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Executive Summary

The internship report is on British American Tobacco Bangladesh, the leader in
cigarette manufacturing companies in Bangladesh. It is thought to be an ideal organization for

the application of the knowledge that a graduate gains during his/her
four years study period. In addition, as BATB is a company with multifarious challenges
of tobacco manufacturing industry, a graduate can also apply various theories and can be

innovative.

Internship gave me an opportunity to encounter real time work experience in the
Human Resources Division of British American Tobacco Bangladesh .This report will give an
overview on organizing recruitment procedure and some idea how the Human Resource
Division is working for British American Tobacco. It will give an idea on how tasks are
executed from the backend to welcome a new joiner. In the report, | have presented all the
activities and discussed the tasks in detail that | had to perform during my internship tenure.
The tasks assigned to me were highly confidential and was simultaneously performed
according to the instructions given by the management. Basic everyday work has been
explained for better understanding. This report in brief will also give an idea about human
resources division of British American Tobacco Bangladesh and show, how different services
besides recruiting are provided.

As per management decision my tasks were arranging and organizing all the
recruitment starting from assisting my line manager while screening CV’s to the moment
when a candidate sits for the interview to note down the candidate’s response Situation-wise
explanations have been presented for better understanding. Brief description of the divisions
has been given to give an overview on British American Tobacco Bangladesh. As the report is
based on the tasks performed so description of the tasks has been explained for clarity. This
report is on organizing recruitment and the daily activities of what | have performed are
focused. This report also explains all the new things that | have learned from the organization.
It focuses on the importance of the exposure of internship. The report also shows the
difference between textual learning and on- job learning. At the end, it also tells that both the
factors are equally important and closely related to achieve success at work.



This report has been organized into six major separate sections. Firstly in chapter-1,
introduction about the report and the objective, methodology and limitations of the report has
been described.  Secondly in chapter-2, the organization part where the overview, the
mission, vision, history of the company is discussed along with the functions of different
departments. After that in chapter-3 | discussed my job responsibilities in BATB and the
observation and my experience. The chapter-4 is the Findings and analysis of the project part,
which is about the Shop Floor Recruitment, | was attached with from the beginning of my
internship period where | tried to give a overview how BATB plans a new Manufacturing
Floor’s Manpower and recruit the potential manpower. In this part according to the project
perspective | have come up with some recommendation analyzing the planning and real life

experience. The chapter-5 is all about the overall recommendation and conclusion.



Chapter- 1



1.1 Introduction

Human Resources division is a highly organized and confidential department of
BAT Bangladesh. HR division understands internal client requirement, works with clients
to meet appropriate solutions. Human Resources sector focuses on career development
but also maintain employee relationship. It also designs excellent development plans for
the employees through the training and development. Most importantly, HR ensures
coaching and mentoring which is essential for developing an employee.

Recruitment is also an important segment which HR handles smartly. Choosing
the right person for the right position is a critical task. The people who are involved in
recruiting provide excellent service. Pulling out e.g. 20 CV’s out of hundreds is not an
easy job. The training program which HR organizes is the result of understanding,
translating employee requirements into reality.

Before joining the Human Resources team, as an intern I was briefed about the four
major areas which HR performs more frequently: recruitment, reward and training
program, engaging with the business were the four parts discussed. As I had to be a part
of the HR team, my work was mostly performing the talent sourcing, talent development
and culture. Talent sourcing deals with recruitment where talent development builds the
training program which is being analyzed according to the feedback of the previous
trainings. Last of all, a very small percentage was in dealing with culture where one has
the option to speak his mind. I learnt about being professionalism which is needed while

serving in an organization.

I was briefed about taking the responsibility of the interns who were assigned in other
departments. If anytime, any problem raised or any help needed regarding internship, I

helped them to find an appropriate solution.

Watching and being a part of organizing training program was something exciting and
new. Everyday, I was learning something new which helped me to develop my strength

and reduce weaknesses.



1.2 Objective

To give an idea about the recruitment process through the ‘Shop Floor Recruitment’

project of British American Tobacco Bangladesh and analyzing the internship learning.

1.3 Methodology

Data Collection- The data needed to prepare this report has been collected from both

primary and secondary sources.

Primary Data Source- Primary data has collected through unstructured personal

interviews and discussions with officials of British American Tobacco Bangladesh
Limited.
Secondary Data Source- Secondary data has been collected through relevant books,

annual report and different manuals of BATB, and other published papers.

1.4 Nature of Study

The nature of study is exploratory and descriptive. All issues intended from this study are
explored through assessing and analyzing information gathered from different sources. I

have utilized my experiences that I have learned during my learning period.

1.5 Limitations

Different constraints were available while preparing this report. The main problem that I
have faced is BATB has a strict IT policy, as a result I could not be able to transfer my
daily work to home as a result it used to take many days to finish a simple work for this
report. Secondly, departmental related information is confidential in nature. So, it was
impossible to gather that sort of information. In addition I did not get enough time for
preparing my report as I have joined lately in BATB for internship rather the other
students of my batch. So, if I could have get some more time to understand the
organization, responsibilities and off course to collect the necessary information then the

report could be much more enriched.



Chapter-2

Company Overview




2.1 British American Tobacco Bangladesh

British American Tobacco Bangladesh Company Limited is one of the largest private
sector enterprises in Bangladesh, incorporated under the Company’s Act 1913 on 2nd
February 1972 and since than it has been the market leader in the country. Currently the
company employees about 275 managers and 1000 people directly and further 40,000
indirectly as farmers, distributors and suppliers. In its effort to create an international
market for Bangladeshi leaf tobacco the Company has been exporting tobacco to markets

in developed countries like UK, Germany, Poland, Russia and New Zealand.

BATB markets major International cigarette brands like Benson & Hedges, Pall Mall and
John Player Gold Leaf, which are complemented by local brands such as Capstan, Star
and Scissors. The company also markets imported cigar brand called “Dunhill” and
exports processed leaf to various countries around the world. Recently is has launched its

new brand called ‘switch’. It has two flavours and has been launch in February 2012.

Afforstation is the pet project of the company, which has started in1980 and till now the
company has planted 42 million trees across the country. In this regard, British American
Tobacco Bangladesh has won many awards during last 28 years but the most prestigious
of all are Prime Minister Afforstation Award in 1993, Presidents Award in Agriculture in
1975, Sports Journalist Award and FAO Award in 1998. Beside this, the company is also
involved in vegetable seed multiplication project, Dishari- a basic IT education project in

rural area for poor students and other social and cultural activities throughout the country.

The Company has its Head Office and the cigarette factory in Dhaka, a green leaf
threshing plant in Kushtia, a green leaf re-drying plant in Manikgonj and a number of

Leaf and Sales offices throughout the country.



Vision:

“To extend our leadership through world-class performance.’
Mission:

= Growing our share of the total tobacco market

* Dominating key identified segment

2.2 Historical Background of BATB

British American Tobacco Bangladesh (BATB) Company Limited is the recognized
leader in Bangladesh cigarette market, with a long established reputation for providing its
consumers with consistently high quality brands. The journey of this company started
long back. BATB was established back in 1910 as Imperial Tobacco Company Ltd. with
head office in Calcutta. In the very beginning Imperial Tobacco Company (ITC)
launched a branch office at Moulivibazar Dhaka in 1926. Cigarettes were made in
Carreras Ltd., Calcutta. Imperial and Carreras merged into a single company in 1943.
After the partition in 1947, cigarettes were coming freely from Calcutta, but introduction
of customs barriers in 1948 between India and Pakistan interrupted the smooth flow of
cigarettes from Calcutta to East Pakistan. In March 01, 1949 Pakistan Tobacco Company
(PTC) came into existence with head office in Karachi; with the assets and liabilities of
ITC Limited held in Pakistan. The then East Pakistan Office was situated in Alico
Building, Motijheel. In order to meet the increasing demand, the first factory in the then
East Pakistan was established in Chittagong in 1952. From this time onwards
requirements for cigarettes for East Pakistan markets were met from products
manufactured in Karachi. In 1954 PTC established its first cigarette factory although
high-grade cigarettes still came from West Pakistan. The Dhaka factory of PTC went into
production in 1965. After the War between India and Pakistan in 1965; the import of
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tender leaf from India for the production of Biri was stopped. This gave a big boost to
cigarette business. It was at that time the East Pakistani entrepreneurs set up 16 cigarette

factories in this region.

Later in 1966, BAT set up a new factory in Dhaka. After the Liberation War, Bangladesh
Tobacco Company, more widely recognized as BTC, was formed on 02 February 1972
under the Companies Act 1913, with the assets and liabilities of PTC. Shareholding
position for GOB and BAT was 1:2. BTC (Pvt.) was converted into a public limited
company on 03 September 1973. It is a policy of BAT that when a daughter company, as
BTC was, achieves a certain standard of performance and exhibits at certain level of
profitability, its nomenclature is upgraded to represent the original company, BAT. When
BTC was successful in producing high quality cigarettes that met international standards
in mid 1998, it came to be known as British American Tobacco, Bangladesh, more

commonly called BATB.

March 1949 Formation of Pakistan Tobacco Company (PTC)

1954 PTC opened its first factory in Fouzdarhat, Chittagong
1962 Opened a branch in Moulavibazar, Dhaka
1965 Building of a factory in Mohakhali, Dhaka

February 1972 | Incorporation of Bangladesh Tobacco Company with a paid up
capital of Tk. 400 million

March 22, 1998 | Changed its identity from Bangladesh Tobacco Company (BTC) to
British American Tobacco Company Bangladesh Limited (BATB)

Figure 01: History of BATB

From the beginning, BAT proved that they have extreme energy and strengths to compete
with other organizations and to grow up with the time. As a result in 1912 they became

world’s top 102" company in terms of market capitalization. British American Tobacco
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is the world’s second largest quoted tobacco group occupying approximately 17.1% of
the world’s tobacco market. BAT has more than 300 brands which are sold in over 180
countries. They are the market leader in more than 50 countries. In BAT almost 97000
employees are working worldwide. BAT pays on an average over 22 billion pound to the
governments worldwide as taxes. BAT has 5 Regional product centers across the world.

BAT has 85 factories in 67 countries where approximately over 800 billions cigarettes
are produced. BAT’s brands are chosen by 1 in 7 of world’s 1 billion adult smokers. To
producing the tobacco leaf, worldwide 280000 farmers are giving direct support to BAT.
According to the 2007’s statistics, 684 billion cigarettes were produced in that year. To
produce the cigarette they bought 460000 tones of leaf form the farmers in the last year.

2.3 International Brands of BAT

BAT has several popular brands across the countries. The number of brand is huge, more
than 300 brands. As a major international Fast Moving Consumer Goods (FMCQG)
company, BAT is proud of their reputation for producing high-quality brands that are
chosen by one in six of the world’s adult smokers. BAT has also customized brands for
the different countries. The customization is done based on the countries culture,
purchasing capability, agricultural condition (for Tobacco leaf)) etc. But still BAT has
some particular brands which are very popular among all over the world. Among the
international brands there are four Global Drive Brands - Dunhill, Kent, Lucky Strike and
Pall Mall. These brands accounts for 21% of the global volumes from the subsidiary

companies.



Some of the international brands of BAT are given below:

Kent I<eMNT

Benson & Hedges  mmeen

Lucky Strike

Pall Mall
Vogue V"ES“L

[ViCEROY]
Viceroy ..

Rothmans i rcErd

State Express 555




2.4 Brands in Bangladesh

In Bangladesh, British American Tobacco Bangladesh is the market leader in tobacco
sector. They have almost 47% market share. However, in Bangladesh BATB have only
few brands. Among them Benson & Hedges, John Player Gold Leaf, Pall Mall, Star,
Capstan and Viceroy are some of the most popular brands. So we can see that in
Bangladesh BATB has only Pall Mall from the Global Drive Brands. The brands

discussed below:

Benson & Hedges cigarettes were initially made for the Prince of
-~ | Wales back in 1873. British American Tobacco acquired the rights of
Cnoeanmeees g the brand in a large number of overseas markets in 1956. Today, British

American Tobacco Group companies sell Benson & Hedges in more

than 80 countries in the world. In Bangladesh Benson and Hedges was
launched in 1997 and it is dominating the premium segment of cigarettes in Bangladesh.
B&H has a value of TK 4/ stick and can be found in two different flavors, Special Filters
and Lights.

John Player Gold Leaf is one of the oldest brands of BATB in
Bangladesh that was launched in 1980 and one of the highest selling
brands in the Medium Segment in the market. JPGL is mostly found in
the Saudi Arabia, Pakistan and Sri Lanka. JPGL has a value of TK 2.5/
stick.

PALL N ALL Pall Mall is an International Brand operating in more than 60 countries
in the world. Pall Mall is the First Global Drive Brand launched in
Bangladesh in March 2006. Even though Pall Mall is a premium brand
worldwide but it is under Medium Segment in Bangladesh. Pall Mall has a
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price of TK 2/ stick, and can be found in three flavors, Full Flavor, Lights, and Menthol.
Pall Mall made record sales in terms of volume in 2007 that was initially maintained by
Star brand of BATB.

Star, a local Brand launched 40 years ago still generates leading sales in
terms of volume. Star operates in the Low Segment and has a price of TK
1.5/ stick. Star occupies the leadership in the low segment outside Dhaka,

where it has tremendous popularity among smokers. BATB launches

colourful new packets for star during the Spring Season in Bangladesh to

represent the true colours of Bangladesh.

BATB has launched B&H Switch recently. It has two flavors with a
switch tip enabling the initial flavor to switch to a menthol flavor. It is
getting quite good response in the market but still to capture it. It has
come with a total new look and in a black and white stylish packaging.

BATB has not gone for price penetration but has kept the price quite

reasonable.
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2.5 Functions at BATB

British American Tobacco Bangladesh has several functions to run their activities. These
functions are coordinated by the respective departments. BATB has some common
departments which are found in the other local organizations; at the same time they have
few departments which are not very common in our country. The following diagram

shows the hierarchy of top management of BATB:

MNick Hales
Seneral Admin ‘ Managing Director
Golam Mainuddin Nishantha Gooneratne 0.M. Shahed
DD BATE Head of Supply Chain Head of HR
Shehzad Munim [ Shaiful Bahari Mahpar | Mahbubur Rahman
Head of Marketing Head of CORA Head of Legal
Amanda Cavill de Zavaley| Ezaz Choudhury

Head of Finance Head of Leaf

Figure 02 : Functional Structure of BATB
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+» Corporate & Requlatory Affairs (CORA)

Corporate & Regulatory Affairs (CORA) is one of the important departments at BATB.
As BATB deals with the controversy product, so in conducting the business they have to
be very careful. And this makes them to become a successful organization. However,
through the corporate social responsibility they carry out their responsibilities towards

their stakeholders and the society. CORA mainly performs the following functions:

e Managing Regulations

e Promoting Corporate Social Responsibility

¢ Driving Corporate Communications
Some of their key activities are yearly Free Sapling Distribution (in 2008 they distributed
42 lacs saplings), publishing Social Report, several Awareness Campaigns, Community

Health Services etc. Following is the diagram of CORA hierarchy.

=5 Shaiful Bahari Mahpar
Head of CORA
CORA Admin
-—

Communication CSRE Manager Regulatory Affairs
Manager s Manager
External Comrmunication
hlanager Communi% ) Industry Regulations

Relations Officer anager
Internal Communication Communi% . Economic Affairs
Executive Relations Officer oo
External Communication Management Trainee
Executive

Figure 03: CORA Functional Team
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*» Finance

Finance is another very important function for any organization. Finance department at
BATB does not only work with their financial activities rather they work in align with the
other departments.

e Setting and delivering against financial objectives

¢ Planning and budgeting for optimal use of resources to grow the business and to

satisfy shareholder expectations

e Management reporting to the Board on business performance, current and future

e Statutory reporting and support of investor relations

e Audit and business risk management

e Acting as a value adding business partner to all functions

Amanda Cavill de Zavaley

Head of Finance, BATE

Planning & Reporting EA‘;EQSSPCE 5C Finance Marketing Fin.
Manager Finance Cortroller Man ager Manager
Tax Executive ;Iﬂoa;pég}gpance Treasury Man ager
Planning & Rep Brand Mkt. Fin.
Executive L b Leaf Finance Executive
v v v Manager
w B
| Corp. Finance Il

o r Executive M e EM&B{Finance
Exaen;laltn\&e o Corp Fin Officer Téz:gt‘n"}"ve St HRECUIYE

Eurpmfinance

SR 5C Reparting
- Manager
I
Treasury Executive,
Corp Finance :
Executive
BLainance Leaf Finance Exec
v Executive
Corp Fin Officer 3%@”“”13 Payable ! Corp Fin Officer Corp Fin Officer %?Fickelr?econ §,§EE{R§F§E
icer ‘

Figure 04: Finance Functional Team
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*» Human Resources

Human resource does not mean only a department; it indicates the employees of an

organization. The reason is they are the original resources of an organization which

cannot be copied, they are unique in nature. But to coordinate the people there should be

a responsible authority, and HR is that authority. HR makes the plan about when and how

many human resources the organization going to be needed, how to recruit and select

them, how to retain them, how to motivate and evaluate their performances, how to solve

the conflicts between different parties, to handle the trade unions etc. However, some of

the HR functions within BATB are:

e Organizational Development & Change

e Reward

e Employee Relations

The HR organ gram is given here:

HR Admin

Corporate ER
Manager

ER & '\.r\;'_E"B'F: Exet
Dhaka Factary

Empicyea Seraces
E.-tttlfue

Feteard
Ianager

Fayrall & Funds
F

o}
HEUbve

HR Exscubve
WIS & Services

Figure 05: HR functional Team

Head of HR

7

e

HR BF 5C

HR Exgutive
Caorporate

HR P
harketing
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s Legal

Legal department mainly considers the Legal and Secretarial function of BATB. It helps

BATB to know that what the right procedures to run their business are. As BATB is

doing a debatable business, so they have to conduct their business in a very proper and

legal way and BATB is very careful about this. Legal department handles how to sole the

problems, how to follow and adjust with the state’s laws, the shares and stakeholders,

auditing, AGM etc. The major activities of Legal department are the followings:

Litigation Management

Trade & Agreement Management
In-house Legal Counsel

Share Management

Record Management

Corporate Governance etc.

The Legal department’s diagram is given below:

Head of Legal & Co
Secretary

Litigation Counsel Dy Co. 5ec & Records
Manager
Trademark & Shares Executive

Agreements Executive

Figure 06: Legal Functional Team

Corporate &
Commercial Counsel
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* Marketing

To increase the sales, brand image and create a value for the brand is every important for
any organization. This is a centre focal point for every organization as the business means
to sell the services or experiences. In BATB, the marketing team is very efficient and
energetic, the verification we can get from their excellent selling records and their highly
appreciated values towards the customers. BATB’s marketing department mainly
conducts two activities called Brand marketing and Trade marketing which includes
several other works. Besides this, promotion or advertising activities is very important for
any manufacturing organization. But as the promotional activities of tobacco products are
banned by the government, so it is very difficult task for marketing to run their business.
However, they are also succeeding in this case. The major marketing activities of BATB

arc:

Building Brands
Trade Marketing & Distribution
Consumer Insights

Managing specialized channels

Here two diagrams of marketing department are given:

Head of Marketing, 5478

Shehzad Munim
Bangladezh

Head of Trade
Eusin‘ess i
Regionsl htanager i Channel Manager il
Chittagong Regional Manager ﬁﬁ%gﬂg!n"gmge’ e s
Sylhet
| L | |

. . Regional Manager
Regional Manager Regional Managsr
Dhaka Ihilina Bar

= - Channe
v‘ v v‘ Executive

HORECA
Channel

|20 Area Managerst
Officer
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Figure 07: Marketing Trade Team

Shehzad Munim
‘ Head of Warketing, BATE
Matketing Admin
Bangladesh
Planning & nsights Brand Mariager Brand Manager Brarid Manager
Manager PremiumePgL Pall Mall Yiczroyfetar

v v v v

Cycke Planning Brard Executive Brand Executive Brand Executive
Manager )

Marketing Research
Wanger

v

Trade Development
01ﬂcey

Figure 08: Marketing Brand Team



¢ Supply Chain

To operate a business smoothly, operation activities of that business should be done in an
integrated and appropriate way. In BATB, operation is a major activity. It includes leaf
growing, storing of them, checking of their quality, quality control; send them for
manufacturing, packaging, warehousing, distributing, procurement etc. Making up quick
decisions based on the arisen situation is another activity of Supply Chain at BATB.

Followings are some of the Operations’ activities:

Green Leaf Threshing Plant (GLTP): The GLT plant is in Kushtia. This function is
responsible for procuring the green tobacco leafs and send them to other departments for
further processing.

Primary Manufacturing Department (PMD): Here the leaf is being prepared for the

production activities.

Secondary Manufacturing Department (SMD): After PMD, the products came into the

SMD; here activities like wrapping tobacco with materials, manufacturing etc are done.

Supply Chain Management: In the previous part it is mentioned that BATB do a
business which starts form leaf growing ends with the distribution activities. It means
they do their business form the producer to their end customers. But
this is a very complex job, which involves several works. Checking
and controlling the quality of the tobacco and its packaging is
another task of operations. As it is operation so factory is involved
here. BATB has the nicest environment for its working

environment, they ensure the quality of work life, at the same time

they are very much careful about their employees. They provide the

environment where employees can work safely.
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That is why several times they have received the Zero Accident Award. Under supply

chain management, the following activities can be found:

Supply Chain
Product
Procurement
Security
Logistics

EHS ( Environment, Health and Safety)

The supply chain diagram is given below:

Mishantha Gooneratne
Head of Supply Chain

S0 Admin ‘ Bangladesh

Manufacturing
Mg
GLT Plart Mgr H PMD Manager :| SMD Manager Cell 1 H FRD Manager

v v |

. SMD Manager Cell 2
Leaf
Processing Mor g&dg)pgfﬂ'g, -
Team, Leader PMD Team, Leader

Tech Spt & i
Ay Tesm Leadsr

Training Corrdinator <]

H Technical Support Mor

<7

ShD
ME — Mechanical

SMD ME — Electrical

R&R S Manzsuer

Tech Training Mor

Figure 09: Supply Chain Functional Team
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o Leaf

The Leaf Department is very strong and efficient at BATB. They are responsible for all
the activities related to leaf growing, communicating with farmers,
controlling of the leaf quality, purchasing, processing, packing, shipping
and storing of the leafs etc. People who are working with Leaf department

have to be very responsible. It is very important job, because the taste of

the cigarettes depends on the quality of the tobacco leaf. However, some
of the major activates done by Leaf department are:

Purchasing

Processing

Packing

Shipping

Storing Leaf tobacco
The Leaf department’s diagram is given below:
I ii 1| L)ivisionalLeaf. . Export 1] LOP& 11 ] . i 1
ijEdi;ri‘Sb»i(Ds?al Leat Moy - CTG EqanFager_ Nllli‘;?jeds Leaf Cora Mar Iﬂnl_oh}.l"ah}.l'gp&
J| £a
b, 4

R 4 v

Regional Leaf Ares Leat Regional Leaf
G- M pur Migr- Chitgg Mgr- M gonj

Head of Leaf
Bangladesh

Ezaz Choudhury ‘

Area Leaf
Mor- Ranogpur

Area Leaf

Redional Leat
Magr- Chitgg

Mar-Chehcua

Regional Leaf
tgr-Al'dah

Regional Leaf
Mgr-Jhenaidah

Arealeaf Mor

Figure 10: Leaf Functional Team
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+ Information Technology

Information Technology does not only means the computer and software related works.
As the world is changing day by day, new technologies are coming up frequently, so the
business organizations are facing some real problems with it. The IT industry has
developed very quickly. With the use of it, anyone can access anything, sometimes very
valuable and confidential information of an organization might be licked out. So to
ensure the security of an organization’s information and to complete the work in a
quicker way, IT can help a lot. IT at BATB secures all the information of this
organization, they regularly update their equipments and software, to speed the work and
save the time, IT came up with several management and technological software.
Followings are the important activities done by IT at BATB.

= Business Area Management

= Architecture & Service Delivery

= [T Management

This is the hierarchy of IT department:

Dilshan Ranasinghe
Area Head of Business

SErvices
FPakistan

.

IT Operations Manager

Bangladesh

Business Engf ement
rManager Marketing, EATE

v

Infrastructure & Security
er

Senior Business Analyst ranag
SC Bangladesh

Application Support
Executive

Senior Business Analyst
Corp. Services

. IT Services Assistant
Eusiness Analyst
Marketing

Figure 11: Information Technology Team
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¢ Corporate Social Responsibilities (CSR) at BATB

BATB has a number of different CSR activities which make them to feel proud as they
are making a very good contribution in the development of this country. As they are
dealing with tobacco products, which are harmful for the people and environment, so
they have several initiatives to reduce the harm. BATB follows all the instructions and
guidance which are prescribed by the government and other authorities, where it is very

rare in case of other Bangladeshi companies.

The CSR activities of BATB are ranged from
educational sector to health sector, form environment
protection to community service etc. All of their CSR
activities made them BEST among so many local and

multinational companies all over the world.

Some of the CSR activities related to education are Battle of Mind (which is organized
for the university students in every year), Career Talk (Seminar for the students),
Apprenticeship and Internship (For the Business Graduate students). There is also

educational assistance program for the community.

BATB has a big contribution in the health sector of our country. They have Sanitation
support, Primary Health care Support, Malarial Prevention etc.

To make the greener Bangladesh originally greener, BATB has several big projects. In
every year they give free saplings to the normal people and corporate sectors. Already
they have contributed over 5 crores of saplings to the people without any cost. They also
received four times national award from the government for this project. Other than this,
they have Vegetable Growing programs, Neem Decoctions, Compost Pits and Green

Manufacturing programs.
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@ V @ Besides this, BATB has several awareness programs. As
X é J smoking is injurious to health, so they do not encourage
vouTn sMoring prevenTion  teenagers to smoke. To popularize this they have taken
awareness build up program named Youth Smoking Prevention. BATB also suggested
local government to make a law which entitled that youth under 18 would not be allowed

to smoke, where government planned to make the age 16. To make people more aware

about HIV/AIDS, BAT has aligned with some international NGOs.

:’-\ BATB has also standard for the farmers who produce

I

\‘: ff THEBRITISH AMERICANTOBACCO  tobacco leaf. Besides this, to reduce the global
ZJAQ BIODIVERSITY PARTNERSHIP

warming they have Biodiversity program with the

international NGOs.

BATB also strictly follows the law which states that labor who

@\NA ;-,
are under aged (under 18) cannot work in the factory and they -ff
@
will treated as child labor. For any country, child labor is directly jj" -,_ .
treated as a crime. But in BATB, they do not have any child Q 1 .';

- : o ’f °
labor activities. They do not allow any child labor activity inside o La®

the organization.

BATB believes that these are some actions which are actually responsibility for them as a

conscientious organization towards their stakeholders and the people of the society.
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Chapter-3

My Job at British American Tobacco,

Bangladesh
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During the internship period I was assigned at Human Resources (HR), particularly at
Corporate Functions and Supply Chain. It identifies the talent, provides training
workshops for employees and reward them Human Resources (HR) main vision is to
bridge the gap between top level management and lower level management, also improve
performance through attractive reward system. Most importantly, it strives for excellent

management practice.

3.1. Nature of Job

1. Recruitment:

Human Resources (HR) deals with the whole recruitment process and as my
sector which is corporate and Supply Chain-HR , deals with recruiting so I had the
chance to explore. The first task that I was assigned was to prepare intern joining letters,
collecting the information to whom the letter will be assigned and preparing a new
database for the interns. Also, prepare profiles for management trainees (MT) who joined
currently. Later, I was involved while screening cv’s, calling the candidates for the
preliminary interview. Once they confirmed, a portfolio was prepared of each candidate
that helps the interviewer while having a conversation with the interviewee.

On the preliminary interview day, I called up the candidates in the first hour to confirm
about their presence. Once that was done, I had to inform the person who’s on duty of the
assessment room to prepare the arrangement for interview. The duration for each
interview is half an hour. Mostly, HR business Partner plays the role of the interviewer or
according to the opening of the function, a person who is trained in interviewing and
assessing skills was seen to take the interview.

Each day not more than 7 candidates were interviewed. At the end of the day, when the

interview is over, a decision is made. Few are forwarded to the assessment level others
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are called and a rejected note is being mentioned. At the beginning, calling someone and
saying that he/she is rejected felt awkward, later I learnt it was practicing

professionalism.

The next morning, the selected candidates are called using the telephone to congratulate
and to inform about the assessment day. As the assessment day is a day long process so
my responsibility is to clearly state if anyone had any problem, if yes, forwarding to the
admin executive and getting a quick solution and forwarding it to the candidate was my
responsibility. On the assessment day a group work is presented to the candidates, and a
suggestion is asked through a case study. In this situation, candidates can agree or
disagree with one another and the interviewer observes and grades the candidate. Once,
this task is over, the interviewer gets into the play and becomes a part of it. After the
interaction between the candidate and the interviewer, candidate starts preparing the
slides. In the presentation, each candidate gets 30minutes and according to that they

present themselves and question and answers session takes place.

Later, the ones who pass the assessment is called and congratulated and finally the day
comes for the final interview. The final interview is usually being taken by the head of
the functions. Once, the green signal comes from the head room, I called the candidate to
congratulate and inform them about their tentative date of joining. Also, inform about the
offer letter which depends on medical test which BAT Bangladesh is strict about. As
soon as the candidate passes the medical test, he gets the offer letter and hence the person
becomes part of BATB. I assisted while organizing recruitment for Assistant Leaf Officer
(ALFO) and Cycle Planning Officer (CPO) , Management Trainee (MT) and Channel
Officer (CO).

2. Joining, Promotion and Transfer letter - As I am directly assisting the Supply Chain

HR Business partner, Adrita Datta that is why I am getting the opportunity to make the
joining, promotion and transfer approval letter authorized by my Line Manager Adrita

Datta.
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3. Organizing the Training Programme

This department arranges internal training for the employees. The job is to keep
all the managerial level employees from all the departments updated regarding the
upcoming training. A registration paper is sent manually and also by e-mail to the
employees to confirm whether one is interested for the training programmes. As soon as
it’s received, we confirm a hotel which is in our vendor list for necessary arrangements.
There are also trainings for which the line manager nominates one for specific trainings.
Before the training programme starts, [ prepared the name list along with their phone
numbers, prepared name stands, certificates and files in which their reading material is
organized according to the daily timing. A training programme takes place for 3 working
days. The training programme that I organized was “Employee Relations & Labour Law”
and “Interviewing & Assessing Skills”. Both of them required similar work but the

content of the training was totally different.
My task would be to keep updating every day’s work whether it is a simple calculation of
a feedback or for recruiting. Everyday, I would be reporting what was my contribution

and get briefed by my line-manager about next days’ work.

4. Training Assessment - after the training session a feedback from the trainee has been

taken in each training program. My responsibilities was to proving the feedback form to

the trainee, helping them to fill that out and collecting the form , from the trainees.

5._Your Voice - is an employee relationship and managing project operate by the
Executive level employees to make sure the rights and facilities for the management level
employees. My job was to facilitating the meetings of Your Voice and sometimes

preparing the confidential documents and presentation for this project.

6._Shop Floor Recruitment- is the project to recruit a pool of new manpower for the

Dhaka factory to increase the production. I was directly attached with the project from

the planning to the written assessment.
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3.2. Specific responsibilities:

I was assigned in Human Resources. I was given responsibility to work on

recruiting, organizing training programmes, assisting line manager, working for the

Project Your Voice, preparing the material and assisting for the new Floor recruitment

project for manufacturing.

Back-end duties assigned to me as an Intern were:

>
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Downloading CV’s online and screening according to the criteria
mentioned.

Calling candidates and informing about the interview timings.

Providing solution to unsolved quarries by interns.

Updating the status of a particular recruitment.

Creating profiles for each candidates

Assisting to arrange training

Feedback calculation of the training program

Organize files and certificates for candidates of the training program
Maintain file work

Arranging meeting room materials

Calculating and preparing bills for events like ‘Family day’ and training
programs.

Writing approval letter of joining, promotion and transfer.

Writing joining letters and competition letters

Presentation work as briefed for meetings.

Microsoft Word and Excel work for Your Voice.
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3.3 Critical Observation

From my internship opportunity in BATB, I have get to learn, observed and experience

so many things. Here is some of my observation discussed in bellow-

3.3.1 Learning from the organization:

» Gained knowledge about Human Resources: As my major is HR & Marketing,
I had very good idea about human resources. Interaction with quarries by
candidates and interns was a learning experience I encountered. Now I wonder if I
sector was not HR, I would have missed out so much of learning. Daily feedback
encouraged me to get out of comfort zone to excel. It also gave me a chance to
observe how people react after receiving a certain call for job. And also, when I
had to inform about rejection. As that is counted as a professional attitude. As part
of the job for surveys and recruitment, I had to give feedback on the spot. Some
candidates’ used to get very happy while I inform them about the job that one just
got and some were even disappointed because their wishes were not fulfilled .So
this whole experience and interactions was completely a new chapter for me and
was of great learning. As a lot of my communication was based on telephone, I
had to very careful about what I was delivering.

» Gaining knowledge regarding BATB and how a multi-national works in
daily-life: As I was in human resources so in order to understand my tasks better,
I had to understand all the offerings of BAT Bangladesh. This in return enriched
my knowledge regarding the recruitment process. As an outsider before joining
BATB, I only knew about its brand image but I did not have any idea about
different products except Benson & Hedges. As I worked for Organizing
recruitment and training programme so I learnt a lot about what the company
looks for in a candidate. This would have been impossible with out this internship

experience.

30



» Experience of one-to-one session: One to one session is a session in which a
supervisor evaluates employees under him/her on a weekly basis. In this 6 week
of internship I had 5 one to one sessions with my supervisor. Each session was of
half and hour. In those sessions he used to evaluate my week’s work. In few
sessions she corrected my mistakes and also appreciated some of my work of a
given week.

> Learned to take decisions: While working, I had to take lot of decisions that
were completely new to me. Firstly, I was groomed and then slowly
responsibilities were given to me. In one such scenario, my supervisor was out for
training and I organized and handled the daily activities and inquiries. I had to
give instant feedback, so I called my supervisor. He said that as he is not in the
office so he cannot see the papers and asked me to take the decision. He told me
that it was my judgment that was to be counted. After hearing the candidates’
problem in details, I felt that the candidate is genuine and gave her time to sit for
the assessment later due to the family emergency .This experience exposed me

under pressure and taught me to take decisions on my own for the first time.

3.3.2 Difference of real time work experience compared with textual

learning’s from Courses:

Working in an office is completely a different scenario than being in a class in
university. It’s a learning experience. While working, I realized that working in any
department of the company would have given me the same lessons that I have learnt from
Human Resources (HR) as in an internship, one becomes more organized and get a close
look to a corporate life. This was an opportunity to learn from all so working over-time
was also worth it. A pressure of performing, knowing that people are observing you and
evaluation would be done after sometime, was dutiful.

I found so many similarities from the things learnt from HR so everything was
flexible for me. Hence, it was very interesting. A course which helped me a lot is the
business communication course, we were taught how to write professional mails and in
my job, everyday I had to write a lot of professional mails so this business
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communication course was of great help. In fact, I got to connect my work with the
Introduction to management, Industrial Law, Forecasting manpower, Recruitment and
Selection and Training & Development courses I have done in my University.

Most of the work I did was based on Microsoft Excel. In our university, more
time in this software could have been helpful. In my view, textual knowledge is very
important and it gives you the basic knowledge required and enhances the confidence
required to work in real time environment. But working real time is completely a
different situation and this exposes a person to reality. So it could be said that both are

very essential and inter-related for success.

3.3.3. Work procedures, rules, requlations and activities of recruitment,

human resources:

Candidates are required to fill up the blank resume format provided in the website. A
well-structured and systematic selection procedure is followed to get the most suitable
candidate. Following the selection procedure, pre-employment medical examination and
reference checks are done. Application from recognized universities from home and
abroad is appreciated. But a rule is strictly followed that a applicant must be a citizen of

Bangladesh. BATB encourage students with good academic track record to apply.
The company policy which makes them what they are today is that once a candidate gets

rejected from any step of the recruiting system, then he can not apply here for any

position for the next two years.
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3.4 Different aspects of the Job

From the internship work I am not only learning so many things, but also I am being
able to develop myself through the different aspects of this job. Here is some different

aspects of the job I am experiencing is discussed bellow

» Dealing with People- as I am working with the HR team so I have to deal with
people all day long. Sometimes I have to deal with the organizational people ,
sometimes I have to deal with the outsiders ; in fact sometimes without seeing
them I have to do important business deal. For example- booking room in hotel

for meetings.

» Communication- I have to communicate with people daily face to face, by
phone or through e-mail. Through this my communication ability is increasing

day by day and I am being confident rather than before.

» Interaction- sometimes I have to interact with new people whole day lone when
interview or assessment takes place. Through this my interacting skill is

developing and I am being good at interacting with people more.

» Managing people- T have to manage from the candidate level people to the
managerial level people because of my work. It is defiantly a tough task. For

managing people I have to be aware all the time and have to done work in time.

» Networking- By working with HR division I am getting to know so many
people, not only from BATB but also from the other organization. So my

networking is building through this way.
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Chapter-4
(Findings and Analysis)
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SHOP FLOOR RECRUIETEMENT- INITIATIVE TO
INCREASE THE FACTORY MAN POWER

Recruitment is an action of Human Resource Department of any organization all over the
world. BATB generally recruit employee for factory while they are willing to establish a
new machine for more production. Recently the authority of BATB has decided to
purchase a new machinery for the purpose of maximize its production and increase the
product and profit volume. To run this machine, the company needs a large number of
people to operate the machine. For this, BATB has decided to recruit machine operators
for the machine.As recruitment is a function of HR department of BATB, it has made a
team to do the project named ‘Shop Floor Recruitment”. The recruitment project is not an
easy task. The whole HR department along with the operation department has made
critical plans to run the project successfully. For this, various meetings, discussions are
taken place and as a result, a well defines plan with schedule has been finalized for the

project “Shop Floor Recruitment”.

4.1 INITIAL PLANNING PROCESS:

The project team has first of all decided the number of operator they needed for the
machine that the company is going to established. Team decided the number of
maximum individuals they are going to recruit.

Total no for recruitment

| Item Number

additional re

g

lines 52

a
o e+ HCVY

Other vacancy (Expire, Resign,

retirement etc) 5

Final proposed no for

recruitment 57

Table 12: Recruitment number
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» Targeted Pool & Eligibility:

In the next step, the project team has decided the targeted pool and the eligibility of the
candidates who can be applied for the post. The team also selects the requirements that

are needed to select a candidate for next step.

= Pool:
The followings will be recognized as a qualified candidate to sit for the exam
if all requirements are full filled as per required.
+ Badli/Casual pool (current)
« Badli engaged through contractor

* Diploma candidates — Poly technique institute (Dhaka Based only)

*  Employee/Managers referral (Maximum one application form for each DF

permanent employee).

= Eligibility :

« For external candidates: Engineering, Diploma, Discipline — (Mechanical/

Electronics /Electrical /Power).

*  For Employee/Manager referral: At least S.S.C.

«  All badli/casual/contractor employees can apply.
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4.2 SELECTION PROCESS FLOW:

To select the most eligible candidate, a pre approved and well designed procedure has been

followed. These steps which are following to select final candidate are as below

v

v

v

v

Initial Written Test STM test VIVA Final

Screening Selection
An initial paper- -Objective type -Facilitated by -4 basics leadership Merit list and
based selection is aptitude test Technical Training skills selection
carried out on all - [ hour duration Manager and ops -Facilitated by ops recommendation
applications. -Facilitated by ops line managers HR and ops line
Selected applicants HR and ops line - split in groups managers
receive an ‘Admit managers - Split in groups
Card’ to allow them -All candidates at a
to proceed in the time
selection process

Figure 13: Selection Process Flow of Shop Floor Recruitment.

According to Selection process flow, first of all the Initial Screening will occurs where the candidates would
be screened according to their eligibility and here work experience and previous performance would get
priorities. Than the screened passed candidates will get admit card for the written test which will be a One
hour test and all the candidates will set for exam at a time. After passing the written exam candidates would
be called for the STM test and VIVA spilt into groups. In VIVA leadership skills would be judge and in STM

test Short Term Memory would be judge through Machineries Examination.
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4.3 PROJECT GOVERNENCE STRUCTURE:

The project “Shop Floor Recruitment” is a work of a group where different individuals
are working as a team. In this team, people from high authority to temporary employees,

different parties are involved. There is a designed structure for the authority of this

project.
Top Team
Head of Function

Head of HR
S
Senior Supplier Project Executive Senior User <
oM
Corporate Employee SMD Manager Manufacturing e
Relations Manager Manager o
S
| .
o

Project Manager

Support HR
Manager

Admin & Selection Tools Sensitivity Communication
Logistics and Management CORA
Process MGT

Figure 14: Project Govern Authority.



4.4 CRITICAL ACTIONS BEFORE GO LIVE:

Recruitment project is not a easy task. Different parties and their individual as well as
business interest are involved here. The authority have to take decision on the basis of the
most important mater and the they have to follow the most safe way to avoid all the critical
situations that may be occur while taking any decision. For example- there are Union
Leaders, CBA in BATB. These people always try to influence the management’s decision
and try to force the management listen to them. Sometimes they are involved in illegal task as
well. To avoid these types of unfortunate situation this can affect the decision of the
management and can make caous in the organizational environment, different actions are
preplanned. By taking necessary steps, any critical situations can be stopped before occur that

can hamper the regular activities of BATB.

The project team has taken some actions before go live to protect any critical situations
like-

(1) On board CBA that is CBA leaders are well describe the project as per they can
be informed and their activities are strongly controlled by the higher authority
who are involved in the “Shop Floor Recruitment” project.

(2) On board operations line managers that are the line managers of every shift are
ordered to deal with his employees in a way so that they can not be able to make
any hamper to the project work. This need to be tackle in cool mind cause it is a
mater of those people who are the heart of any company.

(3) Ready FAQ.

(4) Sessions for operations line managers’ readiness — to inform them

completely about the process &  sensitivity understanding.
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4.5 SENSITIVITY MANAGEMENT:

To avoid all the sensitive issues that can be occur in the mean time of running the project,
various management preclusions are taken before it go live. For the purpose of sensitivity
management, the following need to follow-

(1) Maintain one point contact process from both CBA and Drive team.

(2) Transparent and communicate indifferent message down the line regardless of

CBA and opposition leaders.

(3) Maintain strict confidentiality handling question paper and relevant

information.

(4) ERM, Legal and internal communications team involvement for every

Notice board communications.

(5) Avoid discussion on precedence and past recruitment practices especially with

CBA and Opposition leaders as much as possible.

(6) Strictly avoid any communication which represents even any commitment

tonality regardless of CBA or Managers.
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4.6 GO LIVE:

After all these preplanned steps that need to follow while running the project, the

procedure is determined to select the final candidate. For the selection, the process will be

like following-
Notice Written Test STM Test VIVA
Application Script checking, Scoring,
Receiving, L Communication
communication
Screening ¢
Communication Tabulation

Final Selection

Figure 15: Procedure for GO LIVE.
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4.7 PROCEDURES:

To run the project appropriately as per the plan, various tasks need to be done accordingly.

These tasks are very important part of any recruitment process.

> Notice:
The first duty has been done is to inform the people about the process that is BATB is going
to recruit shop floor employees for its new machine. For this, a proper notice need to be
published for all the people related to this, who can apply for the job. The first thing that has
been done is preparing the notice and invites people to take part in the procedure to become
an important part of BATB by working for it. In the project, the position for which company
looking for new people is mentioned along with the pre decided requirements that are

necessary to took part in this process. Everyone asked for apply as per the decided pool.

» Form Preparation:
The next step is to prepare the form by which people are going to apply. This is a paper full of
required primary informations which are required to short listing the candidates to finalize
who will sit for the written exam. The form is based on the general information of a candidate
like name, fathers name, address, educational qualification, reference,etc. The candidates need
to fill this form by giving all the necessary informations those are asked for with required

papers.

» Form Distribution:
The forms are distributed among the workers as per the procedure. To do this distributional work
properly, the workers are matched with their ID number to check whether there is any illegal work
is going on or not. Sometime their may be some workers who will try to break the rules of
distribution by taking more than one form against a single ID. To avoid this type of unwanted
problems, forms were distributed by checking every single people personally. The number of

forms distributed was 1195.
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In the Application, candidate’s Name, Father’s name, Present Address, Permanent Address,
Date of Birth, Contact No. Educational Qualification is required. If he or she is an existing
employee then in this case his or her ID Number, his or her Line manager’s ID and name is
required. On the other hand, if the candidate is referred by any employee then the name and
ID no. of that referral employee must be included. Two strict conditions applied in this case,
that is the referral employee must be a permanent employee in BATB and one employee can

refer one candidate only.

A sample form that was distributed among the workers for this recruitment project is given to

the appendix (Appendix-1) to make the information more clear.

» Updating the Database:
The database that is all the activities happened in a day need to be updated in soft copy to
keep proper information related to the “Shop Floor Recruitment” project. It is very important
to update data daily basis because there may be a need of any information at any time. It is a
very sensitive project, a project of human issues. So any mistakes can cause a great problem.
To avoid this, we need to be prepared. All the actions taken place along with how many forms
are distributed, who have taken those, each and every person individuals profile have been

created and updated as per requirement.

» Form Receiving:
Forms that are distributed have been received along with all the necessary papers that are
asked to submit with the form. While collecting the forms, the representatives who were
involved in these tasks checked the forms before receiving from the candidates and took

signatures of them to keep record of their form submitting. The number of forms received was

970.

43



» Screening and Notice for the Written Test:
The next procedure is to screening the received forms and find out whether the forms are
filled appropriately or not. The forms those follow all conditions, those persons are selected
for the written test. But this is not just saying procedure. Each and every
information of the form are justified and then the final lists of candidates were called for
written test. After verifying all necessary requirements, 920 candidates were called for written

tests.

» Contact with Vendors:
After hanging the final list of written test examinees, then next step was to arrange all the
events those are going to occur. First vendor was decided to arrange every task related to the
written test like the venue, arrangements of all necessary logistics, all sitting arrangements,
foods, etc. according to the pre decided schedule, the vendor arrange the venue and all other
necessary things including printing of question papers and answer sheets. They also arrange

extra security and transport as well.

» Written Test:
The written test of 920 candidates has been taken to the selected venue as per pre plan. Before
the exam, the selected candidates were given admit card by showing which, they were
allowed to seat for exam. A standard format was used on making the admit card. A format od

ID is given in Appendix- 2

The invigilators were the manager of BATB and the Interns who were involved in the

project. The exam was held for 1 hour and it war taken in two parts. One is short

question, another one is MCQ. Total marks were 50. Candidates were given options to answer
and all questions were set in a manner so that everyone can answer minimum required number

of questions. These questions were set by the HR manager, who was in charge of the project

44



and he keep all questions confidential before the exam so that no one can get any clue. This is
what BATB always follow in recruitment projects. After completing the exam, all the answers
scripts were taken to the office and sealed until the authorized managers started to check

those.

Before checking, all the answers sheets of each set of questions were prepared and keep
sealed. While the permission of checking had been given by the higher authority that were a
part of the project “Shop Floor Recruitment”, all the managers and other team members
gathered together in a secret place and sealed was broken for checking. This procedure were
held for two days very confidentially so that no one can be informed about what is going one

or can make any unfavourable situation to hamper the procedure of the project.

» Call for VIVA & STM:
After checking all scripts, numbers are counted and merit list were made from top to
bottom. All these were done through using technology instead of doing manually. When the
result was made, the top 525 candidates were called for the next procedure that is VIVA and
STM test. The notice was hanging including the candidates’ names and ID with the date when
their VIVA and STM test will be taken. The managers who were selected before to take the
VIVA and STM were performing their duty.

= Team List - for the VIVA and STM Test four pool of team work efficiently which
are known as — POOL-A, POOL-B, POOL-C and POOL-D. Interns work as the

guiders for the candidates.
» POQOL-A: is a group of Shift Managers who designs the MCQ and the STM

Test with the guidance of the HR Manager or HR BP who is the in charged of
the project.
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» POOL-B: is group of Invigilators of HR team (Executives), 2 team leader from
SMD, 1 team leader from PMD and a Production Manager who invigilates the
total procedure and gives suggestion or order if needed for anything till the
procedure runs. Manufacturing Manager gives the questionnaires to the POOL-
C and POOL-D, designed from Shift Managers. Sometimes the Head of
Supply Chain and Head of HR visits to observe the total procedure.

» POOL-C: is the Lead interviewers. Normally, HR Managers and the SMD
managers take the VIVA of the candidates.

» POOL-D: this POOL is the pool of support interviewer like Shift Managers
AND Team Leaders of the PMD & SMD who will take the STM test.

And there were minimum 12 interns to guide the candidates and solving problems.

‘ Team List |

‘ POOL A: TEST DESIGN FOR MCQ AND STM TEST |

Follow
up by HR
Shift Managers Manager

n
Charge

POOL B: INVIGILATION GROUP

HR Team

Questionnaire handover by Manufacturing
2 team leaders from SMD Manager

1 team leader from PMD Visitors- Supply Chain Head & HR Head
Production Manager

‘ POOL C AND D: INTERVIEWER AND STM TEST TAKER GROUP

[ LEAD INTERVIEWER | | SUPPORT INTERVIEWER |
\ HR Managers \ \ Shift Managers \
\ SMD Managers \ \ Team Leaders \
\ CANDIDATE GUIDERS |

‘ Interns ‘

Figure 17: Team List for Recruitment Process.
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Layout of VIVA and STM setting arrangement become planned by the authority from before.
Interview and STM test take places in total 8 Booths. Here is a sitting arrangement planning

chart given bellow.

INTERVIEW AND STM TEST MODEL LAYOUT

INTERVIEW

2 Managers 2 Managers 2 Managers 2 Managers

BOOTH A BOOTH B BOOTH C BOOTHD

A
N
D
|
D
A
T
g /F v \ v
| STM TEST
1 Manager 1 Manager 1 Manager 1 Manager
BOOTHE BOOTH F BOOTH G BOOTHH

Figure 18 : Layout of VIVA & STM sitting arrangement.
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= VIVA

In VIVA, the invigilators were looking forward the confidence level along with the

educational knowledge, teamwork, effectiveness, behaviour, communication etc. of the

candidates. Here is a sample of VIVA evaluation form below.

Candidate’s Name:

Viva Evaluation

Position Applied:

Date of Interview:

Interviewer’s Name & Signature:

Competency

Indicators

Score

Communication

Actively listens and builds
positively on others ideas

Demonstrates awareness of own
impact

Approachable, and listens to
people about the issues that
matter to them

Personal Effectiveness

Teamwork

Can priorities work

1]2]3]4]s

Enthusiastic

Participates willingly

1]2]3]4]s

Participates constructively

Actively support others

Keeps commitment

Takes Initiative

Sense of Urgency

1/2]3]4]5

Overcome barriers

Delivers what promised

Displays ‘can do’ attitude

Comments ( If any)

Ratings
Poor
Marginal
Acceptable
Good
Excellent

[0 QN S W (S

Figure 19 : VIVA evaluation form.
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= STM

In case of STM, candidates are examined by testing their machine attachments. Here, STM
machines are used to take test. STM is a small kind of machine where the

preliminary techniques of operating any machine are being tested. The invigilator shows the
candidate how a machine works. Then he changes any part of the machine and asked the
candidate to fix it. If the candidate can recover the changes quickly, he will be marked high.
In this case, marking is giving on the basis of how much a candidate took to identify the
changes that invigilator did and recover it. If the candidate is smart and efficient, he can find it

in a short time. This measure the effectiveness of the candidate
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Booth No:

ID #

Task Name:

Maximum Time: 5 minutes

STM test report

Date:

Completion
Time

Time
(minutes)

Score

Comment

0-2

2-3

34

45

>5

D=L =

Signature of Assessor

Figure 20: STM test report.
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» Final Selection:
After evaluating all the numbers of an individual candidate, that is the total of Written
Test, VIVA, STM test number, his position in the merit list is determined. The final list
of candidates for joining is found out on the basis of this total number. In this project,
among 525 candidates, who took part in the VIVA & STM test, only 57 candidates are
finalized for medical test and joining the job. The list of 57 candidates has been hanging and
they are asked to do the medical check up
at the diagnosis centre that is assigned by BATB. After clear confirmation from the
assigned doctor of BATB, these selected people are allowed to join the job. They
provided appointment latter in the fixed date and after that, three days of indexation
occurred to make them known about BATB and its entire working environment, rules and
regulations and all other necessary things that they should know.
The indexation program was host by the managers of HR, Operation and Manufacturing
Department. This indexation process was done in two pools to make the process more
efficient. After one week of joining a group, the next group’s indexation has been occurring.
These 57 people will be in provisional period for first three months. After that period, they

will become a permanent employee of BATB, in the factory as a machine operator.
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4.8 Outcome of the Project:

The planning made for the project run successfully in maximum level. By following this plan,
the company gets a number of well qualified, skilled operators, who will help the company to
achieve its ultimate goal. These individuals will be a big part of the production of BATB. As
the plan made for this project “Shop Floor Recruitment”, it does not go in all aspect.
Maximum HR related projects generally go very well with the plans, but some times there

may have some hamper of continuity of the project because of some reasons like-

CBA and UNION referrers need to get more preference

Management referrers also get preference.

To manage all the parties, some times the plan time period of a project
excides.

This delay of decision making increase the total cost of a project that
makes the project less efficient one.

Some religious occasions also make delay to the project time period as it

causes holidays.

In every project, there are some limitations and there may occur unwanted situations that
can hamper the planed procedure. But the effective project always goes with these
limitations to make the project successful as the project “Shop Floor Recruitment” did.
Facing some little barriers ultimately, this project becomes a successful one for the

department of HR which makes some learning to them.

This report was an extensively study on a running HR project named “Shop Floor
Recruitment”. This project report reveals the procedure that BATB’s HR department

follow to recruit people in factory. This in not the ultimate process of recruitment that

BATB follows in every recruitment project. It varies project to project depends on the
requirements of the company. As defined here, BATB follow quite restricted and confidential

process for its recruitment process which can be revealed 100 per cent. BATB is a global
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company where every individual want to work. But it is not that much easier method to be a
part of it. The process BATB follows for recruitment is not 100 per cent effective and
efficient always. The main problem occurs in case of time management and decision making.
British American Tobacco Bangladesh Co. Ltd. is a well reputed global company, but there
are some rooms for improvement for the company to build its corporate image further. Its has
already been mentioned that the main problem behind the less inefficiency of HR action plan
is the decision making process. Behind this, there are some reasons which BATB needs to
improvise. Based on the experience while working in this particular project, there are some

findings that can be recommended to British American Tobacco Bangladesh.
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Chapter -5

Recommendation and Conclusion

54



5.1 Recommendations:

Though the Project itself was successful but there were sort of things which can be improved

to do more effective work in near future. So I have come up with some recommendation for

BATB by which the organization can help itself.

v

BATB should maintain international standard format for the recruitment process to go
with the rest of the world. It is doing so, but it need to increase the efficiency of its

process more so that the project can be more efficient and effective.

In case of decision making, BATB should make a strong honour ship of it so that the
other parties can not influence the decision making process. Time management need to

be given more emphasized to make project efficient.

From the previous mistakes, HR can learn many things to improve the HR action

plans.

All the members of the project team need to be more informative and should work for
more up to date designed plan. The ultimate power of the company decision making

must be on the hand of the Heads.

Though HR is dealing with the most sensitive issue of any organization, that is the
human, its need to be more stable and up to date to face any situation that can be occur
any time.

In case of Internship Programme, BATB should focus more about giving the brief to
the interns before assigning for the task.

Line Managers should be more attentive and serious about the interns

Interns should be engaged in regular basis so that they do not get frustrated that Line
manager is not depending or focusing on him/her.

Interns should get more flexibility in case of getting information for their report or

project.
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5.2 Conclusion:

Getting an opportunity to do internship in the world’s most popular international tobacco
group has been a great experience. It was a great honour for me to work in such a professional
company where everything is so organized. The corporate culture that I learned from BAT
Bangladesh is a point to be mentioned as their friendliness makes them unique. Working in
Human Resources certainly helped my interaction & communication skills. To work in such a
big organization was a pressure itself and adapting to this pressure was also a new experience.
After completion of my work tenure as an intern, I feel blessed to have learned so many
things in such a short span of time. New learning’s and helpful attitude of colleagues is a
thing to be remembered for a long time. I certainly believe this experience of working in
British American Tobacco (BATB) will help me to be professional in life and also work as an
added advantage for the years to come. From the analysis of the situation while working in the
project, it can be said that British American Tobacco Bangladesh is doing a praiseworthy job
in the corporate sector, especially in case of Human Resource category. They procedure that
BATB follows is international standard that gives well out put. But there is still some lacking
of visibility and effectiveness due to communication. The company wants to establish itself as
a benchmark in HR activity. For this, the company needs to focus more on communication
with different parties and improvise its process for recruitment and involved more strong
procedure so that the best individual can be a part of BATB, which ultimately increase the
standard of the company. BATB should be more vocal about its achievements and in return

gain effectiveness, visibility, and hence appreciation.
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Appendix:

1. Appendix-1 : Application Form for candidate information

=
2

APPLICATION FORM

Please Attach 1

Passport size
photograph here.

REFERENCE
Applicant No: EMPLOYEE TO WRITE
HIS NAME & ID
Name of Candidate NUMBER AT THE BACK
Father’s Name
Present Address
Permanent Address
Date of Birth Contact No:
Educational Qualification :
Degree Institute Year of Group Result
i = Passing =rotp (Division)
S.8.C
H.S.C
Graduation
Masters
Diploma/ Technical/
Vocational/ Others

(*For Badli/ Casuals) ID Number
(*For employees’ referrals)

Name of Employee
ID Number

Signature of Applicant and Date :

Signature of Permanent Employee

(Reference):
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2. Appendix- 2

Name :
Exam ID :

*Damaged admit cards will not be allowed
*Candidates will not be allowed to sit for the exam without an admit card

ID card Template
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