier talent. It begins with the posting of job openings on platforms like Trakstar
Hire, where we actively engage with prospective candidates. Upon receiving resumes, the
dedicated team screens and shortlists candidates for the next stages. Depending on the position,
candidates might be invited for an onsite written test or programming challenge to assess their
skills. Following this, a series of interviews unfold, starting with telephone interviews, and
face-to-face interactions with the team, and culminating in high-level discussions with CTO and
CEO. This thorough process ensures a comprehensive evaluation of candidates, allowing for
informed decision-making. The final steps involve negotiation, formalizing the hiring, and
subsequently closing the job opening. This strategic recruitment approach ensures that we bring
on board individuals who not only meet our technical standards but also align with the vision and

values of Infolytx.

Infolytx's hiring process as building a fantastic team puzzle. They use smart methods, like
posting job ads on Trakstar Hire, to find the right people. After getting resumes, they carefully
look at them to pick out potential stars. Some roles might involve a little test to see how well
someone can do specific tasks. Then, they have friendly chats in different rounds of interviews,
starting with phone calls and ending with face-to-face meetings with their team. The last steps
include important talks with their top leaders, the CTO and CEO. Once they find the perfect fit,
they talk about the job details, officially welcome them on board, and close the job opening. This
way, they're not just hiring skilled individuals, but also bringing in friendly and forward-thinking

folks who match the Infolytx team spirit.
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2.11.2. Training and development

Infolytx has a robust Training and Development program designed to foster continuous learning
and skill enhancement among its employees. The company recognizes the importance of staying
at the forefront of technological advancements in the dynamic field of artificial intelligence and
machine learning. Here are some key components of Infolytx's Training and Development

Initiatives:

e TechTalk Classes: Infolytx arranges periodic TechTalk classes, providing a platform for
employees to share knowledge, discuss emerging trends, and engage in technical
discussions. These sessions facilitate peer knowledge which contributes to a culture of

knowledge-sharing and broadens the communication in the organization.

e Infolytx University: Infolytx University emphasizes the company's commitment to skill
development. This dedicated platform offers a range of courses, workshops, and seminars

to the specific needs of employees, covering various aspects of tech field.

e Specialized Learning Groups: Infolytx motivates employees to participate in
specialized learning groups focusing on specific technologies, tools, or domains. This can
be any programming language like Java, Python, or any other. These groups provide a

cooperative environment for knowledge share and skill development in niche areas.

e Hackathons: Hackathons are a regular segment at Infolytx, delivering employees the
opportunity to apply their skills in an innovative and competitive environment. These
events foster innovation, teamwork, and problem-solving, contributing to a culture of
continuous advancement. There are exciting prizes for the champions to increase their

motivation.
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e Certifications: Infolytx supports employees in acquiring relevant certifications that
enhance their expertise in Al machine learning and software engineering domains. These

certifications lead them towards growth and achieve professional efficiency.

e Professional Courses: The company sponsors and encourages employees' participation
in professional courses that are relevant to their domain and will help them to increase
expertise and productivity in work. This assures that employees have access to the latest

industry knowledge and are equipped with skills that align with international standards.

Infolytx's comprehensive Training and Development initiatives reflect a commitment to fostering
a skilled and adaptive workforce, ultimately this contributes to the company's success in the

rapidly growing landscape of Al and machine learning.

2.11.3. Performance Appraisal

Infolytx places a strong focus on an effective Performance Appraisal system that takes into
consideration both project and individual performance, which aligns with the company's
objective of developing high-performing and motivated employees. The performance assessment

process at Infolytx includes the following important elements:

e Project Evaluation: Project evaluation is a vital aspect of performance appraisal at
Infolytx. The company evaluates the successful completion of projects, dedication to
timelines, and the overall impact on the organization's goals. This evaluation provides
insights into the effectiveness of individual performance and the collaborative efforts of

project teams.

e Individual Performance Evaluation: Individual performance is meticulously assessed,

considering factors such as technical skills, collaboration, innovation, and soft skills to
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company values. Employees are provided with clear performance indicators and are

assessed based on their contributions to the team and the company.

o Merit-Based Salary Review: The performance appraisal process directly influences
salary reviews at Infolytx. Employees who consistently demonstrate exceptional
performance and contribute significantly to project success are considered for salary
increments. This merit-based approach ensures that high-performing individuals are

rewarded for their dedication and achievements.

e Increment based on Merit: Salary increments are tied to merit, reflecting the
individual's impact on projects and overall organizational success. High-performing
employees may receive higher increments as a recognition of their exceptional

contributions, skill development, and commitment to excellence.

e Transparent Feedback and Communication: The performance appraisal process at
Infolytx emphasizes transparency and open communication. Supervisors provide
constructive feedback on their performance, acknowledging strengths and areas for
improvement. This feedback serves as a foundation for continuous growth and career

development.

e Continuous Performance Improvement: Infolytx views performance appraisal as a
dynamic process aimed at continuous improvement. It provides employees with a
roadmap for improving their skills, addressing areas for development, and setting goals

for the next year's evaluation.
By including project and individual performance assessments in the pay review process, Infolytx

ensures that remuneration is fair and merit-based. This method not only inspires people, but it

also maintains the company culture of excellence, cooperation, and continuous development.
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2.11.4.Compensation and Benefit

Infolytx is committed to attracting and maintaining excellent employees by providing a highly
competitive salary and benefits package. The organization understands that offering competitive
compensation is critical in attracting skilled employees in the dynamic and competitive field of
artificial intelligence and machine learning. Here are the major elements of Infolytx's

compensation and benefits strategy.

e Competitive Salary Packages: Infolytx provides competitive salary packages that align
with industry standards and reflect the skills, expertise, and contributions of its
employees. The company regularly conducts market analyses to ensure that its

compensation remains competitive within the Al and machine learning sector.

e Performance-Linked Rewards: In addition to a base salary, Infolytx implements
performance-linked reward systems. High-performing employees have the opportunity to
receive bonuses, incentives, or other performance-related benefits, acknowledging and

rewarding their exceptional contributions.

e Comprehensive Benefits: Infolytx offers a comprehensive benefits package that goes
beyond salary, including health insurance, retirement plans, and other perks designed to
enhance the overall well-being of employees. These benefits contribute to a supportive
work environment and demonstrate the company's commitment to the holistic welfare of

its workforce.

o Professional Development Opportunities: Recognizing the importance of continuous
learning, Infolytx invests in professional development opportunities for its employees.
This may include sponsorships for certifications, attendance at industry conferences, and

access to training programs, enhancing the overall compensation package.
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e Work-Life Balance Initiatives: Infolytx understands the significance of maintaining a
healthy work-life balance. The company may provide flexible working arrangements,
paid time off, and other initiatives to support employees in achieving a harmonious

balance between their professional and personal lives.

e Recognition and Awards: Infolytx values and recognizes the achievements of its
employees. The company may implement recognition programs, awards, or other forms
of acknowledgment to appreciate outstanding contributions, contributing to a positive and

motivating work environment.

By offering a competitive compensation and benefits package, Infolytx aims to not only attract
top talent but also to create a workplace where employees feel valued, motivated, and supported

in their professional and personal growth.

2.11.5. Employee Relations

Infolytx places a strong emphasis on fostering positive Employee Relations, recognizing that a
harmonious work environment is essential for the overall success and well-being of its

workforce. Here are key aspects of how the company manages and cultivates employee relations:

e Open Communication Channels: Infolytx promotes open and transparent
communication between employees and management. Regular forums, team meetings,
and feedback sessions provide avenues for employees to express their opinions, share

concerns, and contribute ideas.

e Conflict Resolution: The company is proactive in addressing and resolving conflicts

within the workplace. Infolytx provides mechanisms for employees to voice concerns,
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and HR plays a pivotal role in mediating conflicts, ensuring a healthy and collaborative

working atmosphere.

Diversity and Inclusion: Infolytx is committed to fostering a diverse and inclusive
workplace. The company values and respects individual differences, actively promoting
diversity in hiring practices, and creating an environment where all employees feel

included and valued.

Employee Well-being Programs: Recognizing the importance of the overall well-being
of its workforce, Infolytx implements employee well-being programs. These may include
wellness initiatives, mental health support, and initiatives that contribute to a healthy

work-life balance.

Recognition and Rewards: Infolytx acknowledges and rewards employee contributions
through various recognition programs. This may involve celebrating achievements,

milestones, or exceptional efforts, fostering a positive and motivating atmosphere.

Professional Development Opportunities: The company supports employees in their
professional growth by providing opportunities for skill development, training programs,
and avenues for career advancement. This proactive approach contributes to a sense of

job security and career progression.

Employee Engagement Initiatives: Infolytx actively engages employees through
initiatives such as team-building activities, social events, and collaborative projects.
These activities contribute to a positive workplace culture, enhance team cohesion, and

foster a sense of belonging.

Flexibility and Work-Life Balance: Recognizing the importance of work-life balance,

Infolytx offers flexible work arrangements when possible. This flexibility supports
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employees in managing their personal and professional commitments, contributing to

overall job satisfaction.

By prioritizing positive employee relations, Infolytx aims to create a workplace culture where
employees feel heard, valued, and motivated to contribute their best efforts to the company's
success. This approach is integral to maintaining a high level of employee satisfaction and

retention.

2.11.6. Other HR activities of Infolytx Bangladesh Ltd.

e Health Insurance Programs: Infolytx places a strong emphasis on the well-being of its
employees by offering comprehensive health insurance programs. These initiatives aim to
provide financial protection and support for medical expenses, ensuring the health and

welfare of the workforce.

e Thanksgiving Tours: The company organizes Thanksgiving tours as a gesture of
appreciation for employees' hard work and dedication. These tours serve as an
opportunity for team-building, fostering camaraderie among colleagues outside the work

environment, and expressing gratitude for their contributions.

e Quarterly Events: Infolytx hosts quarterly events to celebrate achievements, milestones,
and successes. These events may include recognition ceremonies, team-building
activities, or social gatherings, creating a positive and engaging atmosphere within the

organization.

e Professional Development Initiatives: Beyond regular training programs, Infolytx
provides additional professional development opportunities. This could involve
sponsoring employees for industry conferences, workshops, or specialized courses to

enhance their skills and knowledge.

Page | 29



2.11.7. Process and Policies

Infolytx Bangladesh Ltd. is committed to maintaining a workplace environment characterized by
fairness, transparency, and respect. The company has established a set of processes and policies

that promote a positive and inclusive workplace culture. Here are some key elements:

e Open Door Policy: Infolytx embraces an Open Door Policy, encouraging employees at
all levels to freely express their concerns, suggestions, or grievances. This approach
ensures that communication channels are open, fostering a culture of accessibility and

mutual understanding between employees and management.

e Transparent Communication: The company prioritizes transparent communication,
providing employees with clear and timely information about organizational goals,
updates, and changes. This commitment to transparency builds trust and alignment

among the workforce.

e No Harassment Policy: Infolytx has a clear policy against sexual harassment to ensure a
safe and respectful workplace for all employees. They clearly define unacceptable
behavior, provide easy ways to report incidents, and emphasize their commitment to

preventing and addressing any harassment issues.

e Equal Employment Opportunity (EEO): Infolytx is dedicated to providing Equal
Employment Opportunity to all employees, irrespective of their race, gender, age,
religion, or other characteristics. The company actively promotes diversity and inclusion,

recognizing the value of a diverse workforce in fostering innovation and creativity.

Page | 30



e Code of Conduct: Infolytx has a comprehensive Code of Conduct that outlines the
expected behavior and ethical standards for all employees. This code serves as a guide to

maintaining professionalism, integrity, and a positive work culture.

e Performance Evaluation Process: The performance evaluation process at Infolytx is
structured and transparent. It provides employees with clear expectations, feedback, and a
fair assessment of their contributions. This process is linked to career development,

training initiatives, and compensation reviews.

e Data Security and Confidentiality Policy: Given the nature of the industry, Infolytx
places a strong emphasis on data security and confidentiality. The company has policies
in place to safeguard sensitive information, ensuring compliance with data protection

regulations and maintaining the trust of clients and stakeholders.

By implementing these processes and policies, Infolytx aims to create a work environment that
fosters collaboration, respects individual rights, and upholds the highest ethical standards. These

initiatives contribute to a positive, inclusive, and ethical workplace culture.

2.11.8. Leave Management

Infolytx Bangladesh Ltd. values the well-being of its employees and recognizes the importance
of work-life balance. As part of our commitment to supporting our diverse workforce, the
company offers a comprehensive leave management program that includes paternity leave,

maternity leave, and an annual leave allowance.

e Paternity Leave: Infolytx recognizes the significance of family life and understands the
role of fathers in the early stages of parenthood. The paternity leave policy ensures that
new fathers have the opportunity to spend quality time with their newborns and support

their families during this special period.
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e Maternity Leave: The company prioritizes the health and well-being of the employees
during significant life events. It provides maternity leave to expectant mothers, allowing
them the necessary time to recover, bond with their newborns, and manage the initial

phases of parenthood without the stress of work responsibilities.

e Annual Leave: Employees at Infolytx enjoy a great annual leave allowance, providing
them with the flexibility to take time off for personal reasons, vacations, or simply to
recharge. With a total of 25 days of annual leave, employees have the opportunity to

maintain a healthy work-life balance.
e Government Holidays: Employees get government holidays in addition to yearly leave,

ensuring that they have enough opportunity to enjoy and identify significant events. This

spare time off improves the employees' general happiness and general well-being.
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Chapter 03

My Internship at Infolytx Bangladesh Ltd.

During my internship at Infolytx Bangladesh Limited, I had the opportunity to immerse myself
in the dynamic world of human resources, primarily focusing on the recruitment and leave
management processes within the organization. This experience provided a comprehensive
understanding of the intricate workings of HR practices in a cutting-edge Al and machine

learning company.

Throughout my internship, I actively participated in Infolytx's recruitment and leave
management processes. Notably, they leverage dedicated software for these tasks, a practice that
not only facilitates precise record-keeping but also significantly expedites these essential
functions. This tech-driven approach has proven instrumental in enhancing overall efficiency and

optimizing time utilization within the team.

3.1. Recruitment Process:

Their recruitment process involves some stages [ will explain in detail.

Basic Steps of Recruitment Process:
e Posting a job opening on Trakstar Hire
e Receive resumes from candidates
e Screening resumes
e Shortlisting the candidates for the next stage
e Onsite written test/Onsite programming challenge [If required]
e Telephone interview
e Face to Face interview with the team
e CTO (Chief Technology Officer) interview
e CEO (Chief Executive Officer) interview
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e Negotiation
e Hiring

e C(lose the job opening

Posting a job opening:
[ Hiring manager will refer to the position description to establish the requirements for the
position and the key selection criteria.
A Hiring manager can create job ads based on full job descriptions of each role. Job ads
should be clear and accurately represent the open position. S/He can also set a deadline

for applications.

Receive resumes from candidates:
(A The candidate will drop their resume with a cover letter at Trakstar Hire. HM will receive

these and move towards the screening process.

Screening resumes:
(A Hiring manager will determine whether a candidate is qualified for a role based on his or

her education, experience, and other information captured on their resume.

Shortlisting the candidates for the next stage:
A Hiring manager will identify the candidates from the applicant pool who best meet the
required and desired criteria. Then HM will move forward to the next step of the

recruitment process.

Onsite written test/Onsite programming challenge: HM can add this stage of the interview if he

thinks it is required for the candidate assessment.
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Telephone interview:
(A Hiring manager will decide whether the candidate should face this initial interview round
or not. It is often conducted by the HM or his selected team members.
[ HR will arrange the interviews
A But the Hiring manager may choose to add/remove stages depending on the role they’re

hiring for.

Provide feedback to the candidates within 2 weeks about [rejection/on-hold/moving forward to

the next stage]

Face-to-Face interview with the team:
(A Hiring manager will choose a team of 4 or 5 people, and AHA will invite the candidates
for the interview.

A HR will follow up on the HM to provide on-time feedback to the candidates.

Provide feedback to the candidates within 2 weeks about [rejection/on-hold/moving forward to

the next stage]

CTO interview:
(A If the candidate passes the team interview, CTO conducts a session with the candidate.
HR again communicated with the candidate and invited him for the interview.
A HR will follow up with the Hiring manager to provide on-time feedback to the

candidates.
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Provide feedback to the candidates within 2 weeks about [rejection/on-hold/moving forward to

the next stage]

CEO interview:
A If the candidate passes the CTO interview, he is called for a CEO interview. HR arranges

the interview.

Provide feedback to the candidates within 2 weeks about [rejection/on-hold/moving forward to

the next stage]

Negotiation:

A After passing the CEO interview, HR/Hiring manager/Senior management negotiates

with the candidate about salary/benefit/joining date.

Hiring:
A Senior Management will inform HR and Hiring manager about their final decisions of
hiring.
A Finally, HR provides a job offer as an invitation for a potential employee, whether s/he
has applied for a job or not, to become an employee in the organization.
A The job offer contains the details of the employment offer. This includes agreement letter,

handbook, salary, benefits, and compensation packages, etc.

Close the job opening:
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A The Hiring manager/HR will archive the candidates and close the job posting from

Trakstar after the hiring process is done.

I actively participated in different aspects of the recruitment process, which involved reaching
out to candidates via phone calls, keeping them updated on various stages of the hiring process,
and gently prompting hiring managers to maintain a prompt pace. The smooth coordination of
these activities was made possible through the adoption of Trakstar—an exclusive software

employed by the hiring team.

Trakstar Hire played a crucial role in overseeing the entire recruitment cycle, operating as a
centralized hub where candidate communication, updates, and progress tracking seamlessly
converged. With the help of this software, I could effectively share information with candidates,
ensuring they were well-informed about their application status and forthcoming steps.
Concurrently, Trakstar streamlined the workflow for the hiring team, providing an organized

platform to manage the recruitment pipeline more efficiently.

To sum it up, my involvement in candidate communication and process facilitation was closely
tied to the effectiveness and organization that Trakstar brought into play. This experience
underscored the significant contribution of well-utilized technology in establishing a responsive

and well-managed recruitment process.

3.2. Leave Management:

Another significant aspect of my internship was delving into leave management practices. |
played a key role in assisting with the administration of leave policies, processing leave requests,
and maintaining accurate records. This hands-on experience allowed me to understand the
importance of balancing employee well-being with organizational needs, contributing to the

creation of a supportive work environment.

Page | 37



Throughout my internship, I played an integral role in managing Infolytx's leave system,
efficiently operated through the OrangeHRM software—a user-friendly tool designed for
comprehensive leave management. OrangeHRM simplifies the calculation of accrued leave and
earned leave, and tracks balances, ensuring a seamless process without errors. The software's
user-friendly interface contributes to precise record-keeping and meticulous tracking of every

leave-related transaction.

My specific responsibilities included aiding in the detailed recording of leave data and enhancing
the accuracy and efficiency of the entire leave management process. This not only streamlined
the overall process but also minimized discrepancies, ensuring reliable and accessible leave

records.

Infolytx stands out by encouraging a positive approach toward taking leave. The company values
the well-being of its employees and actively promotes leave as a means of refreshing and
recharging. Recognizing the significance of rejuvenation, Infolytx understands that allowing
employees time to unwind contributes to a more energized and focused workforce upon their
return. This holistic approach reflects the company's commitment to fostering a healthy work-life
balance, creating an environment where employees feel supported and empowered to deliver

their best when they resume work.

Page | 38



Chapter 04

Company Analysis

4.1 SWOT Analysis of Infolytx Bangladesh Ltd.

A SWOT analysis describes an organization's internal strengths and weaknesses, as well as

external opportunities and threats. Here's an overall SWOT analysis of Infolytx Bangladesh Ltd.:
e Strengths:

- Technical Expertise: IInfolytx has a solid technical background in artificial
intelligence and machine learning, establishing itself as a leader in these
cutting-edge technologies.

- Innovative Solutions: The company is renowned for its ability to provide new
solutions that satisfy the changing demands of clients in the healthcare and

high-tech industries.

- Skilled Workforce: Infolytx recruits and maintains qualified employees by

encouraging a culture of continued learning and growth.

- Global Presence: With a global expansion, Infolytx can enter international

markets, broadening its scope and clients.

o Weaknesses:
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- Dependency on Tech Trends: Infolytx's success is directly linked to rapid technological
improvements. Any delay in technology developments may have an influence on the

company's growth.

- Market Competition: In the extremely competitive field of Al and machine learning,
Infolytx competes with other tech companies, seeking ongoing innovation to maintain a

competitive edge.

e Opportunities:
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- Industry Collaboration: Infolytx can look into chances to collaborate with other
companies in the healthcare and high-tech industries, perhaps leading to mutually

beneficial collaborations.

- Diversification of Services: The corporation might explore extending its service

offerings to serve various industries, minimizing the importance of certain areas.

- Global Market Expansion: Infolytx may leverage its international position to enter
untapped regions and emerging economies, capitalizing on the growing demand for Al

and machine learning solutions.

o Threats:

- Rapid Technological Changes: The rapid speed of technological innovation creates a

risk since Infolytx must change swiftly to stay ahead of the trend.

- Data Security Concerns: As a service provider of Al and machine learning solutions,
Infolytx confronts the problem of addressing and reducing data privacy and security

concerns.

- Economic Downturn: Economic downturns can influence client finances, reducing
demand for high-tech solutions.

This SWOT analysis offers a glimpse of Infolytx Bangladesh Ltd.'s present market position,
assisting in identifying areas for development and capitalizing on possibilities in the

ever-changing world of Al and machine learning.
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Chapter 05

Recommendation & Conclusion

5.1. Recommendation

Here are some recommendations to enhance and optimize their human resources management:

e Continuous Employee Development: Implement systematic and continuous employee
growth programs, including seminars, classes, and certifications, to keep employees

current on the latest innovations and industry trends.

e Enhanced Recruitment Strategies: Continuously enhance and improve recruitment
techniques to acquire the best candidates. Use multiple channels for talent acquisition and

employer branding to highlight the distinctive features of working at Infolytx.

e Recognition and Rewards Programs: Maintain recognition and incentive plans to
acknowledge and celebrate employees' accomplishments. Infolytx may highlight

excellent performances, strengthening a company's culture of recognition.

e Succession Planning: Implement a strong succession planning program to identify and
nurture future leaders in the company. The company may facilitate a seamless transition

during leadership transitions and encourage employees' professional development.

e Introducing Provident and Gratuity Funds: I believe implementing Provident and
Gratuity Funds at Infolytx in the near future is a smart decision that will significantly
boost their employee benefits package. These financial tools not only improve our

employees' overall satisfaction but also promote a sense of dedication and loyalty. A
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Provident Fund, which allows employees to save for crucial life events such as

retirement, is an important aspect of financial stability.

Additionally, a Gratuity Fund acts as a strong incentive for long-term loyalty by
providing a lump sum payment upon completion of a certain duration of service. [ am
convinced that these efforts will encourage our present employees while also providing
us with a competitive advantage when recruiting top talent. Infolytx's dedication to
supporting the team's financial well-being with these funds will increase its position as an

employer of choice in the technology industry.

These recommendations aim to boost Infolytx Bangladesh Ltd.'s overall HR processes, therefore

increasing satisfaction with work, retention, and the organization's long-term performance.

5.2. Conclusion

Finally, this comprehensive analysis of Infolytx Bangladesh Ltd.'s human resource policies has
shed light on the company's dedication to creating a dynamic and inclusive work environment.
Through a perspective that includes recruiting, leave management, employee development, and
general organizational culture, it is clear that Infolytx prioritizes the well-being and professional

growth of its employees.

The company's extensive recruiting processes assure that it attracts top-tier talent, while the
emphasis on continual employee growth shows its dedication to remaining at the forefront of
technical innovations. The development of leave management rules reflects a balanced approach

to work-life balance, emphasizing the significance of personal well-being.
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Infolytx's recognition and rewards initiatives, together with employee involvement efforts, foster
a good and collaborative environment. The organization's commitment to diversity and inclusion

demonstrates a desire to provide equal opportunities for everyone.

As the company navigates the quickly changing field of Al and machine learning, the ideas aim
to improve existing HR procedures, ensuring that Infolytx stays flexible, creative, and supportive
of its most precious asset - its employees. By concentrating on mentorship, flexible work
arrangements, and ongoing refinement of recruiting techniques, the organization may strengthen

its position as an industry leader.

In most cases, Infolytx Bangladesh Ltd.'s HR policies not only reflect the company's current
performance but also build the foundation for long-term growth and excellence. As we move
forward, Infolytx's dedication to establishing a workplace that fosters talent embraces diversity,
and promotes innovation will lead it to new heights of accomplishment and recognition in the

field of Al and machine learning.
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