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Letter of Transmittal
September 26™, 2010

To

Mrs. Farhana Nur Malik
Lecturer

BRAC Business School
BRAC University

Subject: Internship report on “The practices of HRM in Aarong& AAF”
Dear Madam,

This is to inform you that I’m a student of BBA program of BRAC University, Major in Human
Resource Management and Marketing. It is my pleasure to carry out the internship report under

your supervision.

As a requirement of preparing an internship report based on the practical situation in an
organization, | selected Recruitment as my core concentration along with few other HR practices
that I have come across during my internship program. So | have prepared a report on the
“practice of Human Resource Management in Aarong & AAF. | hope this report reflects on the
contemporary issues on the Human Resource Management that are being Practiced by

organizations in our country.
I would like to request you to accept my internship report for further assessment.

Sincerely yours,

Mehjabin Tanjila
ID: 05304024
BRAC Business School
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Executive Summary

The retail enterprise Aarong is the handicraft marketing arm of BRAC (Bangladesh Rural
Advancement Committee). Established in 1978, Aarong is a fair trade organization dedicated to
bring about positive changes in the lives of disadvantaged artisans and underprivileged rural
women by reviving and promoting their skills and craft. Reaching out to weavers, potters, brass
workers, jewelers, jute workers, basket weavers, wood carvers, leather workers and more,
Aarong embraces and nurtures a diverse representation of 65,000 artisans, 85% of whom are
women. Today, Aarong has become the foundation upon which independent cooperative groups
and family-based artisans market their craft, in an effort to position the nation’s handicraft
industry on a world platform of appreciation and acknowledgement

The Ayesha Abed Foundation (AAF) is an organization that aims to provide avenues for
employment and income generation for underprivileged rural women. It is an enclave for
women, formed to uplift them economically, through their work as producers, and also socially,
through their development into entrepreneurs. The Foundation provides an appropriate working
environment, financial and technical assistance, and training to develop the women’s skills in

various crafts.

This report tries modestly to uphold Aarong & AAF’s recent changes in that it has undergone in
its HR practice. As the reader flips through the pages of this report they will come across
changes that have been brought into the staffing, performance appraisal, HRIS, and a respective
compilation of general HR activities. In addition to that the report also gives a sneak peek into
Aarong & AAF’s history, vision; mission its products and marketing strategies it follows. There
are some very important issues like employees compensation management, HR budgeting etc.
which could not be included in the report for confidential issue. But | have tried my level best to
work with the most important Human Resource activities, which | have illustrated through the

report



PART- A

About the Organization
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Introduction

“To provide a stable and gainful source of employment for the under privileged rural artisans, lift
up the traditional identity and the commitment of quality service”

On the basis of these principal Aarong started its journey in Bangladesh. Aarong is an
organization that is dedicated to change the lives of disadvantages, promoting traditional
products from Bangladesh and opening the doors so their products can be exported. Throughout
Bangladesh and in international destinations, the name of Aarong is the synonym of quality
originality and uniqueness. The designer and the creators of the product range offered by
Aarong, have not only established the organization as leaders in deshi handicraft, but have also
reignited interest and popularity for styles and traditional crafts that are native to the country. It
is the gracious blend of contemporary and customary that ensures that each product is original
and saleable in modern society. Aarong therefore has thousands of artisans producing pottery
work, jewelry, woven baskets, silk, leather items, brass pieces and magnificent wood cravings.
Today, few urban consumers will argue that Aarong is the local Mecca for deshi handicraft.
Aarong’s product designs has brought consumer attention back to the products and styles that are
indigenous to Bangladesh, its designers blending the traditional with the contemporary in a
manner that has won instant consumer appeal, starting a revolution in trends that has now been
taken up by countless other boutiques and stores. Aarong’s product designs focus on the diverse
types and textures of crafts and patterns that have been passed along from generation to

generation among weavers and artisans in craft hubs around the country.

The name of the organization Aarong is a Bangla word. It means “a village fair or market”. The
village fair provides craftsmen of all trades a marketplace to display and sell their traditional
handicrafts. The naming of Aarong as such upholds the organizations commitment to promote

the indigenous goods of our country, which are a part of our rich cultural and artistic heritage.

It is the handicraft marketing arm of BRAC (Bangladesh Rural Advancement committee), the
largest NGO in Bangladesh. Aarong has created a village fair for the craftsmen of all trades
come together to exhibit and sale their traditional handicrafts.it helps vitalize the traditional

craftsmanship and find a wider market for their products nationally and internationally.



Established in 1978, Aarong is a fair trade organization dedicated to bring about positive changes
in the lives of disadvantaged artisans and underprivileged rural women by reviving and
promoting their skills and craft. Reaching out to weavers, potters, brass workers, jewelers, jute
workers, basket weavers, wood carvers, leather workers and more, Aarong embraces and
nurtures a diverse representation of 65,000 artisans, 85% of whom are women. Today, Aarong
has become the foundation upon which independent cooperative groups and family-based
artisans market their craft, in an effort to position the nation’s handicraft industry on a world
platform of appreciation and acknowledgement. Over the years, Aarong has earned a name as

one of the finest rural craft producers and marketer in home and abroad.

Background of the Organization

Aarong began as a cause — a means to an end for a quiet organization fighting to uphold the
dignity of the marginalized. In 1976, when BRAC- a Bangladeshi NGO dedicated to alleviating
poverty and empowering the poor, first began encouraging sericulture for women in Manikganj,
their only buyers were a few scattered retailers in Dhaka. Weeks, even months would pass
between supply and payment, until BRAC intervened. Aarong was born out of a need to ensure
that the penniless silk farmers of Manikganj were paid for their goods upon delivery, so that they

could feed their families.

Today, Aarong's reach has spread beyond Manikganj to the rest of the country. It has grown into
a thriving international enterprise showecasing ethnic wear to beautiful crafts from silks,
handloom cotton, endi to terracotta, bamboo, jute and much more. From a single shop, Aarong
has grown into one of Bangladesh's biggest retail chains, with eight stores spread across the
major metropolitan areas of the country - in Dhaka, Chittagong, Khulna and Sylhet and one in
London, UK.



Aarong symbolizes fairness in the global village. The organization has identified three basic
constraints for gainful employment of the low income and marginalized people in the rural areas:
lack of working capital, marketing support and opportunity for skills development. In order to

bridge these gaps, Aarong provides a wide range of services to its workers and suppliers:

e Spot payment on product delivery to encourage efficiency and productivity

e Reach out to producers in remote areas to ensure fair value for their efforts

e Marketing communication and information for artisans

e Advances against purchase orders where necessary

e Training & Education in skills development to raise product quality and marketability
e Product Design and Support in Product Development

e Quality Control to increase producer awareness of the importance of quality

These values reflect fair trade principles which have been developed by registered Fair Trade
Organizations. It contributes to sustainable development by offering better trading conditions to,

and securing the rights of, marginalized producers and workers in Bangladesh.

Logo

The logo of Aarong is an image of peacock.it is spectacularly beautiful
because of the brilliant, iridescent, diversified colorful pattern in its tail.
The color of the peacock in the logo is orange because it represents

energy. By this logo Aarong communicates that its products are as

stunning and as unique as a peacock. Moreover it wants to emphasize its

natural, eco-friendly products through the emblem.
Aarong’s Mission Statement

“To make Aarong the best in the world in providing a unique Bangladeshi lifestyle experience to

empower people and promote Bangladesh while protecting our environment.”



Vision of the organization

Aarong has a vision to establish them as world’s one of the famous fair trade fashion house, and
to remain market leader throughout its business. Aarong expanded its business in international
arena. Aarong has a dream to develop more artisans of Bangladesh and make them self-

dependent and attract more and more international customers towards Bangladeshi culture.

Organizational structure of Aarong

Aarong Organogram B
birpesy
As of October, 2008 e
Taiia H Abed
Dwoctr
hancrg b ARF
Herwlaia
— P i
| ' |
| |
A Y ] Y 1 Y Y \
o e ™ e o B .
- FRg ol G = 1, Mae s Mgt ir, Marage =} Envpiyss
o o o L~~~ S B ol L S P S =
Pt 0 o} S Podedt Asmemsce Jcr:::‘w Mo k-": L Cantxl : Canthgd Warrarc
Fromch O Trri e
Duwikp
Tesg -
il IR s A Fase b Cord : Tath |
Frojec ot hgurazen

R TLru'—v BRE

¥R Ducurertal Fatem Oy oy Tisrg o) Coning Varamarce
Dt on Libriry oo Carmi

Eu:“: Enpot Sicin AP ‘:T“
facony
1 1 1

Figure: Organogram of Aarong.



Ayesha Abed Foundation- AAF (Aarong production Centre):

The Ayesha Abed Foundation (AAF) is an organization that aims to provide avenues for
employment and income generation for underprivileged rural women. It is an enclave for
women, formed to uplift them economically, through their work as producers, and also socially,
through their development into entrepreneurs. The Foundation provides an appropriate working
environment, financial and technical assistance, and training to develop the women’s skills in
various crafts. The Foundation was established to commemorate the memory and work of late
Mrs. Ayesha Abed, a co-worker and wife of the Founder and Chairperson of BRAC. The work
that is done in the Foundation is a testament to her commitment to the issues of education,
training and employment opportunities for disadvantaged women. It was she who in 1976

initiated all the present major activities of AAF in Manikgon;.

The AAF aims to work with the most underprivileged women in the society. These women are
often the most neglected and are in need of much assistance and support. The AAF plays the role
of a facilitator. To support these women Aarong has created 13 production centers in
Baniachong, Gorpara, Jamalpur, Jessore, Kushtia, Manikganj, Rajbari, Sherpur, and Pabna,
Pollobi, Kurigram, Nilphamary, Jhenaidah and 653 sub Centre spread across in 2000 villages of
Bangladesh. Today More than 40000 women work directly for Aarong in its production centers.
The women are placed in an enabling environment, with other women of similar socio-economic
backgrounds. They are trained and then given the opportunity to generate income. One of the
major challenges that these women have to face is that they are marginalized and they, on their
own, have no way of becoming part of the economic system. This is where the AAF steps in,
helping such marginalized women out of their peripheral existence in society, and giving them

the opportunity to become involved in sustainable enterprise.






The AAF is closely interrelated with other programs, especially BRAC Development Program
(BDP) and Aarong. The women workers of the AAF come from the BDP organized Village
Organizations. Working at the AAF thus gives the women access to other BRAC programs. All
of the AAF’s finished products are sold through Aarong, which additionally provides designs,
raw materials and financial support to the AAF. Since AAF supplies exclusively to Aarong, it is
treated as Aarong Production Centres.

Goals:

*Empowering destitute rural women by providing opportunities for employment and income
generation.

*Ensuring commercial success of the enterprise of women producers.

*Reviving traditional skills of rural artisans.

Services:

*Free Medical check-up including free eye treatment, eye-glasses and treatment costs for severe
illnesses

*Advance wage payments for employees in need
*Day care services
*Workers retirement fund

Twenty five thousand independent cooperative groups and traditional family-based artisans also
market their crafts through Aarong. Potters, Brass Workers, Jewelers, Jute workers, Basket
Weavers, Handloom Weavers, Silk Weavers, Wood Carvers, Leather workers and various
artisans with specialized skills from all over the country come to Aarong for marketing and

support services.



Products and services of Aarong:

Holding the steadfast to its original Mission, Aarong today supports the lives and livelihoods of
thousands of rural artisans and handicraft producers. These producers and artisans create wide
range of products for the different types of consumers in home and abroad. The products are
unique and traditional and appealing to the modern consumers, staring from clothes, accessories
to home wares. Aarong designs and creates clothes for women, men and children. There are
designers and more than 3000 weavers across the country are involved with the production of
Aarong clothing lines. And for the fashionable accessories there is one special department called
jewelry department where jeweler creates elegant jewelries that are contemporary yet traditional
using gold, silver and jewels like pearl, emerald and diamonds. The other accessories like bag,
sandals and produced in AAF centres using leather, jute, bamboo etc. In home ware and

decorative Aarong produces pottery vases and sculpture of wood, bamboo, brass and clay etc.

For exporting the products Aarong has a separate department in head office and very selectives
artisans work here to produce fine quality products and these are sent to the production centres as

sample of the exporting products. Here is the list of products Aarong produces:

Clothes & Accessories:

MEN'S PRODUCTS WOMEN'S PRODUCTS CHILDREN'S PRODUCTS
1. Traditional 1. Traditional 1. Clothes
2. Executive Shirts 2. Western 2. Toys
3. Maanja 3. Nightwear 3. Books
ki 4. Shawls/Scarves 4. Shoes
5. Short Kurta
5. Shoes
6. T-shirts 6. B
7. Stoles/Shawls ’ ags'
3. Sandals 7. Fabrics




Jewelry Products LEATHER PRODUCTS NAKSHI KANTHA

PRODUCTS
1. Gold 1. Shoes
2. Silver 1. Decorative
3. Pearl o Rl lEE 2. Wall hangings
4. Other 3. Belts 3. Christmas
4. Boxes decorations

5. Photn Frames

Along with the clothes, accessories and home ware Aarong also produces food products like
milk, flavored milk (mango & chocolate) juices (mango & tamarind), yogurt drinks (orange,
strawberry), curd (sweet & sour), butter and honey. And herbal skincare products like soaps,

shampoo, oil and face pack etc.



Home Wares & Furniture:

HOME ACCESSORIES

Curtain

Bed cover & cushions
Rugs

Table Lamps

Photo Frames

Coasters
Napkin Rings
Mats
Trays
. Cutlery
. Bowls and Platters
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. Plant Accessories
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. Candles

Aarong Retail Outlets:

Aarong sales its products through its own outlets, Aarong follow zero distribution channel.
Around the country Aarong has ten outlets six outlets in Dhaka in six major parts (Dhanmondi,
Gulshan, Uttara, Maghbazar, Wari and Mirpur) and outside Dhaka Aarong has two outlets in
Chittagong, one in Sylhet and one in Khulna. And outside Bangladesh Aarong has one shop in
London, United Kingdom.



PART-B

My Internship at Aarong & AAF




I was given the opportunity to work in Aarong for three months from May to July 2010; it was
part of my academic program. As my major were both in Marketing & Human Resource
Management, | worked in Human resource department as an intern where | had learnt several

Human Resource practices of Aarong & Ayesha Abed Foundation(AAF).

Description of the job:

As | had the opportunity to have three months long internship at Aarong, | have come across
with different tasks that are conduct by the HR department. | was introduced to the jobs of an HR
personnel, there were different types of jobs | was made acquainted with some were regular

others were periodical. | was assigned to the following jobs regularly. Those were-

Collecting Bio data

Screening Bio data

Setting Interview & training date
Calling For Interview & Training
Making Interview and Training Lists
Maintaining Attendances

Managing Leave

Managing Field Visit

Creating Employee Profile
Performance Appraisals

YV V.V V V V V YV V VYV V

Salary Adjustments



Collecting Bio data:

For the recruitment of Sales Associates and Store Helper the CVs are collected from outlets
mostly but applicants can also drop their CVs in the CV box at head office. And for others
positions the CVs are collected through the bdjobs’s website and the CV box at the head office.

As | have worked mostly in the recruitment of Sales Associates, it was my job to call the outlets
and ask them to send the CVs to Human Resource Department. And also ask the Office Assistant
to collect the CVs from the CV box.

Screening Bio data:

As Aarong was taking huge number of Sales Associates for Ramadan and for the new outlets, we
received CVs in large quantity. There were few areas are to be considered while screening the
CVs, these were age, education and location. For example a candidate has to be 18 years old or
above to apply for job. For Sales Associates and Labeling position the candidate has to be a
graduate student and candidate for the Sales Associates position also has be to smart. For Store
Helper and Quality Control Helper candidate must have S.S.C degree. And Quality Controller
for the production house must have at least H.S.C Degree.

The candidate applied for Sales Associate position, which were least impressive but matched the
educational qualification are kept aside or used for the labeling staff.

Setting Interview & training date:

After Screening the CVs and classified them in to different categories, we were to fix the
interview date for different outlets and inform the respective outlet manager about the interview.
And with the interview | was to fix the training date for the selected candidates. To do this | had
to consult with the Training personnel about the training batches and find out the empty slots for
Training and finalize the interview and training batch for the Sales Associates for different

outlets.



Calling for Interview and Training:

After screening the CVs and separate them based on their location, it was my job to call the
candidates for interview and inform them about the interview date, time and venue. The
interviews were held in the head office of Aarong. After the interview | had to call the selected
candidates for one day long pre service training session an inform them about training date, time
and venue. The Training sessions were held in Niketon-Gulshan for the Ramadan Sales
Associates and for the regular Sales Associates training Sessions held in both Niketon-Gulshan

and Speed Training Centre at Mohakhali.

Making Interview and Training Lists:

While calling the candidates | had to give serial number to their CVs. after calling the candidates
it was my job to prepare an interview list which contained name of the applicant, father’s name
of the applicant, educational qualification, address and contact number, there were few columns
left empty for applicants signature, selected, not selected and remarks. At the bottom of the list
name of the Human resource officer and the outlet manager who were taking the interview, were

included.

For Training list the information were different from the interview lists. Name of the applicants,
name of educational institute, and name of outlet, shift, and address contact number were

included.

Maintaining Attendances:

Aarong uses separate attendance register method for the head office and the outlets. For
employees are working in head office they are to use their finger in the punch machine when
they arrive, the machine records time for each employee arrival and leave .The HR departments
uses one software to pull data from the machine on daily basis, the software keeps records of the

employees of different department for a year.
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And for the outlets and temporary workers the still use the manual attendance register.it was my
responsibility to write the names, PIN and designation of the employees into the attendance

register for the upcoming month.

Aarong maintain their employee attendance very strictly, the employees can punch till 8.45 am
and it would not be counted as late but from 8.46 am to 9.30 am it would be counted as late and

after 9.30am it is counted as half day.

Managing Leave:

During my internship at Aarong it was my job to maintain the leave of the employees at the
outlets and few other departments. The leave is usually updated at the last day of the month.
Before updating the leaves of different employee | had to collect their leave forms, and for the
outlets I had to collect the attendance register as well. Before giving the entry of the leave forms,

I had to take a print out of the attendance of departments, so that | can check it with the leave



forms, and for the outlets | had to check the attendance register. The purpose of this was to find

out if the HR department missed any leave form to collect from the employees.

And before giving entry of leave in HRMS I highlighted the number of leaves taken by employee
in the attendance registers. I maintain leaves by departments and outlets, using the PIN of a
employee | could access into their profile and | updated their leaves for the month. Then | had

approved the leave by using Managers’ or program directors PIN.

There are several types of leaves in Aarong, these are- Earned leave, sick leave, maternity leave,
paternity leave, quarantine leave and extra ordinary leave. All of these leave had two options
with pay and without pay. Employee could take without pay leave when their quota for with pay

leave is occupied.

The HRMS of Aarong had made it easier to calculate and organize the leave of employees.

Managing Field Visit:

At Aarong the employees had to take field visits to their outlets, production Centre and Ayesha
Abed Foundation offices outside Dhaka. These field visits are also maintained through the
HRMS. For each department there were separate field visit register, where the employees write
their PIN, name, designation, and the purpose of field visit, place they are visiting and starting

date & finishing date.
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It was my job to collect the field visit register weekly and give entry of the field visit in HRMS. |
had to give entry of the field visits of employees by their PIN; here | had to mention their field

duration starting date to finishing date, place and purpose of their field visit.

The field visit is being updated frequently otherwise the attendance register will show the

employees absent while they are out for field trip.

Creating Employee Profile:

The HR department of Aarong keeps record of their employees both manually and in HRMS.
After recruiting sales associates for the outlets | learned to prepare files for new employees.
Every new employee is assigned a PIN for their identification. The employee file contains
employees joining letter given by Aarong, employees CV, photocopy of employee’s educational

certificates, reference letter, and insurance form.
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Later employee’s confirmation letter, promotion letter, transfer letter, increment of salary letter

and performance appraisal is added.

After preparing file for the new employee | used to enter the information in HRMS. First | had to
add the PIN and then | had to add employee’s information in their profile. There were different
categories like personal details, educational qualification, job base and status, joining date,

insurance nominees and references etc.

Performance Appraisals:

Aarong practices Appraisal of the employees once in a year. During my internship | was taught
how to carry out the performance appraisal of the employees at the outlets. First we had to
provide performance appraisal form of the employees to the department or outlet managers.
After they evaluate their subordinates we had to collect them. There was a particular scale which
was raked like Excellent, Very good, Good, Satisfactory and Unsatisfactory. Each question of
the performance appraisal carries 5 marks there were fifteen to twenty questions. The employees

who would get highest would be marked as excellent.

Promotion and increment was allocated based on the performance of the employees. We had to
count the numbers that employees obtained and send it to the head of Retail for approval when
he/she approves it we had to send it to general manager of HR & Training. And lastly the
appraisal was sent to the director. Based on the approval and remarks employees are promoted

and increments are given.

Salary Adjustments:

My internship at Aarong took place in May to July, during these periods of time | came across
the most important tasks carried out by the HR and Training department. Salary adjustment was
one of them. Salary adjustment is done in July. I was taught how to calculate the adjusted salary

based on the existing salary, and then recheck the salary. When the new salary is approved |



along with HR personnel photocopied the approved salary send one photocopy to the Account &

Finance department and put the other photocopy in employee file.

Critical observation:

Through my internship period at Aarong & AAF | have observed some issues which re:

Human resource department of Aarong & AAF performing their responsibilities with a
very limited workforce, which sometimes leads to a very stressful working environment
for the HR team.

Each member of HR team are responsible of few other departments for managing leave,
salary, attendance etc. mostly they are successful at their job by keeping sound
cooperation with these departments.

As most of the work like attendance, leave are calculated through the HRMS software,
the software needs proper maintenance and upgrade some cases to make HR department
more efficient.

The organization is ever growing so it is difficult to manage such large organization with
such small HR department, in annual events like salary adjustment, recruitment for
Ramadan sales associates.

The data of attendance is preserved in software only, sometimes the server is overloaded
and HR department is losing the attendance data which is also hampering in calculation
of leave.

Lastly the employee information are stored in the HRMS and also kept in a physical file.

Some of these files are really old; HR should keep the data stored by scanning as back up.



PART-C

HR practices of Aarong & AAF




Introduction of the study

Business is such an arena where there are very few similarities or sometimes contradictions
between theories and practices. And Human Resource Management is the most crucial part of a
business. Management, particularly Human Resource management, in real life is not that easy
like the theories. The purpose of this report is to find out the actual picture in the growing

business organizations of Bangladesh.

Human resource management involves all management decisions and practices that directly
affect or influence people or human resources, who work for the organization.in recent years
increased attention has been devoted to how organizations manage human resource. This
increased of attention comes from the realizations that an organization’s employees enable
organizations to achieve its goals, and the management of this human resource is critical to an
organization’s success. The presence of human in business is not a new invention but identifying
them as a resource in more formal way has been made in recent years. The history of HRM can
be characterized as moving through four broad phases as craft system, scientific management
system, the human resource relation approach, and the current organizational science such as

human resource approach.

The study of this paper focuses on how the HRM is practiced in Aarong & AAF. Aarong is the
leading organization in the country in producing handicraft and other related products. Here |
tried to make an observation on its HRM practice so that it enriches my theoretical knowledge on

HRM with practical views and processes involve in Human resource management.



Objective of the study:

The core objective of this report is to illustrate the present practice of the HRM in Aarong &

AAF. But the specific objective of this report is:

a) To have a clear view about what is actually happening in the area of HRM o the selected
business organization.

b) To collect information and insight about the HRM function of the organization.

c) To experience different HR practices those are being followed by Aarong & AAF.

d) To relate the theoretical knowledge with the practices.

e) To have an analysis on the HR & Training department of Aarong & AAF.

f) Identify existing issues of HR practices and process or lack of process that will facilitate

or hinder the proper practices of HRM.

Scope of the study:

This report is sort of case study, which means it is the illustration of the real scenario of the
selected organization. So the scope of this report is limited. The first scope of this report is to
have practical experience about how a research is done in the business organizations. The report
has the scope to cover different aspects of HRM, which includes HR practices like recruitment,
selection, and staffing procedures, selection devices, job analysis, job design, training &
management development and compensation and benefit administration. It was part of my
academic program to learn HR practices of Aarong and AAF to understand real life scenario of
business. Thus, this report does not go into deep of the HRM activities of the selected company,
it is beyond this report’s scope to make concentrated suggestions or recommendation other than

narrating the observation and reach to a conclusion.



Methodology of the study:

This report has been prepared based on both primary and secondary data. The primary data was
collected through observation and information collected from the HR personnel during different
tasks that | had to carry out as an intern; | personally took notes during the tasks | came across in
my internship. There are data that I collected from secondary sources from reports, publishes
documents, internet and articles. Data collected from the organization and other sources were
assembled and put down in different part of the report. Based on the collected information

analysis and conclusion is performed.

Limitation of the study:

During groundwork of this report some obstacles have come across, which can be termed as the
limitation of the project, these reasons did not allow this repot to go in depth of issues hence

several parts of the report is not concentrated. Therefore the limitations that were faced:

a) The internal and sensitive information was not found properly from the organization

b) Lack of sufficient time of the HR personnel which did not allow learning about certain
issues or practices deeply.

c) Lack of sufficient accessible books and journals about HR practices in the organization.

d) Unavailability of enough relevant records and information

e) Published information is not up to date.

f) Employees are not allowed to provide in depth information about their practices as the
information is confidential.

g) Three months’ time is not sufficient to learn practices and procedures of a large

organization like Aarong & AAF.



HR Practices of Aarong:

Aarong is the one of the biggest fashion house in Bangladesh with ten outlets around the country.
Behind the fashion house/lifestyle store Aarong has a corporate office and branches of Ayesha
Abed foundation in several districts. Aarong & AAF has been employing a huge number of
employees from all over the country and in some cases overseas employees. Here is the
organogram of Aarong & AAF to have a look on the positions of the employees who are

involved in different Human Resource activities:

General Manager

HR & Training Department
Aarong & Ayesha Abed Foundation (AAF)

(& : J

! A
J !

HR Training
(. . / . J/
¢ v
\Z V
Executive Training Officerl Training Officer2
Aarong & AAF
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N
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Senior HR Senior HR
Officerl Officer2
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)\ \
HR Officer2 HR Officer2
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Figure: Organogram of HR & Training

HR Assistant Office Assistant
Department of Aarong & AAF




The HR Practices of Aarong & Ayesha Abed Foundation (AAF) are as follows:

Recruitment and selection Process
Confirmation

Promotion

Transfer

Dismissal

Termination

Leave Management

Salary Management

© © N o g bk~ DN RE

Increment
10. Performance appraisal
11. Resignation

12. Retirement

During my internship it was not possible to go through all the HR practices of Aarong in depth.
There are several field that | had opportunity to work in depth. Practices like recruitment, leave

management, salary management and performance appraisal etc.

Recruitment and selection Process:

Selecting and recruiting good employees for an organization is indeed one of the most crucial
and critical aspects of running an organization as the decisions so taken to this respect can take
the organization to the heights of success. In this respect, it must be borne in mind that each
individual has a valuable contribution, irrespective of the position or status of the employee in

respective organization.

Staffing is the process of recruiting applicants and selecting prospective employees it is known
as the key strategic are of Human Resource Management. Stated that an organization’s
performance is a direct result of the individuals it employs. The specific strategies used and

decisions made in staffing process will directly impact an organization’s success or lack thereof.



Planning for recruitment and selection:

The aim of the policy and procedures is to support the recruitment and selection of people with
necessary ability, skills, qualification and competencies to contribute effectively to delivery of
Aarong & AAF.

Recruitment and Selection Strategy:

As Aarong has huge number of employees all around the country, they recruit different types of
employees based on the nature of the jobs. Aarong recruits five types of employees, these are

x5 Regular

X Part time

X Temporary
o Contractual
X3 Project based

Regular employee:

Regular employees work five days a week from Sunday to Thursday, starting from 8.30 am to
5.15 pm. These employees will receive the entire compensation program (bonus, increment,

overtime and insurance) and every other facility that are given by the organization.
Part-time employees:

Part- time employees are those who does not work on the regular working hours, they are given
the facility of flexible work hours. Part time employees are recruited for the outlets for example
— sales associates, store helper, guards etc. They are not given the facilities of the regular
employees. However they will be given some facilities based on the contracts they have with the

organization.



Temporary employee:

Aarong recruits temporary employees for different purposes. Some times when a position is
vacant and the recruitment might take long to fill in that’s when Aarong & AAF goes for
recruiting temporary employees. Temporary employees may work full time or part-time. The
temporary sales associates for Ramadan work as part timer. On the other hand temporary

employees for documentation work as long as full timer in Aarong.

Contractual employee:

Contractual employees are hired to work on certain projects or for a certain period of time. The
sales associates for the Ramadan are under contract of one month whereas the interns have three
months of contracts in Aarong. However depending on the nature of the job the organization may

extend their contract with employees.

Project based employee:

Project based employees are hired for specific projects. The organization make contract with
them to work on a certain project. To open new outlets in Mirpur and Uttara Aarong hired

interior designers to design new outlets is under project based employment.

Recruitment method:

Aarong recruits its employee’s mostly on viva voce and they do not take any written examination
of the candidates. But the interviews are conducted by several steps, which are, in first round if
someone qualifies the interview then they are selected for the second round of the interview.
These types of interviews are arranged for officer, executive and managerial level. But for the
technical posts like IT department computer literacy is tested. But recently Aarong has stated
taking written examination on computer for finance and accounts department and also for other

departments as well. Only In case of design studio the applicants has to present their portfolio.



To recruit the employees for different departments Aarong goes through several steps, these are
performed by the HR department:

Staff Requisition Check & Verify Decision to Job Advertisement
|:> Organizational Chart |:> recruitment source |:>
\ Y, S J \ J \ J
Conduct Interview Schedule & arrange Short listing the Collecting &
the interview potential applicants <= Screening
(& J/ (& S/ (& J/ (& J/
Compile Interview Candidates’ Inform Selected Issue Appointment
Results |:> Verification |:> Candidates |:> letter
\\ J/ (& J/ (& J o

g

Training

Figure: Recruitment Process in Aarong & AAF g

Orientation




Requisition for Staff:

In the beginning of the year all the departments’ head send their requisition in a fixed form to the
HR department estimating the requirement of new staff for the whole year in their respective
department, then HR collects the approval of the director. HRD would make yearly plan to
recruit staff on the basis of the received approved requisition. According to the organizational
chart, it is previously determined how many people are required to run a particular department or
to do a specific kind of job. So with the resignation of an employee respective department needs
to get approval for a new position, it forwards the form to HRD along with the detail particulars
like educational level, experience, interpersonal skills and other skills that the job required of the

deserving candidate.

Check and Verify organizational Chart:

Once the HR department receives an approved job requisition, it is the foremost duty of the HR
departments to check and verify the approval with the organizational chart. Next, the manager of
HR prepares the job watch, which is to circulate for job announcement. This job watch contains
job responsibility, objectives, number of vacancies of the department, educational background of
the candidate, working experience and other interpersonal skills. The job watch basically asks

the potential candidate to send their CV if they qualify the minimum qualification level.

Sources of Recruitment:
There are two kinds of sources Aarong & AAF uses for recruitment. They are

> Internal source

» External source



» Internal source:

Aarong & AAF think that current employees are a major source of recruits for all but entry level
positions. Whether for promotions or for lateral job transfer, internal candidates already know
the informal organization and have detailed information about its formal policies and procedures.
Promotions and transfer are typically decided by responsible department with involvement by

HR department.

Employee references/ recommendation:

Employee reference has universal application. Lower level and mid-level positions can, and
often are filled by the recommendation of a current employee. In higher level positions it is more
likely referral will be a professional acquaintance rather than a friend with whom the
recommender has close social contacts. In jobs where specialized expertise is important, and
where employees participate in professional organizations that foster the development of the
expertise, it can be expected that current employees will be acquainted with or know about

individuals they think would make excellent contribution to the organization.

> External sources:

Aarong & AAF believe in innovative inspiration so HR department use to look outside of the
organization for applicants. The external source starts with the job advertisement on different

media.

Job Advertisement:

Aarong gives their advertisement mostly on the major newspapers and internet to collect
applicants for all the departments and posts. Through the advertisement they declare the posts of

the jobs and the job description which includes duties and responsibilities along they also



mention the facilities Aarong provides. In the advertisement they mention the required
qualification of the applicants, age and experience etc.

Aarong considers effectiveness before giving the advertisement. They advertise themselves in a
manner which serves them the most. For example, for the posts from officers to managers they
give advertisement on the major newspapers and also internet and temporary/ part time post like
sales associates are advertised on the outlets.

Collecting & Screening:

After the advertisement for a particular job the HR department starts collecting the bio data. The
bio data are collected from sources, for example the bio data dropped in the application box in
the head office are collected, online applications are downloaded and printed, some are collected
from the outlets by post and some are through references.

After collecting the applicants’ bio data the qualifications, experience and age are matched. The
applicants are selected and prioritized based on their education such as applicants from reputed
universities and year of experience they possess. While screening them qualified applicants for
the specified jobs are found, but sometimes applicants with fewer years of experience are kept
separately. And some time these candidates’ bio data are used when there is lack of candidates

for interview.

Short listing the potential Applicants:

After going through the bio data that matches the qualifications, applicants who are well
qualified for the positions have to be put on a short list. Following completion of short listing

process, HR personnel should give them priority in calling for interviews.



Schedule and arrange the interview:

After shortlisting the bio data, the arrangement of the interview starts. The short listed candidates
are to be called and they should be well informed about the interview method, date, time and
venue etc.

For these responsible personnel has to make a schedule for interview. HR manager and
respective departments’ managers, sometimes program head altogether decides a convenient
time for the interview. After scheduling the applicants are informed of the time date venue of the

interviews and if appropriate, be asked to bring photographs for further identification.

Conduct interview:

Interviews must be fair, objective and structures to allow the maximum amount of information to
be obtained from the applicants. The person specification and outline job description should form
the basic questioning .which should be relevant to the recruitment of the post.

In the interview panel there are two personnel from Aarong most of the time, one person from
the HR department and another person should be from other department. For example recruiting
a marketing officer the representative from the HR department is either a senior HR officer or an
executive and the other interviewer in this case would be marketing head or marketing manager.
In the interview panel the judges are given an interviewer appraisal form to keep the record of
applicants’ personal attributes and their educational and professional qualification.

From officer and above there are two rounds of interviews taken. The candidates selected from

the first round interview are to be interviewed by the director of Aarong.

Compile interview results:

At this stage HR compiles the interview results. In order to compile the result, average score of
the interview is calculated. Usually, the candidate that matches with hiring departments
requirements is called for the second round of interview. After the interviews the candidates are
selected by analyzing their qualifications by the director mostly and then it is the responsibility
of HR to inform applicants about the result. But for but for entry level jobs it is the responsibility

of an HR officer to finalize the selection.



Background Check/ candidates’ verification:

The selected candidates will provide copies of their educational and professional certificates ant
the HR department will make arrangement for verifying these records by calling their references

checking the copies of certificates with the original ones.

Inform the selected candidate:

After verification of the papers submitted by the candidates, HR department will call them for
further formalities that are to be carried out like negotiation of salary, confirmation of joining

date, fitness certificate, releasing order etc.

Appointment:

After completion of the introductory training sessions, the candidates are asked to come with
their certificates, releasing order from previous employer, experience certificate, reference letter
etc. The  regular employees are required to fill-up several forms on the day of their
appointment. These are

e Personal information form

e Insurance form

e Joining form

The new employees are provided PIN which is the individual identification number assigned to
every employees. The copy of certificate, releasing order, photocopy of national 1”D, reference
letter and two recent color photographs are kept in a new file with the name, PIN, designation
and joining date of the employee. Later these information are input the Human resource

management software (HRMS) of Aarong.



Training:

Training department of Aarong is a part of Human Resource department. Training personnel are
responsible for all the necessary training sessions for the new employees. As they are to be
acquainted with the new organization, working environment, people and job responsibilities. The
training officers train the new employees to be introduced with the job and organization and
make sure they are able to perform effectively. As the training section is very small and yet they
are responsible for training employees all over the country, the training session lasts for one day.
In mid-level and higher positions the employee gets on the job training. But positions like Sales

associate, store helper and maintenance workers are mostly trained about their job.

Orientation or induction:

Generally the HR department arranges employee’s orientation or induction which provides new
employees with basic background information about the organization, information they need to
perform their job, their job description or so on. It is called a socialization process.it helps to

cope with new environment very easily and it minimizes reality shock.

Performance Appraisal System:

Performance appraisal system is defined as a systematic process of performance planning,
organizing, monitoring, appraising, and guiding & rewarding individual employee’s performance
by using standard tools. This is a formal management process being conducted through
participation. The system does not merely represent an annual event rather it represents a
systematic processed viewed from the standpoint of total perspective. The essence of
performance appraisal system is that the employee’s perform the best of their abilities to attain

individual standard and achieve the organization goals.

Aarong and Ayesha Abed Foundation has a performance appraisal system closely similar to an
amalgamation of “Behavioral anchored ratings scale (BARS)” and “key performance indicator

(KPI)” performance Appraisal mechanism. The present performance is done using:



a) Appraisal by Achievement against certain behavior
b) Competence profile in current job, which includes rating or leadership quality, resource

management, business development, communicative etc.

The organization views the system as year round process. Every employee at Aarong is being
evaluated once in a year. And employees are evaluated when their working period is more than
six month. Aarong has three types of performance appraisal form, these are — top level, mid-level

and entry level, as all the employees cannot be evaluated in same manner.

The reason for having the performance appraisal system is to evaluate them from different
aspects and find out their strengths and weakness and provide them chances to improve them in

order to perform more effectively.

There are different component of the performance appraisal system namely performance
planning, performance monitoring and performance development and annual appraisal each of
those are inter related and integrated with each other having several sub- component under each

of those components.



The Annual performance Appraisal format:

In this study, focus has been given on the performance appraisal system of the management
executive. The elements of the performance appraisal form are

a) Performance planning

b) Career growth & development

c) Performance competences

d) Overall performance evaluation

e) Review and comment by appraiser, appraisers’ manager and appraise her/himself. In
Aarong has four types of Performance Appraisal formats, Form-A, for top level
employees, PA Form- B, for mid-level employees, PA Form-C, for lower level

employees, and the last one is Performance Appraisal for Sales Associates.

the appraisal forms used by Aarong given on the next few pages.
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State arcas in which the individual is doing well or any particular strength(s):
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= What do you consider to be your most important achievement of this year?

= What element of your job do you find most difficult?

= What clement of your job do you find most interesting?

= What action could be taken to improve your performance in your current position by you or by

Aarong?

* Whal sort of training/experience would benefit you?

= Empioyee’s Observation on the Performance Evaluation
prioy

I you bave tivked box (h), please identily the rating /comments(s) with which you are nol satisfied and briefly

eaplain sy

{a) ] Agree (b) [] Disagree
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O Confirmalion [ Extension of probationary period for .., months [ Promotion [ Special
Allowance/

Increment (1 Change of Desipnation © Termination 0 Dismissal O Regularization 11 Training,
W OO IO o s evnpimmnmisasnienspgesmneinees

Reason(s) for Recommendation (ifany): ..
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Rarong

Performance fppraisal Form-B
(For Mid level employees)

S b1 1112115111 | OO et s TP ST SRR

........................................... Project: o i i LOCALIOIG .0
....................... Date of Last Promotion....................Length of service (Lill date)..........
....................................... From | B T NP A R R O

Reason for Evaluation: |

Tich { ~ ) apypropriate ansoer:

Education Qualilication:

) Scheduled

( ]Recmnmunll;lliun

() 55C ¢y HEE { ) Bachelor Degree { ) Maslers { ) Others
Marital status:

{ ) Unmarried () Married () Widower () Widow { ) Divorced
Language Proficiency:

English:

{ ) Excellent ¢ 3Very Cood () Good { ) Sausfaclory ( ) Poor
Bangla:

() Excellent { JVeryGood () Good { ) Sausfaclory i :Foar
Othexs (Please Specify).. oot it il s s S R A
() Excellent { IWVeryGood () Good { ) Satisfaclory { )Pouor
Computer literacy:

() Excellont { YWory Good [ ) Good () Satislactory { J)Poor

Please bear in mind the Employee’s work performance should be judged by appropriate standards. Please use
the Rating, Svale piven below. Appraisers are encouraged to make specific comments in cases where they feel
that the Employes’s performance is “Unsatisfactory” or ‘Excellent’,

Rating Scale

{1-2) = Unsatisfactory

{3-4) = Improvement Needed
{5-6) = Good

(7-8) = Very Good

(9-10) = Lxcellent

Fails Lo meoel job requirements.

Performance is deficient in cerlain arcas,

| Meets performance standards of Lhe job.

Resulls clearly exceed most position reguirements.

This raling should be given on Lhe basis of performance, which is

recopnizable as being lar superior to others,
!




(L) Omeality of Waork {UN) {IN} (G (VG (X)) Comments
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Responsiveness o Requests for b |§ i ¥§ gfi% i
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[ Chtained Marks{ant of 1)
[ (2) Supervisory/Leadership Skills (LM (1) (G (VG) (EX) Connnenis
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resonsiilities oo oeganizational T 2%; @ %’ﬁﬁ
protieans and procedinees i i .
| Obtained Muarks{ont of 1)
N |
(4} Decision maling skills {UN) {IN} (G) VG (EX) Commuenis
Ability to arrive at decisions
prenptiv and Provide sound j1
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Clntained Marks{out of 10)
(5) Supervisory/Leadership skills b l' - -
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State arcas in which the individual is doing well orany particular strength(s):

State areas in which s/he needs improvement or any particular weakness(s):

*  What do you consider to be your most important achievement of this year?
= What clement of your job do you find most difficult?

* What element of your job do you lind most interesting?

*  What action could be taken to improve your pedformance in your current position by you or by
Aarong?

*  What sort of training/experience would benefit you?



= LBmployee's Observation on Lthe Pecformance Bvalualion

(a) [] Apree (b) [] Disagree
I you have tcked box (b), please identity the rating /comments(s) with which you are nol satisfied and bricfly
explain why:
Emploiyee’s DLEmabiiee] o il s s i isi i st Syl diisl ket i Ve e b

Recommendation (if any):

[ Confirmation [ Extension of probationary period for .............. months [0 Promotion [1 Special
Allewance/

Increment 1 Change of Designation O Terminalion O Dismissal O Repularizalion = Training,
Wit fiacETroms s s R i et A e e e

Reason(s) for Recommendation (if any):

A 0 A I S B o e s A S S s Do et L N e s e b e A A T e S
B 5L E ) e e s i R R Departiment

Length of time you have supervised employee: Years .o MORLWS: L.

APpPrviser s SIEnbUEE o b R R s e e R Date...... A R S B R

LT L AL A T . B o torees e R —————— e ———

Sipnadatu

Comments. . ..oovveienierneon — | S .-

SRR R R A R RS AR A AR R IR B R R BB R AR R aaRaaE s

:'5 R T e e e e e e o oo Date
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e Rarong
OS2, Performance Apprairal Form-C
Rarong, (For lower level employees)

e i S e sapismenann
S ﬁ\ig.'{'& B .{‘:':%%ih‘&::ftﬁ::iiirlil

G Lowekion s it i s e e T DeSiBRatiON.  cvvarerian s rerssirssners sy
l)i-pnrllm't'-l,fﬁm1.iu|1.......................,.,.._._._..__.,....ijm‘l‘ ............................. Eocabiomh... . vorermirormenmsainr ek
Joining Dale.....cocearianrerams Date of Last Promotion...........oooeees Length of service (till date)...oooono
Evaluation periodi.. ... From | e R e R e T S R ey

Reason for Evaluation: () Scheduled () Recommendation

Tich { N b apyropriate ausoer:

Education Qualification:

) 55C £ ) HS5CE { ) Bachelor Degreo { ) Maslers { ) Others

Mlarital status:
() Unmarreicd ( ) Married () Widower { ) Widow { ) Divorced

Language Proliciency:

Linglish:

{ ) Excellent { )VeryGood () Good { ) Satisfaclory () Pouwr

Bangla:

() Excellent { JVeryGood () Good ( ) Satislactory { )Poor

Others (PIease SPECIfY)...covirmoeriorsssrrrins et ommmsssnrsasirorasnetansssannssassssiasintssssbisssmmieia i
() Exeellont { YVery Good ( )Good { ) Satisfactory { ) Poor

Computer literacy:

() Exeellent ( WWery Good () Good { ) Satislactory () Poar

Please bear in mind the Employee’s work performance should be judged by appropriate standards. Please use
Lthee Raling Scale piven below. Appraisers are encouraged Lo make specific comments in cases where they foel
that the Employee’s peclormance is “Unsatisfactory” or "Excellent’,

Rating Scale ‘
(1-2) = Unsalisfactory Fails Lo meel job roquirements,
(3-4) = Improvement Needed | Performance is deflicient in certain arcas.

(5-6) = Good
(7-8) = Very Good
(9-10) = Lxcellent

Meets performance standards of the job.

Results clearly exceed most posilion requirements.

This rating should be given on the hasis of performance, which is
recopnizable as being far superior o others,




State arcas in which the individual is doing well orany padicular strength(s):

State arcas in which s/he needs improvement or any particular weakness(s):

1 Job Knowledge (Understanding job duties and related work)

2 “Qﬁ;mlit}r of work (error (ree and accourale)

3 Quantity of work (amount of work done)

q Time Management (mecting deadlines, commitments)

5 | Flexibility (Consider performance under pressure and handling of
mulliple assignments)

6 Interpersonal Relations (Consider the extent w which the
employee s co-operative, considerale, and tactful in dealing with
supervisors, peers and superiors }

7 Approach to Work (Characteristics the employee demonstrates
while perlorming job assignments) -

8 Hard working (ability to work hard and takes interest in Lthe job)

|9 | Communication (ability to communicate verbally and in writing)

W | Discipline (Punctuality, allendance)

CUI'I'IIIII."I'II.H:




What do you consider to be your most impodant achievement of this year?
= What element of your job do you find most difficult?

= What clement of your job do you find most interesting?

What action could be taken to improve your perfonmance in your current position by you or by
Aarong?

= What sort of training/experience would benefit you?

*  Employee’s Observation on the Performance Evaluation (a) [] Apgree (b) [] Disagree

IEyou have Licked box (b), please identity the rating /comments(s) with which you are not satisficd and bricelly
explain why:

Employee’s Signature: ..., T e A A T Date:

Recommendation (if any):

Conlirmation 1 Extension of probationary period for............. months U Promolion [ Special
Allowanee/
ncrement 1 Change of Designation O Termination 1 Dismissal 11 Regularization (1 Training,

Wilh el from:

Name of ApPraiser.. ...oooiieiiiiiiiiineinanneraies . B IDN: e i e e  R
Designation ... Department....... e e i e s L s
Length of time you have supervised employee: Years ........oocvve...n, . s I

Appraiser’s Signature ..o oot A e e v Dale
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Aarong

Performance Rppraizal form

fales Rsrociale

Emgloyee Manme;

nges we iave made

E rade; ][ Location: —” Badge #:

Joining Dateiwn mm yy) —|| Grade Change:

f Evaluation Period: ” From: —“ln:

[ Rating Scale
I = Unsatisfactory (LN} Fails 1o meel job requirenicnts,
1= lmprovement Needed | (IN) Performance is deficient in certain arcas,
3= Averape (AVG) | Meews performance standards of the job,
4= Gioaml {(G) Resulls clearly exceed most position TRUITCIICHS,
5= Excellent (EX) This rating should be given on the basis of performance, which is
L | recopnizable as being Far superior to others, a
Note: Tick (V) the appropri :;-rcf_lu_rJ_rj o,
Customer Service
Customer (_r‘l‘ltl.'lll.l-lg: _ L (UN) [Ny ! (AVG) [ (G) | (EX)
Communication with customers:
Pro-active Salesmanship:
_(::-l-lsiultll'r_ﬂl:lﬂlitll]!i: -
- Kunowledge about products and features: |
Knowledge about sales policics and services offered;
Promptness of service:
Refilling stock:
Appraiser's Comments
Behavioral aspects
Internal Relationships & Teamwork: | (UN)} | (IN) | (AVG) | (G) | (EX) ¥
) | S

fales Nzrociate’s Peclormance Apprairal Form



Organizational Standards
Elhuruncumlmlicics: _[{UN]I (IN) | (AVG) | (G} | (EX)

Grooming: l |

1
Rules and responsibilities : | '
Cleanliness and tidiness ; !

Appraiser’s Comments:

Total Marks(Out of 70)

Appraiser’s Information

T ETA LR G TR A T)T 60 e e e v et et el o b B 1Y [T e SR e o i e o

DYESTIATIIN . s Departimienl, ... oo e e ey e e e e
Length of time you bave supervised employee: Years. ... Months: ... ...

A S e e e s e e

Steeaeihs and Wealinesses
Ste vour steensthis):

State vour wealiness(s):




Behavior:

-;I;Jﬁr.-‘:ix.cr W Conmmenty: o i
Organizational Standards
Adherence to policies: (UN) [N} [ (avG) [ 6y | (Ex)

Grooming:

Rules and responsibilitics :

Cleanliness and tidiness :

Appraiser's Connnents:

Total Marks(Out of 70) ||

Name o the Appraiser. s, PINfBadye L
Destrmilim. oo e DVCILPLOL - o e cn s e e e A S e TR TN
Length of time you have supervised employee: Years......ooon.. 913 101117 Lo o e

Appraiser’s Information

Appraiser”s Sipnadure

Streacths anid Wenkinesses

Stade yomr strengeihis):

State vour wealiness(s):

fales Associate’s Pedformance Appraisal Form



l Employee's Opinion

*  What sort of traiming/experience wonld benelit you?

= Do you think Aarong has a gender Triendly environment? (a) D Yes (h) L] No, If no, explain
heliny

= Employee’s Observation on the Performance Evaluation

()] Agree (b |:| Disagree

I you have ticked box (b), please identity the rating /commentsis) with which you are not satisfied and briclly
expiain why!

Employee’s Signature: Date:

[Note: By siging Hids farim, you confirm tat you have discussed this review it detail witls your Supervisor/Manage.

Stgniug s forne, i indicates thal you Tove seen e eoaluntion and are qoare af your strengths aped weakinesses. |

Nate: Thel (v) Final Evaluaiion -
3o-41 “

Achicyvers ‘l

_

S4-00) 45-53 ‘ 4247

Super Stiars ' Stars Flyers

Frerre—

For Official Purpose

Only

| Placement after probation

Stays in the same grade

Grade change:

From: Lol o vy .“':I-'.‘B‘:hm_m-_| (el mnd yyyy)
Recommend termination/dismissal

Iead of Retail Iead of HR Director

We reformed the total PA form, red mark areas shows the structural difference between
these two PA

faler Arrociate’s Performance Apprairal Form



Human Resource Information System(HRMS):

From the beginning of the organization Aarong maintained its employee information manually.
Every employee in Aarong & AAF has a personal file with a unique personal identification
number (PIN), where HR department preserve their every document. With the growing business
Aarong has a huge workforce 650 only in head office and more than forty five thousand people
are working in production centres, which is very difficult to maintain manually. That’s why to

maintain its personnel and keep it up- to date Aarong & AAF needed an automated system.

After a concrete plan HR department needed an approval from the top management, because it
required huge amount of money, time, and a matter of security. With Aarong’s strong IT team
they were able to build the HRMS (Human Resource Management System)

HR Management System

irrennt User : 0006241 01:00:00 PM [13:00]

Time and Attendanca Mancgement System

é},ﬂ Il - o1:o0 P



The Software: HRMS

This internal employee database system contains all the vital and important data of individual
employees. It contains employee’s education, personal information, insurance information, and
training, references etc. with the help of this software Aarong HR department can keep track of
their attendance and leave balances. This data base provides a vital key to HR related issues and

work.

General HR

Leave Management:

Managing leave in Aarong HRD one important task as there are so many employees in 27
departments in Aarong head office, beside head office there are the outlets and AAF. The leave
management is performed with the help of HRMS. Because of HRMS the job of HR department
has become quite easy.

Aarong keeps the attendance of the employees by finger print, employees match finger print
every morning the come to office. The attendance record is kept through software maintained by
HR department. All the employees in head office and tailoring units in Niketon use their finger
print to log in. only the outlet employees still maintain their attendance manually. These
attendance records are used when employees take leave. When employees want to take leave
they have to fill-up the leave form and get approval from their department head then submit it to
the HR department.

After end of a month the HR department updates previous month’s leave of employees in
different departments. In HR department different people are in charge of different departments,
it is the job of the HR officers and Executives to maintain leave of their assigned departments.
The leave forms are matched with the attendance software and in case of outlets with the
attendance register and recorded in HRMS. The HRMS automatically counts the leave with
payment and non-payment and shows annual balance of leave for the employees. Later HR
department provide the list of non-payment leave to the Finance & accounts department to make



adjustment in the payment. There are several types of leave the employees can apply for. These
are:

e Earned Leave

e Sick Leave

e Maternity Leave
e Paternity Leave

e Extra ordinary leave

e Earned Leave :

Earned leave is a type of leave that is earned by the employees through working in the
organization and each working day an employee earns 0.0831 day leave. So the employees
working five days a week will be able to spend 20 days of earned leave and hose employees

working six days a week will be able to spend 23 days of earned leave per year.

e Sick Leave:

Employees can take sick leave with pay when they are sick and the disease is infectious.
Employees can take up to 14 days including non-working days in a year as sick leave but if the
disease takes more than 14 days to cure employees can take special permission from director and
can have 21 days leave. In these cases the employees must provide all the documents of their
sickness along with the leave form.

B bansgomani Sy a8

:34 PM [12:54]

Search By Without Pay Leave Enjoyed With Pay Leave Enjoyed
(%) Employee PIN Sick Leave o SickLeave |0
—— Search By: PIN 00134225 ‘ [ S Others o Others o
m Tokal Without Pay |1 Tokal With Pay |3
s Leave For
Time and Attendencs] | Employee ID 00001553 Balance
Carryover Balance o
Mame ITarun Sarkar
Designation  [Jewellery Warker Upto Date 13.104
Section [fewelary Factory | Earn Leave Taken ‘3 ‘
Grads [te | by off (026 days working day) | Y ata ST ‘m.mq ‘
Leave Deatils
leaveID [FromDate  |ToDate Days |LleaveType |PayType  |leaveTaken | cCancel |RecForm |Remarks ~
_|Laozd016 [18/07/2010 1siozjzotn |1 Earned Leave |Ful Full Dar O
LaD240zz | 31jo5[2010 [3105/2000 0.5 [Earmedleave [Ful Second Half O
_|LAoz3624 |24j0S{z0i0  |24josfzoi0 |1 Earned Leave [Full Full Dar O [=]
__|Lan23823 |15/05/2010  [15/05/2010  |-0.5  |Earnedleave |Ful Second Half O
Lap23z17 |oejos/2010  [o6osiz010 0.5 [Earmedleave [Ful Second Half O
_ |Laozie42 |z7jo3fzoin  |z7josfzoi0 |0 Earned Leave [Full Full Dar O [=]
O b

.\’, Lao21g4t |17/02/2010  |17j02/2010 |08 Earned Leave [Full Serond Half
LN )

Leave Information

[ N\ *Leave Entry Date [ =] | [1s1o7sz010 =l [islozte010 = [[] Leave Cancel
¥ Received Form
.

*Pay Option Ful 8 [ | Full Dy i

Remarks Approved By
*PIN ‘oooszasz | HName ‘ 2 ‘

Aarony

Ql)i: Ul 1ziEd P



e Maternity Leave:

Female employees who have passed more than one year in the organization are allowed to take
maternity leave for four months while they are pregnant. Maternity leave is given with full
payment and employees can also draw four months’ salary in advance. Employees can extend
their maternity leave but without payment. The female employees can have maternity leave twice

while they work at Aarong.

e Paternity Leave:

In case of the male employee who have been working more than one year are allowed to take
paternity leave while birth of their child’s birth for about one week. In case of paternity leave the
leave is calculated including the weekends. Employees can take paternity leave within one month
of the child’s birth. Each male employee can have paternity leave twice in his working period at

Aarong.

e Extra Ordinary Leave
Aarong allows its employees to take extra ordinary leave for any kind of unavoidable and
unusual situation. Employees can take leave for their higher education or treatment in abroad if

approved by the director and can join Aarong after they have finished.



Promotion:

Just like any other organization promotion is one important aspect of HR in Aarong. Promotion
in Aarong is given once in a year to earnest employees. Every year in the month of November
employees are assessed by their supervisor and the employees with outstanding performance are
recommended to be promoted. The assessment is reviewed by the HR department and after
getting approval from the general manager it has to be sent to the director for approval. There are
20 levels of employees in Aarong all of their promotion is performed in the same manner. When
the director approves the promotions the promotion paper are sent back to HR department for
further formalities. The HR department provides one copy of promotion letter to the employee,
one copy to the Finance & Account department. And lastly update the designation of the

promoted employee in HRMS.

Salary Management:

Aarong has a fixed salary structure for every position but because of the increase in standard of
living in society, they adjust salary of the employees once a year. The adjustment of the salary is
usually done in July. It is the responsibility of HR department to adjust the salary and to carry
out all related formalities. While adjusting the salary beside confirmed employees the non-
confirmed employees are also brought in to consideration. HR department calculates and adjust
the new approved salary. After that they send one letter to the employees so that they can be
aware of their new adjusted salary and another copy to the accounts so that the salary of the

employees can be adjusted.

In Aarong the salary of the employees is increased every year in January. There are 20 levels of
employees in Aarong and increment level is fixed for each of the level. In every level employees
can get 20 increments, sometimes based on the performance salary of the employee can be
increased more than once in a year. HR department is accountable for the calculations. When the
new salary is adjusted HR departments sends letter to every employee to their department and

one copy to the Accounts for adjusting new salary structure.



Dismissal:
Aarong & AAF is very firm and organized about their rules and regulation. And all the
employees follow these disciplines. Like any other organization Aarong & AAF follows some
code of conducts. If anyone violates the code of conducts or does not follow the general
regulations, first they will be warned with a warning document if it is not something rigorous.
But if it is something unavoidable and harmful for the organization then they investigate about
the person violating code of conduct and gather evidences. If it is proved that the employee is
responsible for violating the code of conduct then HR department takes further action to dismiss
the employee from the organization.in cases like this some formalities are to be carried out, these
are:
e First the reason for dismissal is presented at HR department.
e Then HRD appoints an enquiry team to perform the enquiry and present a report to the
HRD within a week.
e Then HRD to review it and send it to the director of the Aarong & AAF. The final
decision is made by the director.
e Once the decision is made and if the employee is to be dismissed, the HR department
gives notice to the dismissed employee about their dismissal. Usually when an employee
is dismissed they do get any facilities like provident fund, gratuity insurance money etc.

promised by the organization.



Finding and Analysis

During my internship at Aarong & AAF | have come across different HR practices which lead

me to analyze Aarong and find its strengths and lacking.
SWOT analysis of Aarong

SWOT analysis is a powerful technique for understanding organizations strength and weakness
and looking for the opportunities and threats it may face. Used in a business context it helps
organization crave a sustainable niche in a market. This analysis is mainly based on a current

market situation.

Strength Weakness
«*» Brand Name +«* High price
«» Market leadership < Similar design
+» Customer loyalty ¢ Limited R& D
% Sales +» Limited outlet

/7

«* Product quality

K/

\ +* Production centers / \ /

Opportunity Threats
+*» New distribution channel < Competitors
+* New market segment ¢ Price competing

+* Seasonal fashion influence
** innovation

- 2N /

Figure: SWOT analysis of Aarong & AAF



Strength:

Aarong & AAF is the pioneer organization in handicraft. Aarong has more than 68 % market
share, which makes it the market leader. And over these years Aarong has built a strong brand
name in home and abroad. The products quality maintains a certain standard and it secured
Aarong with loyal customers. Aarong’s one of the biggest strength is its production centres
(AAF). The sale of Aarong is so high that it has almost “zero” production damage rate which

reduces producing costs.
Weakness:

Even though Aarong is the market leader it still has its drawbacks, one of the weakness is
Aarong charges higher price for their products on the other hand the competitors charges lower
price for the products. It not only reduces Aarong’s sale but also similarity in design as boutiques
are coming up with similar designs. Aarong has its outlets in Dhaka, Chittagong, Sylhet and

Khulna, but they do not have any outlets in Rajshahi, Rangpur, and Jessore etc.

Opportunities:

Aarong can go for new outlets in different cities. They can also start joint venture with other
boutiques so that they can have more coverage in home and abroad. Aarong has no seasonal
collection; they can start seasonal collection for each season it will give them opportunity to

attract new markets
Threats:

Even though Aarong does not have any big competitors now but the number of completion is
ever growing. There is always new competitors’ threat. And the number of consumer for other

boutiques is increasing which will eventually decrease Aarong’s market and as well as sales.



Major Findings of the study:

In my internship at Aarong | have observer and found different issues, these are:

Fair system in recruitment and selection process: Aarong believes in fair recruitment and
selection process for their employees. They try to make the whole process unbiased and
fair. The transparency in recruitment & selection process is their first priority

Hiring the right number of employees in right place: the objective of Aarong & AAF is to
make sure that each department has sufficient workforce to get the organization ahead.
The whole HR department is very well designed and organized, even though limited
workforce is a problem sometimes.

They have lack emphasize in research and development, means that they are continuous
upgrading the work process through technology but not paying enough attention ot the
employee development and their demand.

Competence gap for the employees is noticeable, the gap between the standard and actual
performance is noticeable in employees.

Compensation and benefits at Aarong & AAF is not attractive comparing to other
organizations.

Employee turnover rate is high because of the salary structure. Unless Aarong improve
their salary Structure they will have hard times finding employees with higher

competencies.



Recommendation

After completing this project, | have come up with some recommendation which Aarong can use

for their advancement. These are

e Besides taking interviews Aarong should take written test on the computer to
understand the applicants’ computer literacy and other job related knowledge.

e The Training for the sales associates should be more related to their job
responsibilities rather than just product orientation.

e The amount of work in HR department is huge but the manpower is comparatively
lower. As the Organization is ever growing Aarong should recruit more HR personnel
to get the jobs done in a more effective manner.

e Aarong’s website should be updated more frequently with the current issues and
vacancies. It will ease the work of HR as more people would be informed.

e Aarong should introduce online application for their vacancies, it will help them
reducing cyber hunting times in bdjobs and other sites

e The compensation package in Aarong is not Attractive they should restructure their
salary and other compensation.

e As there is competency gap in employees Aarong should start employee training and

other development programs to develop the employees.



Conclusion

Aarong is not only a fashion house it is more than that. With times Aarong has evolved itself as
one of the most successful lifestyle store in our country maintaining the tradition and the trends.
Besides becoming the leading lifestyle chain store in Bangladesh they have cherished the
traditional crafts of Bangladesh through Ayesha Abed Foundation and have been able to create
employment of thousands of people. As a result Aarong is a fair trade organization reaching
global market by representing folklore tradition of Bangladesh. Aarong & AAF plays the role of
protector and promoter of traditional Bangladeshi products and designs. the designers and the
innovators of the products offered by Aarong have not only established the organization of as
leaders in handicrafts but have also reignited interest and popularity for styles and traditional
crafts that are native to the country. It is this gracious blend of contemporary and customary, that

ensures that each product is original and saleable in a modern society.

With Aarong growing on this scale, it is Aarong’s HR departments’ tribute that Aarong can
work with almost more than one hundred thousand people. In the end of my study I would like to
conclude by sharing my feeling that, it was a great journey of my internship in Aarong & AAF. |
have achieved contemporary HR issues which are now practicing in most modern organization.
Thus we hope Aarong will keep up their journey and would become one of prestigious brand by
representing Bangladesh.
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