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Executive Summery 

Square Toiletries Limited is one of the biggest successors of Square Group. It markets twenty 

different brands that is exported in twenty-five countries. It is a large company that is run by twelve 

energetic departments, where Human Resource Department is one of the key departments among 

all. Since Square Toiletries Limited is a Fast-Moving Consumer Goods (FMCG) organization it 

requires a vast amount of sales force. Under the Sales Department Square Toiletries Limited has 

a huge amount of sales force in different management and non-management level. Sales Officer is 

the most bottom position of this sales force and the Human Resource Department of Square 

Toiletries recruit most number of employees for this Sales Officer poison.  Sales Offices work at 

the small markets and collect orders form the retailers. They look after the availability of the 

products of Square Toiletries Limited in the retail shops and approach the retailers to purchase 

more new products. They take order form the shops and takes further steps to deliver the products 

and deal with the issues of retailer frequently. 

The recruitment and selection activities of Sales Officers is a more than a month-long process. At 

the beginning the Sales Department raise the requisition for man power for their vacant markets 

to the Human Resource Department. After getting the requisition the HR department post 

advertisement in daily newspaper to attract the potential candidates. The Advertisement contains 

the Job description, specification and further instructions that how and where to send the CV.  

The selection process starts by screening the CV according to the criteria mentioned in the job 

specification. The sort listed candidates get SMS to sit for a written test. General knowledge, 

general Math and English and job-related knowledge are examined in the written test. Qualified 

candidates face interview where they are the confidence level, appearance and communication 

skills are judged. The selected interviewees are sent to Field Training for two weeks where they 

assist and observe their activities the existing sales offices so that they can learn their real job 

responsibilities. Those who complete the field training and invited for a one week long head office 

based In-house training where they get opportunity to learn about all the products of Square 

Toiletries Limited, incentive and bonus policies, accounts related activities and important sales 

terms and their implication. After that, a second interview is conducted to see how much they 

learned about their job. After qualifying the interview, job is offered to the Sales Officers and it 

turns the end of Recruitment and Selection process of Sales Offices.  
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Chapter 1: Introduction 

1.1 Objective 

General Objective 

The objective of the study is to give a thorough idea about thse recruitment and selection process 

of the Sales Officers of Square Toiletries Limited. Moreover, the report is also focused about the 

experience and the learning I had being an intern in the Human Resource Department (HRD) of 

Square Toiletries Limited. 

Specific Objectives 

• Identifying the Job Description and Job Specification for the position of Sales Officer. 

• Identifying the recruitment activates. 

• Identifying the process of taking Written test and Interview and the justification of these 

two steps of the Selection phase.  

• Identifying the importance of Filed Training and In-house training and the learning 

outcome of the trainees. 

• Identifying the Joining related activates of the newly joined Sales Officers 

1.2 Methodology 

Selection of the topic 

The topic of this study has been selected from the discussion with my assigned internship 

supervisors and from the area where I worked most in my internship period. Since, I was in the 

process of recruitment and selection of the Sales Officers I thought studying in depth of this topic 

will be worthful. Moreover, the suggestion of my internship supervisor also encouraged me to 

work on this topic. 

Primary data 

Since, my I gave most of my working hour in the recruitment and the selection process of the Sales 

Officers I took most of the information of this study from my own working experience. In addition 

to that, the executives under whom I worked at Square Toiletries Ltd. helped me a lot by giving 

information of my quires. 
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Secondary data 

Besides my own experience, observation and quires I took few information form the official 

website of the Square Toiletries Ltd. Moreover, I also took few information form the Annual 

Report of Square Pharmaceuticals Ltd. 2015-2016 to know a bit more about Square Group.  

1.3 Limitations 

Since, working in the corporate environment was a new experience for me, it was challenging for 

me to get adjust with environment for few days. Similarly, identifying the Study topic and 

gathering information for the report was also very challenging. In many sensitive information, I 

did not have any access and I also could not write many sensitive official information in this report. 

Overcoming all these challenges was a very good learning experience for me and my learning 

carve was upward moving indeed. 
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Chapter 2: Brief about Square Toiletries Limited 

2.1 Square Group 

In the year 1958, 4 friends started a small pharmaceutical organization having 

an equal partnership as owner. (Square Pharmaceuticals Ldt. , 2016) They 

decided the name of four friend’s firm will be Square. The firm became a 

private limited company in the year 1964. Till date Square have been 

operating for long 59 years and diversified in to seven different industries. 

(The Daily Star, 2012) They operate in pharmaceutical and health care 

industry, textiles industry, media industry, IT industry, banking and insurance industry, agriculture 

and veterinary industry and Fast Moving Consumer Goods (FMCG) industry. However, under 

each industry, they have several companies. For instance, under Pharmaceutical and Health Care 

industry they have Square Pharmaceuticals, Square Hospital. In the Media industry they have 

Maasranga TV, Maasranga Production, Mediacom Ltd. They have been extremely successful in 

the FMCG industry and Square Toiletries Limited (STL) is one of the main successors of Square 

Group in the FMCG field. 

2.2 Square Toiletries Limited 

Square Toiletries Ltd. is one of the largest and most successful manufacturers of toiletries and 

cosmetics brands of Bangladesh. It is one of the biggest FMCG companies in Bangladesh. Square 

Toiletries Ltd. is marketing twenty (20) brands in different sectors like hair care, oral care, home 

care health & hygiene, fabric care. (Haque, 2017) 

 

Square Toiletries Ltd. is one of the few Bangladeshi companies that is successfully exporting its 

products in twenty-six foreign countries. Besides serving the people of Bangladesh, STL is 

exporting its products in the following countries  (Square Toiletries Ltd., 2017) 
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Asia 
India, Bhutan, Nepal, Malaysia, Myanmar, Japan, 

Singapore, Maldives 

Middle East Asia 
Saudi Arabia, United Arab Emirate, Bahrain, 

Qatar, Kuwait, Jordan, Oman, Lebanon 

Europe United Kingdom, Germany, Sweden, Italy, Ireland 

North America USA, Canada 

Africa South Africa, Djibouti 

Australia Australia 

 

2.3 Vision 

Attempting to understand the unique needs of the consumers and translate that needs into products 

which satisfy them in the form of quality products, high level of service and affordable price range 

in a unique way. 

2.4 Mission 

To treasure consumer understanding as one of their most valued assets and thereby exerting every 

effort to understand consumers' dynamic requirements to enable them in offering maximum 

satisfaction. 

To offer consumer products at affordable price by strictly maintaining uncompromising stance 

with quality. With continuous R&D and innovation they strive to make their products complying 

with international quality standards. 

To maintain a congenial working environment to build and develop the core asset of Square 

Toiletries Ltd (STL)– its people. As well as to pursue for high level of employee motivation and 

satisfaction. 

To sincerely uphold the responsibility towards the government and society with utmost ethical 

standards as well as make every effort for a social order devoid of malpractices, anti-environmental 

behaviors, unethical and corruptive dealings. 
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2.5 Corporate Social Responsibility (CSR) activities 

Senora: Tension among women with their Period related problem is very common. Senora 

promises that they are with women from the first day of Period. Senora provides free medical 

consultation over phone (08-000-888-000) for Period related issues. This service has benefited 

3,500,000 women in the last four years. (Square Toiletries Ltd., 2017) 

Meril Baby Supermom: It is a is a telephonic service by which doctors give advice to mothers 

from pregnancy to childhood development. Concern parents can give call to 01678737666 and can 

get the advice form a specialized doctor.  

Care-Jita: For the last three years 3000 women are being helped to become employed and 

independent, by selling the products of Square Toiletries Ltd. door to door. 

Meril-Prothom Alo: Square Toiletries Ltd. and Prothom Alo jointly initiated a fund of 1.7 crore 

for the victims of Rana Plaza incident at Savar. The fund was raised form the banner of Meril-

Prothom Alo Awards, one of the prestigious awards of Bangladesh.  

2.6 Departments of Square Toiletries Ltd. 

Square toiletries Ltd. is operated by proactive twenty different departments. The ecosystem 

between the departments is very smooth and competently interconnected. The accomplishment of 

Square Toiletries Ltd. demonstrates the success of their each departments. (Haque, 2017) The 

departments of Square Toiletries Ltd. are: 

 

Product 
Development

Production 
Planning & 
Inventory 

Control

Production
Quality 
Control

Commercial 

Engineering 
Technical 
Services 

Marketing Export
Sales and 

Distribution  

Accounts & 
Finance 

Human 
Resources 
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2.7 Manpower Distribution 

With physical appearance, Square Toiletries Ltd. operates in three places where a total number of 

2938 employees work currently. One of them is the Head Officer at Dhaka and the another two 

are the two factories of it located at Pabna and Rupshi (Narayanganj). Total 1072 employees works 

at the Head Officer which is the 27% of the total manpower in numbers. The highest number of 

employees works at Pabna factory that has man power of 1447 which is the 63% of all employees. 

(Haque, 2017) The rest 10% employee work at Rupshi factory where work the number of people 

work are 327.  

Man power Distribution Total Manpower Percentage 

Head Office (Dhaka) 1072 27% 

Pabna Plant 1447 63% 

Rupshi Plant 327 10% 

Total 2938 100% 

Figure 1: Manpower Distribution of Square Toiletries Ltd. 

 

2.8 Management Hierarchy 

At Square Toiletries Ltd. the entry 

level position in the management 

level starts with the position Junior 

Executive. On top of that there are 

Executive and Senior Executive 

position. Executive level stops with 

senior executive and then Manager 

level starts. Manager level starts with 

Assistant Manager then Manager, on 

top of that Senior Manager belongs. 

After that strategic level of management starts. Assistant General Manager (AGM) sits in the 

strategic level of the management. On top of AGM, Deputy General Manager (DGM) belongs. 

The General Manager (GM) sits at the top most position of the management level (Haque, 2017)  

GM

DGM

AGM

Senior Manager

Manager

Assistant Manager

Senior Executive

Executive

Junior Executive

Figure 2: Organizational Chart of Square Toiletries Ltd. 
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Chapter 3: All about Sales Officer position 

3.1 Activates of the Sales Officers and Position in the Hierarchy  

Sales Officers work directly to the market to sell the products of Square Toiletries Ltd. They collect 

the sales order form retails. They always be alert about the availability of the products in their 

assigned markets and take immediate steps to feel up the retailers shop with new products. A 

certain amount of sales target is assigned to them and one of their main purpose is to achieve their 

sales target. 

This position is under Sales Department and it belongs at the bottom of the hierarchy of the Sales 

Department. Under the Sales Department there are five sales position who are the sales force of 

Square Toiletries Ltd. Divisional Sales Manager, Regional Sales Manager and Area Sales Manager 

are management level sales force. Territory Sales Officer and Sales Officers are the non-

management sales force. Sales Officer’s immediate supervisor is the Territory Sales Officer. 

  

 

Figure 3: Field Force of the Sales Department 

 

Other Functional 
Departments

Head of Sales

Divisional Sales Manager
(Management)

Regional Sales Manager
(Management)

Area Sales Manager

(Management)

Territory Sales Officer
(Non-management)

Sales Officer
(Non-management)
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3.2 Job Description of sales officer 

Square Toiletries Ltd. has official Job Description for the position of Sales Officer where the 

official job responsibilities of Sales Officers are included. (Dessler & Varkkey, 2011) In the 

official Job Description of sales officers the job responsibilities included are: 

1. Order securing from parties. 

2. Insure party wise product distribution. 

3. Ensure customer service and maintain customer relation. 

4. Meeting sales target for month and year wise. 

5. Implement company policy in route level. 

6. Handel distributors.  

 

3.3 Job Specification of sales officer 

In the official Job Specification of Sales Officer position the qualities of the job candidates are 

included that mast be required to be selected for this job. CV’s of sales officers are sorted according 

to the job specifications set for this position. Job specifications of this position are: 

1. Must be a male. 

2. Age should not be more than 30. 

3. Minimum educational requirement is HSC. If having education of at least Honors no 

experience is required. If having education of up to HSC, 2 years of job experience is 

required form any field. 

4. Need mentality to work anywhere in Bangladesh. 

 

 

 

 

 

 

 

 

Gender: 

Male 

 

Ability to work anywhere in Bangladesh 

Age: 

30 (max) 

Experience: 
No • Honors or more

Experience: 
2 Years • HSC minimum

Figure 4: Job Specifications Sales Officer 



Page 9 of 28 

 

3.4 Frequency of Recruitment  

In my internship period of 3.5 months, total number of Sale Officers have been recruited in four 

batches. These are the numbers of Sale Officers who has been recruited in my internship period.  

January 1st Batch  29 Sales Officers 

February 2nd Batch   26 Sales Officers  

March  3rd Batch   19 Sales Officers  

April  4th Batch   45 Sales Officers  

Total    119 

If I convert my total internship period into days to month it will be 105 days. In 105 days of my 

internship period, total number of 119 Sales Officers have been recruited by the HR department. 

In average, every day of my internship period at least one person has been recruited for this Sales 

Officer position. 

Total 119 persons have been recruited in just 105 days (3.5 months) is a huge number indeed.  

Recruiting at least one person per day for 105 days contains the sign that frequency of recruitment 

for this Sales Officer position is extensively high.   
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Chapter: 5 Selection Process of Sales Officers 

Figure 5: Selection Process of Sales Officers 

 

5.1 CV Screening 

Selection process starts with CV screening of the applicants. Square Toiletries Ltd. usually receive 

hard copy CV sent by the interested applicants. Interns of HR department are usually assigned to 

screen the CV’s. CV’s are short listed according to the job specification specified for this position. 

All the CV’s sent by females are rejected since, Square Toiletries Ltd. look for males for this 

position. Males whose age is under 30 years and accepted and over than that are get rejected. Those 

who have done with their honors do not need any experience but those who have completed HSC 

need to show 3 years of experience otherwise also rejected.  

 

Figure 6: Criterions of CV screening of Sales Officers in Flowchart 

CV Screening Written Test First Interview Field Training
In-house 
Training

Final 
Interview
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5.2 Written Test 

The selected CV’s get SMS to face a written exam. The whole written test is conducted by the HR 

department of Square Toiletries Ltd. Usually the exams are taken in five locations, Dhaka, 

Chittagong, Barisal, Sylhet and Bogra. It is a two hours long written test that contains fifty marks. 

The purpose of the written test is to test the knowledge level of the applicants. The question is set 

to examine the knowledge level on the areas like (Abrar, 2016): 

▪ General knowledge 

▪ Math 

▪ English 

▪ Sales and Job-related knowledge 

5.3 First Interview 

To be selected for the interview the applicants must need to get a specified amount of number 

(usually 50%). Qualified applicants form written test are called for an interview. The purpose of 

taking interview is to get idea about how good their communication skill and appearance is. Self-

confidence and knowledge about sales and marketing is also assessed in the interview. Two 

executives, one from Sales department and another form HR department take the interview.  

5.4 Field Training 

The selected interviewees are posted in different markets for a hands-on training on their actual 

job responsibility. (Warrington College of Business) Trainees are posted in different markets 

where they work with the current Sales Officers under the supervision of Territory Sales Officer 

(Supervisor of Sales Officer). The trainees assist and observe the activates of the existing Sales 

Officers to get the idea and experience of their real job. It is kind of a On the Job training before 

getting the job. It is a two weeks long training program. The trainees who discontinue their training 

are get rejected form this stage.  

5.5 In-house Training 

The purpose of In-house training is to equip the selected trainees with the knowledge they will be 

requiring into their job but did not get opportunity to learn from the field training. Those who 

completed their field training for two weeks, all of them are called to attend the inhouse training. 

It is a headhouse based training that is conducted in the Lecture method in a Classroom structure. 
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Topics on sales related important terms, product orientation, accounts related activity, bonus and 

other benefits are discussed in the training. Every day of In-house training, the trainees face a 

short-written exam on the topics that was covered the day before. This In-house training continues 

for five consecutive days.  

5.6 Final Interview 

Final Interview is the last phase of the selection process for this job. Until the final interview the 

candidates passed two weeks in the Field Training and one week training in the head office. The 

purpose of this second and final interview is to see how much the candidates leant form this long 

the training. Mainly on three criterions the candidates are judge.  

1. The candidate’s knowledge level on Sales 

2. The Product Knowledge the candidate has 

3. How impactfully the candidate can make Mock Calls 

One executive form HR department and another form Sales department sit on the interview board 

as interviewer. Interviewers are provided evaluation form (Mark Sheet) to assess the interviewees. 

On mentioned three criterions the interviewers give mark to the interviewees. Three criterions 

contain ten marks each, total thirty marks. If the performance of the interviewees is impressive, 

the interviewers put the tick mark on Recommended and if not the tick mark is putted on Not 

Recommended and the candidate gets rejected.  

Square Toiletries Limited 

Sales Officer 

Interview Mark Sheet 
Name of the Interviewee:  Date: 

 

Sales & Marketing (10) Product Knowledge 

(10) 

Mock Call 

(10) 

Total 

(30) 

7 6 8 21 

 

Signature of the Interviewer: 

Name of the Interviewer: 

 Recommended Not Recommended 

Figure 7: Evaluation form of Final Interview 
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Chapter 6: Initial Tests 

6.1 Written Test 

Written test is the second step of the selection process. A two hours long exam is taken to have an 

idea about the examinees academic knowledge, general knowledge and their job-related 

knowledge. Number allocated for this exam is fifty marks. This written exam is taken mainly in 

five centers. They are: 

1. Dhaka 

2. Chittagong 

3. Barisal 

4. Sylhet 

5. Bogra  

 

6.1.1 Purpose of Written Test 

The purpose of the Written Test is to assess knowledge level of the examinees on few specified 

areas. The question of the Written Test is set is such a way that can test the required knowledge 

level of the examines. A minimum amount of marks (usually 50%) the examinees need to get to 

be qualified for the next selection level.  

6.1.2 Type of knowledge looking for 

a. General Knowledge: 10 marks are allocated for the General Knowledge section. Questions 

come from current affairs, history of Bangladesh, sports, previous academic education etc.   

b. Basic English: In this section, the examinee’s ability to understand basic English is tested. 

Mainly Bengali to English and English to Bengali translations are given in this section. This part 

contains 10 marks. 

c. General Mathematics: 10 marks are assigned for this section. Sales related general 

mathematics are appeared here. Examinee’s analytical abilities are tested in this section. 

d. Job related Knowledge: Job related knowledge and attitude is tested in this part. The provided 

questions look for how the examinees would behave in a few given situations. Moreover, the 
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knowledge about the Square Toiletries Ltd. and its market competitors are also assessed here. 20 

marks are allocated for this section. 

6.2 First Interview 

6.2.1 Process of conducting Interview 

Those who get selected from the written exam are shortlisted for the interview. HR department 

call the shortlisted candidates for the interview. Usually the interview is conducted on the next day 

of written test. Generally, two interviewers take the interview, one form the Sales department and 

another form the HR department.  

6.2.2 Criterions on which interviewees are assessed  

Officially there are five criterions on which the interviewees are judge. In each of the criterion 

marks are given according to guided standards. The criterions are: 

a. Academic qualification: In this section of assessment points are given on the result the 

interviewees obtained on their academic educations. According to the guided range of result 

obtained points are given to the interviewees. Suppose, a candidate got CGPA between 2.5 to 3.49 

in his HSC and got First class in his Honors he will obtain point 2.50 for HSC and 4 for Honors 

consecutively. Then the total point the candidate will obtain for this section is 6.50.  

Degree/Subject Class/ CGPA Total 

First Class Second Third 

Masters Year: 4.0 
(CGPA 3-4) 

3.0 
(CGPA 2.25-2.99) 

2.0 
(CGPA 1-2.24) 

12.50 

Honors Year: 4.0 
(CGPA 3-4) 

3.0 
(CGPA 2.25-2.99) 

2.0 
(CGPA 1-2.24 

HSC Year: 3.0 
(CGPA 3.5-5) 

2.50 
 (CGPA 2.5-3.49) 

2.0 
 (CGPA 1-2.49) 

SSC Year: 3.0 
(CGPA 3.5-5) 

2.50 
(CGPA 2.5-3.49) 

2.0 
(CGPA 1-2.49) 

Figure 8: Academic Qualification Evaluation in the First Interview 

 

b. Knowledge on sales and marketing: Later on, the knowledge on sales and marketing is 

assessed. On the qualitative performance points are provide to measure the performance 

quantitatively.  
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Performance 
Basic Subject 

Total 
Subject Oriented Knowledge on sales 

Excellent 10.0 5.0 

8.5 
Good  8.0 3.5 

Satisfactory 5.0 2.5 

Poor 2.0 1 

Figure 9: Knowledge on Sales Evaluation in the First Interview 

 

c. Physical Condition: Decent appearance and robust physical condition is very important this 

job holder. Therefore, appearance and physical condition is assessed in the interview. Point is 

provided on the judgement of the interviewers.  

Level Appearance Physic Total 

Excellent 10.0 5.0 

13 
Good  8.0 3.5 

Satisfactory 5.0 2.5 

Poor 2.0 1 

Figure 10: Physical Condition Evaluation in the First Interview 

 

d. Confidence level: While communicating with the candidates the interviewers assess the how 

confidently the candidates can communicate and how influentially they can talk and manage the 

situation. On the level of confidence points are provided judgmentally.  

Level Marks Obtained 

Excellent 10.0 

Good  8.0 

Satisfactory 5.0 

Poor 2.0 

Figure 11: Confidence Level Evaluation in the First Interview 
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e. Communication skill: In this section, how influentially the candidates can use their language 

to communicate with the interviewers is assessed. Judgmentally points are provided on their 

communication skill.  

Level 
English Fluency in 

Bangla (5) 
Total (20) 

Reading (5) Pronunciation (5) Listing (5) 

Excellent     

10.5 
Good  3.5   3.5 

Satisfactory   2.5  

Poor  1   

Figure 12: Communication Skill Evaluation in the First Interview 
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Chapter 7: Training 

 

7.1 Field training 

The qualified interviewees are get selected for field training. In the field training the trainees get 

the real exposer about their real job activity. The trainees are posted to the markers to assist the 

current Sales Officers. They work with the Sales Officers, observe their activity, assist them and 

get knowledge about their real duty. It is a two weeks long training program.  

7.1.1 Purpose of Field Training 

Field Training is kind of a On the Job training before getting the job. Square Toiletries Ltd. wants 

that their Sales Officers will be equipped with all the knowledges they will be requiring in the job 

before getting the job. (Warrington College of Business) To minimize the likelihood of errors in 

the real job and to boost up the confidence trainees are posted in the Field Training.  

7.1.2 Process of sending trainees for the Field Training 

The Sales Officers are posted in the Field Training in a certain process. Firstly, HR Department 

make shortlist of the selected interviewees and send it to the Sales Department. Then the Sales 

Department search for the available markets where the trainees can be posted for training. Trainees 

can be posted anywhere in Bangladesh where market is available. Sales Department make a list, 

having the name and home district of the trainee, name of his assigned market, name of his 

supervisor (usually Territory Sales Officer of that market) and the phone number of the supervisor. 

Square Toiletries Ltd. 

List of Field Training Market- Starting form: 18 April, 2017 

Sl. Name District Mobile Assign Market Supervisor 

(TSO) 

Mobile 

1. Mr. Suruj Mia Barisal 017*** Luxmipur (Rajshahi-1) Mr. Sohel Rana 017*** 

2. Mr. Ali Raj Pabna 019*** Pur Bazar (Kurigram-2) Mr. Abul Hasan 017*** 

3. Mr. Ejaz Rob Bogra 018*** Tajermor (Naogaon-1) Mr. Abu Hena 019*** 

Figure 13: List of Field Training Market 
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Later on, Sales Department handover this list to the Human Resource Department. Then, HR 

department call the selected interviewees informing that they have been selected for the Field 

Training. HR department also inform the trainees, form when his training is starting, name of his 

assigned market for training and the name and phone number of his supervisor. The selected 

candidates are requested to call his supervisor and follow his instructions for the Field Training. 

7.1.3 Activities performed by trainees in Field Training 

At the beginning, the selected trainees contact with their supervisor for further instructions. On the 

reporting date, every field trainees meet with his own supervisor. The supervisor introduces the 

field trainee with his assigned market and also introduce him with current Sales Officers of that 

particular market. The primary activity of the field trainee is going to the market every day with 

the current Sales Officers and observing their daily activates. For example: 

▪ How the current Sales Officers communicate with the retailers. 

▪ How they take orders from the retailers and what are the strategies they use to take an order. 

▪ How they set their target sell and make their route plan to take orders efficiently. 

▪ How they make relation with the parties. 

▪ How they handle the dissatisfaction of the dealers. 

Along with observing the currents Sales Officers, the trainees also start to take order form the 

retailers when they feel assured that they can make call to collect orders. They also start to set 

Sales Target and plan the route to visit for tomorrow. This training continuous for two weeks. 

After the complication of training the supervisor evaluate the performance of the field trainees and 

provide them a training evaluation report on their performance. At this stage, the trainees take 

mental preparation to come to the head officer at Dhaka for the next phase of their training called 

In House Training. 

 

Make list of 
selected 

interviewwees

Assign training 
market and 
supervisor

List transfered 
form Sales to HR 

department

Calling the 
selected trainees 

Communicating 
necessary details

Figure 14: Process of sending trainees for the Field Training 
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7.2 In-house training 

The learnings that are required for this job but the Candidates did not get opportunity to learn those 

in the Field Training, In-house training is arranged to transfer those learning among the trainees. 

It is a five-day long training program. HR department coordinate the whole training. The training 

is conducted in lecture method in a class room set up 

7.2.1 Process of conducting In-house training 

When the trainees are on field training the HR department call them to know the update that 

whether they are continuing their training or not. Those who did not attend field training or 

discontinued, are get rejected for the job. On the other hand, all those who successfully continued 

their training for two weeks get selected for In-house training at the Head Office. A shortlist of 

selected trainees is made by the HR department. The shortlisted candidates get call once again to 

get the invitation of attending the In-house training.   

A training schedule is made for the In-house training that describes the days of the training, time 

schedule of classed and name of the trainers who will be conducting the sessions and the time and 

the duration of the breaks. Each day the trainee give written exam on the lesson of the previous 

class. The training ends up with the final interview. 

 

Figure 15: Process of conducting In-house training 

 

7.2.2 Purpose of the training 

a. History, current operations and future plan: In this training, the trainees get to know about 

the history of the Square Toiletries Ltd. that how the journey of it has stared and how this 

organization turned into one of the biggest FMCG organizations of the country. Moreover, the 

trainees also get brief idea about the current operations of Square Toiletries Ltd. The future plan 

of Square Toiletries Ltd. is also shared with the future Sales Officers so that they can set their 

target mentality to reach that future goal.  

Short listing 
selected trainees

Making training 
schedule 

Conducting the 
training sessions

Taking final 
interview
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b. Getting familiar with sales related terms: One of the main purposes of this head office based 

training is to make familiar the future Sales Officers with the important sales related terms. They 

will be requiring these terms in their job frequently. All the meanings, calculation and implications 

of these terms are demonstrated in the training sessions. Some of the sales related term are: 

▪ Mock Call ▪ Movement Register 

▪ Route Plan ▪ Spot Monitoring 

▪ Call Productivity ▪ Lifting and In-market sales 

 

c. Getting familiar with products and prices: Square Toiletries Ltd. has 20 different brand that 

has in total 43 different products. 43 different products have different size and variants. If we 

differentiate the products according to size and its 

variants then the total amount of the products 

become 141 in numbers. All these 141 products 

have different prices. In the product orientation 

class the brand executives introduce all the 

products with the trainees in few sessions. The 

trainers discuss the name, ingredients, offers, size, 

trade price and retailer price with the trainees. 

 

d. To describe about incentives and other benefit policies: When the Sales Officers will be on 

their job they will be needing to know few policies like incentive policy, travel allowance, daily 

allowance police and bonus policy. On the training sessions, they get the briefing on these policies 

so that they can understand how these policies work and implemented. 

e. Communicating accounts related activity: Since the Sale Officers do not do their job at office 

therefore it is important to inform them that how they will collect their payment from the 

organization. An executive from the Accounts and Finance department take this session and brief 

them how they will collect their payment and how they will communicate with the accounts 

department if required. 

Total 141

with differents 
size and vatiants

43
Products

20
Brands

Figure 16: Number of Products of Square Toiletries Ltd. 
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Chapter 8: Joining of Sales Officers 

 

8.1 Joining formalities 

After the candidates successfully qualified in the second round of interview all the candidates can 

expect that they will get the job offer form Square Toiletries Ltd. for the Sales Officer position. 

HR department give a specific date to Sales Officers when the Joining Letter will be officially 

handed over to them. There are some joining related formalities that Square Toiletries Ltd. do 

before giving the Joining Letter to them. Sales Officers are told to brining few documents with 

them on the specified date. In the In-house training, an executive form HR department describes 

about the documents they need to bring with them. The documents the Sales Officers need to bring 

with them are: 

1. Photocopies and the main copies of all their academic certificates.  

2. Their national voter ID card.  

3. An Employee Information Form provided by Square Toiletries Ltd.  

4. Two copies of Reference Letters form two different individuals.  

5. Specified Medical Certificate. 

6. Bond signature 

 

8.2 Offering job for the probationary period 

When all the documents are received, HR department of Square Toiletries Ltd. officially provide 

the joining letter to the newly joined Sales Officers. Each Sales Offices get two joining letters, 

Office Copy and Individual Copy. On the office copy of Joining Letter the newly joined Sales 

Officers put their signature and write RECEIVED and return it and the Induvial copy they kept 

with them. 

Joining letter and all the documents they brought with them for joining and all the papers that was 

generated throughout their recruitment and selection process like their CV, written test script, 

evaluation form of interview are kept and preserved in a Personnel File until they are Employee of 

Square Toiletries Ltd.   
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Chapter 9: My job responsibilities and experience 

 

9.1 Coordinating In-house training of Sales Officers 

My one of the main job responsibilities was to coordinate the In-house training. I assisted to design 

the training schedule, took ice breaking session at the beginning of the training, communicating 

with the trainers about their timing of their class, providing required papers like product price list, 

incentive policy and did every all other tasks that was required to manage the In-house training.  

9.2 Sorting CVs 

I sorted CV’s for both executive and non-executive positions. The executives under whom I 

worked instructed me the criterions to short list CV’s of different positions. Different positions 

have different criterions to sort a CV. For example, job for executive level we looked for relevant 

experience in the CV. For an entry level job, we preferred a decent CGPA form a reputed 

university. On the other hand, for the non-executive positions minimum education and experience 

are the two main factors to short list a CV. However, minimum age was checked very carefully 

while sorting CVs. 

9.3 Coordinating interview  

Being an HR intern I had to coordinate many interviews. I used to prepare the interview board. 

managed the interviewees, sent the interviewees to the interview board one after another according 

to the planned serial, being watchful with the sitting arrangement of the interviewees and 

communicating with the interviewees to solve all their issues.  

9.4 Writing Job Proposal letter 

Job proposal letter is a formal letter by which a certain job is officially proposed for a successful 

candidate to the to the Assistant General Manager (AGM), HR and the General Manager, HR. If 

they sign the proposal letter the proposal for the job raised by the HR department is officially 

accepted.  

9.5 Contacting with the job candidates with phone call 

Maintaining the contact with the candidates was one of my regular job responsibility. I had to call 

the candidates for informing them the written test and interview dates and time schedules and also 
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to instruct them what they need to bring with them on the due date. I also had to call the Sales 

Offices a lot to send them for the field training, informing their training market name, name of the 

supervisor and other necessary information. After they complete their field training I called them 

again to invite them to come for the In-house training at the Head office.  

9.6 Taking exams of different position 

I also acted as an invigilator in the written exam of various positions. I was invigilator for the 

exams of the job position like Sales Offices, Territory Sales Officer, Retail Merchandiser, Brand 

Executive etc.   

9.7 Checking exam scripts of Sales Officers 

The second selection step of the Sales Officers is Written Test. I used to check the scripts of that 

written exam. Moreover, in the In-house training the expected Sales Officers give written exam 

every day of the topics they learned yesterday. I also checked that scripts repeatedly.  

9.8 Giving feedback 

Since I used to check the daily written exam of the Sales Officers in their In-house training, I could 

easily get to know the mistakes they are doing in their exam scripts. One of my purpose was to 

give them regular feedback on their mistakes to improve their knowledge, skills and ability.  

9.9 Coordinating joining related activities 

Sales Officers come on a suggested date given by the HR department for their official joining. 

They come up on that day with several documents like their academic certificates, national voter 

ID card, an employee information form given by HR department, Reference Latter and with Bond 

Signature. I used to collect these papers in specified serial. Later on, I provided them two copies 

of Joining Letter. One Joining letter they kept with them and on the another Joining Letter they 

put their signature, wrote received and returned it to me as the office copy of their Joining letter. 

9.10 Making Personnel Files of Sales Officers 

I assisted to make personnel files of the Sales Officers. All the documents that generated form 

every step of their recruitment and selection process are get preserved in a Personnel File. Their 

CV, scripts of all their written tests, viva results, academic certificates, national voter ID card, an 

employee information form, reference latter all were kept in this Personnel File.  
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Key Findings 

 

1. Effectiveness of Sales Force Hierarchy 

The hierarchy of Sales Force is shown in the Chapter 3 (page: 7; figure: 3). The way they designed 

their Sales Force’s hierarchy, I found this hierarchy very effective. In their Sales Force, there are 

five positions. Divisional Sales Manager (DSM) belongs at the top of this hierarchy who handles 

the sales of an entire division. Under the DSM, Regional Sales Managers (RSM) work. The entire 

division is divided into two or three regions. Each region contains few districts. Sales of each 

region is assigned to a RSM. Each district is divided into few areas. Sales of each area is assigned 

to an Area Sales Manager (ASM). Then again, each area is divided is into few small territories. 

The sales of each territory handle the Territory Sales Officer (TSO). Then lastly each small 

territory is divided into very small markets. Sales Offices (SO) who belongs at the bottom of the 

hierarchy are assigned to ensure the sales of each small markets. This is how the network of the 

Sales Force of the Square Toiletries Ltd. is build which enables it  to cover almost every corner of 

Bangladesh to sale its wide range of products.  

2. Reasons of extensive frequency of recruitment of Sales Officer Position 

The frequency of recruitment of the Sales Officer position is extensively high. One of the main 

reasons behind it is Square Toiletries Ltd. operate all over Bangladesh. Products of Square 

Toiletries Ltd. can be found in every corner of this country. This why the amount of market where 

Square Toiletries Ltd. operates is vast. For the large number of markets Square Toiletries needs a 

large of number of Sales Offices.  

High turnover rate is another reason for what the recruitment frequency of the Sales Officers is 

high. Job holder of this position can be posted anywhere in Bangladesh. Very often the job holders 

cannot get adjust with his posting area and leave the job.  

3. No female for the Sales Officer position 

Females are not recruited for the Sales Officer position. In the first glance, it seems like this is a 

discrimination by gender. Looking all the perspectives did not find any kind of discrimination 

there. One of the very important job specification for the Sales Officer position is they need have 

the mentality to work anywhere in Bangladesh. In the societal perspective of Bangladesh female 
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do not feel safe to be posted anywhere in Bangladesh Therefore, this is a safer option for Square 

Toiletries Ltd. to recruit male as the candidate for the position of Sales Officer. 

4. Training before getting job 

Usually training is provided after the job is confirmed. But for the Sales Officer position at Square 

Toiletries Ltd. two levels of training have been included into the selection process which is very 

different then the all other jobs. In the Field training, they the expected Sales Officers get used to 

with their actual job responsibility and in the In-house training they get the opportunity to learn 

more about the products, sales term and calculations. Since those who do not attend the training 

and attended the training but performance is dissatisfactory the get rejected form selection, 

therefore in this sense these training is included in the selection process. One of the main reasons 

that the training has been included in the selection process is Square Toiletries Ltd. want 

productivity form the sale officers form the first day of their job this is why they provide all the 

trainings to the Sales Offices before they get the job.   

5. Effectiveness of Field training  

The selected candidates who qualified in the written test and fist interview are sent in the Field 

training where they get the exposer about their real job responsibility. I found this Field training 

was extensively effective to learn about their job responsivities. They work with the existing Sales 

Officers, observe their activates and perform the activities with them as well. It works like a 

simulation where they do not at their job but they work as if they in their actual job.  
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Recommendations   

 

1. Age limit should have been more than 30 for Sales Officers 

While sorting the CVs of Sales Officers I often found good CVs having decent education with few 

years of experience but I used to reject those CVs since their age was more than 30. I think this 

age limit should be extended to at least 40. The duty of the Sales Officers is to ensure the sales to 

his assigned market. It seemed to me age do not ensure this sale rather experience of how to sell, 

communicate and handle a retailer ensure this sale. The person who is more experienced can 

perform this duty better.  

2. Unattractive advertising 

The job advertisement for the Sales Officer position has been show in the Appendix part of this 

report (Page: 29; A1). The purpose of job advertisement is to attract the potential candidates as 

more as possible. It seemed to me this job advertisement is not that attractive to attract more 

potential job candidates. The advertisement is extensively descriptive but not graphical and not 

colorful rather black and white. Status of Square Toiletries Ltd. is not expressed with this job 

advertisement.  

3. Sales Officers high turnover rate  

The turnover rate of this Sales Officer position is enormously high. This is a tremendously hard-

working job. All through the day the Sales Officers visits market and handle retailers. Besides this 

job pressure other pressures can be reduced. If they get posting near to their district or at least 

within their division they can meet with their family at least once in a week. Besides salary of this 

position is not that big, but still they can earn a big amount of money by sales incentives. 

Unfortunately, this sales incentive does not get that much focus. Square Toiletries Ltd. can 

motivate their Sales Offices by communicating that they can earn a good amount of money besides 

their salary and be watchful to give posting near to their home the Sale Officers will be inspired 

not to look for any other job. 

4. No job, No TA/DA allowance 

The expected Sales Officers do two weeks Field training and one week In-house training at their 

own cost. In this long training period, they incur cost for their accommodation, for their food, for 
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their travel expenses and for other required cost. Though they get paid Travel allowance and Daily 

allowance (TA/DA) on their joining date but there is a big problem. The problem here is the 

training is in the selection process. Which means many candidates are get rejected or dropped 

within the training or after the training. Only those are get paid their TA/DA whose job is 

confirmed. But those how completed all the trainings with their own cost and get rejected on the 

final interview they do not get any TA/DA. This means their money get wasted. A job should not 

be like this. The rejected candidates invested their money, time, labor for this job. They worked 

really hard on the trainings. Their performance is not satisfactory therefore they did not get the job 

at least they deserve their invested money back.  
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Appendix  

A1: Advertisement for the Position of Sales Officer 
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A2: Official Job Description for Sales Officers 

 

SQUARE TOILETRIES LIMITED 

JOB DESCRIPTION 

 

Employee ID #  Department Sales 

Job Description #   Revision # New 

Functional Title  Sales Officer Division/Section Sales 

Date:   Location   

Relationship:  

Reporting to  TSO/ASM/RSM/DSM 

Immediate Subordinate Staff  None 

Other internal contacts  Dhaka, Pabna, Rupshi. 

External Contacts  Distributor & Party. 

Summary Statement: 

Securing orders from parties and ensuring highest sales volume 

Major Duties and Responsibilities:  

 

1. Order securing from parties 

2. Ensure party wise product distribution 

3. Ensure customer services and maintain customer relation 

4. Meeting sales target for month and year wise. 

5. Implement company policy in route level 

6. Handle distributors 

Work Environment:   

Work Hours  48 hours per week. 

Travel  Frequently 

Work Condition  Indoor/Outdoor. 
Empowerment: 

Financial Authority  None 

Personnel Decision Making Authority  None 

 

Name of the Incumbent:  
 

 

 

Signature of Incumbent……………………………. 

 

 

 

 
 

Signature of Immediate Supervisor……………… 
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A3: In-house training schedule 

 


