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Executive Summary  

Inan Medicals Ltd. is one of renewed non-banking financial institution in Bangladesh. It 

started its operation at 2007 and it is the pioneer financial institution in Bangladesh. IML has 

export quality of goods. I have done my internship in Inan Medicals HR and my Topic is 

‘’The HRM Practice in Inan Medicals Limited”. Human resources are the most important 

resource of every organization to gain a sustainable competitive advantage over competitors. 

To manage these human resource there are several practices that are used globally by 

different organizations to create a competent workforce. These HR Practices are a set of 

principles that is used as a potential contributor to find suitable personnel for and improve 

their commitment, productivity and loyalty toward the company. This report contains the 

summery of Human Resource practices followed by Inan Medicals Ltd. and how its 

importance to improve their manpower. The analysis is based on my journey as an Intern of 

Human Resource Department. Our bookish knowledge tells us that, in theory there are 

practices like HRP, Recruitment & Selection, Compensation & Benefit, Training & 

Development, and Performance Management, sums up as HR Practices. There are sets of 

different versions and uses of these theories. But my experience tells me, not many 

organizations follow those bookish theories. They tend to modify them, update them and even 

just drop them when necessary. In my report, I modestly tried to uphold all the HR activities 

and practices conducted and followed by Inan Medicals Ltd., find the flaws which are 

drawing them back and make some recommendation which may better their situation. 
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1.1 Introduction of the Report 
Human Resources department is the emerging sector in the new era of corporate world. Previously HRM 

was ignored organizations. Today the situation has changed, most of the organizations are emphasizing 

on HRM practice. The main reason is; the organization runs by the people or human resources not by the 

machine. So, it is important to maintain these human resources in order to gain long term success in 

business. Inan Medicals Limited (IML) also gives emphases on HRM practice. In my internship Report, 

my main target is to identify the area of HR practices of IML. 

1.2 Background of The Report  
There is no doubt that the world of work is rapidly changing. As part of an organization then, HRM 

must be equipped to deal with effects of the changing world of work. For them this means understanding 

the implications of globalization, technology changes, workforce diversity. Changing skill requirements, 

continuous improvement initiatives contingent workforce diversity, decentralized work sites and 

employee involvement are the issue for confront. Now it is a big challenge for the HRM to support the 

organization by providing the best personnel for the suitable position in shortest possible time. Starting 

with recognizing the vacancies and planning for them is a great task. Moreover, selecting attracting the 

suitable candidates and selecting the best person in time is a challenge. 

 The cost of the recruitment is significant. So, proper planning and formulate those plan is the task 

require more focus and improvement. Equal opportunity and sourcing is also a vital part. Realizing this 

need we tried to find the difference and similarities between theoretical aspects with the practical steps 

taken by the company. Also the automation process of HR practices through HR software is significant 

with right vendor software selection. 

1.3 Objectives of The Report  
The main objective of the report is to provide an enhance analysis on over all HR practice of Inan 

Medicals Limited (IML). This report will reveal how IML focusing on different processes of recruitment 

& selection, training & development, performance appraisal, compensation and HR related activities. 
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1.4 Broad Objective  

 To identify what type of HRM practices are done by Inan Medicals Ltd. 

 To enhance My experience 

1.5 Specific Objective  
 To know the internal system of the management and the administration  

 To analyze overall HR practice and policies on that organization. 

 To recommend necessary steps for overcoming problem. 

1.6 Sources of Data 
1.6.1. Primary Data 

 Primary data has been collected through face to face conversation. 

1.6.2. Secondary 

Sources of secondary data of this report are: 

 Annual report of IML 

 Different text book and journal 

 Website of IML 

 Direct Information from IML employee 

1.7 Limitation of the Study 
I have faced some problems during preparing my report: 

I) lack of experiences has acted as constraints in the way of meticulous exploration on the topic 

II)  Extreme work pressure restricted the officials can‟t give us much time even if they had 

cordial intentions to provide accurate information. 

III) Due to the sensitive nature of some topic, many efforts were required to remain aware and 

adhere to the company requirement of maintaining confidentiality 

IV) Lack of current information 

V) Shortage of time for preparing the report in order 

VI) The study was conducted mostly on secondary data 
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2.1 Company Overview 
Inan Medical limited is a Medical Instruments Company which is specialized exploitation, production 

and distribution of Health products. The Company's headquarter is in capital city, Dhaka, Bangladesh 

and Company itself markets in capital city, Dhaka and other parts of Bangladesh, products are 

distributed through distributors. The Company's main stockiest products are BP & Stethoscope. 

GlucoSure plus Meter (Touch in Strips), GlucoSure Star Meter, GlucoSure Auto Meter and Multisure 

GC Meter (Cholesterol and Gluscose Monitor), Honsun Digital BP. Moreover, we also import some 

other hospital products, Haemostatic clips and Applier, Cardio Vascular Sutures and General Sutures. 

We also import and distribute Medical Promotional Items Like Pen Light, Hammer, Diagnostic Kit, 

Otoscope, Ophthalmoscope, Nebulizer, various types of Digital Thermometers, Anatomy wall Chart and 

sterile Gloves. However, Inan Medicals Limited has a vision to introduce any Healthcare products which 

is new innovation for Human Health. 

2.2 Message of Founder and CEO 

 

 

 

Mohammed Ismail 

  

INAN was established in April, 2010 based on medical appliance and medicals instruments 

We have achieved good reputation among our all types of customers within a short period of time. We 

have introduced more than 70 items by last 8 years. This is tremendous performance by INAN. 

We have a firm belief and confidence in achieving   of our target through organizational spirit and will 

not lose intension. 
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 we are promising our commitment to be brought world‟s best possible goods with competitive price. 

Finally, we want to thank to our customer, supplier, vendor, well-wisher, supporter, adviser and 

consumer whose kind support has reached us our present position. We are committed to them to supply 

quality goods in time and competitive price. 

2.3 Our Vision 
INAN will be a quality growth, multi-local company in the total healthcare and professional market 

place with focus on the management of chronic disease and provide superior products and services for 

prevention, diagnosis and treatment. NAN will ease the people‟s life by providing possible best 

quality product with competitive price. 

2.4 Our Mission 

INAN is aim to improve the quality of everyone‟s life by providing clinically tested, innovative medical 

instruments for health monitoring, therapy and disease prevention. Our extensive range of products 

includes blood pressure monitors, respiratory therapy devices, digital thermometers and activity 

monitors, personal scale, and a line of medical devices for professional applications. Our products have 

a proven reputation for high quality and performance, ease of use, innovative technology and attractive 

features. 

2.5 Global Area 
Our ability to transform ourselves is driven by a strong emphasis on employee empowerment at every 

level. We constantly seek to attract and retain the best talent available in the industry and always take 

initiatives to ensure that our people are enabled and motivated, and provide them with an environment 

that instills pride, fosters growth and encourages innovation. Keeping in line with our global ambitions, 

our long term Learning and Development Program is designed for our employees to achieve global 

quality benchmarks. 

2.6 INAN Peoples 
Our ability to transform ourselves is driven by a strong emphasis on employee empowerment at every 

level. We constantly seek to attract and retain the best talent available in the industry and always take 

initiatives to ensure that our people are enabled and motivated, and provide them with an environment 

that instills pride, fosters growth and encourages innovation. Keeping in line with our global ambitions, 
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our long term Learning and Development Program is designed for our employees to achieve global 

quality benchmarks. 

2.7 Social Responsibility 
Every successful corporation has a responsibility to use its resources and influence to make a positive 

impact on the world and its people. INAN endeavors to achieving success in ways that respect ethical 

values, people in need, their communities and the environment. The Company‟s key strategies always 

aim to provide a strong return for shareholders, while creating social and economic value in the 

communities where it operates. 

2.8 Corporate Customers 
 Apollo Hospital, Dhaka,  

 United Hospital,  

 Square Hospital,  

 National Heart Foundation,  

 Kidney Foundation  

 Dhaka Metropolitan hospital,  

 Al Noor Eye Hospital, 

 Ibn Sina Hospital, 

 Japan Bangladesh Friendship Hospital, 

 Azgor Ali Hospital   etc. 

2.9 Others Customers 

 Wholesale Market 

 BMA Bhaban 

 Midfort  
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 Babu Bazar 

 Shahbug 

 Local Market 

2.10 Organogram 
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2.11 Our Brand & Product 
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2.12 Major Competitor 

 Omron 

 Microlife 

 Rossmax 
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3. Activity as an Internee 
As an internee, I have several duties in this organization. I work as an Audit & HR. Let discuss my 

responsibility: 

3.1 To check daily transaction 

Our main business is to sell product in Whole sale market or local market or anywhere in Bangladesh. 

So organization earn money from such kind of activity. There have also a report which is called 

collection report. On the way, there have some cost. That have also report which is called collection 

report. I check both of report every day. 

 

3.2 Prepare Monthly Salary Sheet 

I prepare monthly salary of Inan Medicals Ltd. At first, I prepare salary sheet. Then cheeked it by senior 

of my department. After completing the check of salary sheet, we will take print finally. Then we do 

submit for approval. Approval is taken from head of department. When we get the approval, we will 

process to send in employee salary account. Then Employee receive from their separate account by 
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cheque or card. Salary sheet is mainly Excel base. We have also softwaresystem which is not start yet. 

Hopefully it will be coming soon. 

 

3.3 Prepare TA/DA Sheet 
Transportation allowance/ Daily allowance is provided by according to designation. It is divided by two 

part.  One part is given after first 15 days of a month. Then remain part is given after next 15 days of 

month. 
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3.4 Inventory Reporting and Auditing  
As I mansion before it needs to audit the product. Every have history is software which is called stock 

report.  Employee can easily know about product information. It needs to monitor manually. I check the 

goods manually which is excel base. 

 

3.5 Provide Monthly Sales Incentive 
Sales incentive depend on achieved target without due and return. Sales target decide from monthly 

meeting. Target provide according to zone wise.  
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3.6 Check Credit Report Daily Wise 
Credit report collect from software. It reserves as name wise. I collect information from here. After then 

give report from there. Then authority will take action. Basically this report is shown total sale, total 

collection and due separately.  

 

 

3.7 Employee Recruitments information/ Release 
There is some procedure for employee recruitment in HRD: 

 To collect Joining Letter 

 Provide Nominee form 

 Provide Reference form 

 To collect or provide release letter/ Clearness/ NOC 

 To collect original certificate / grantor etc. 
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4. HR Function  
The Actual Function of HRM within the value chain of an organization is of significance. It has been 

postulated by some researchers that the role of HRM within an organization is significant in the firm‟s 

ability to achieve its organizational objectives and develop sustainable competitive advantage with in the 

market place which it operates. This is achieved via the polices each firm enact, and the method it uses 

to attract and retain the right employees for its need (Holland, Act 2007). The HR function can be 

thought of as having six menus, from which companies can choose the most appropriate practices. 

Decider and Kramer (2008, P58) state that each of these menus refers to a particular functional area of 

HRM: Job analysis, job design, recruitment, selection, training and development, performance 

management, pay structure, incentive, benefit, and labor/ employee relation. 

4.1 Job analysis and design  
This refers to the process of getting detailed information about a job (De Cieri & Kramar, 2008, P60), 

which could provide information for a variety of purposes, including determining training needs, 

development, criteria, and appropriate pay and productivity levels (price, 2003, P362). Job design deals 

with making decisions about tasks that will be required in a given job (De Cieri & Karmar, 2008; 

Hacker, 2003) 

There are two specific elements to pay here.  The first concerns the need to meet the organization‟s 

needs in terms of productivity, achievement and quality, while the second relates to the need of 

individual employees and the requirement to provide them with work environment that is challenging 

and rewarding (Amstrong, 2009; Compion , Master & Higgs 1993; Kozlowski & Bell 2003; Stewart 

2006) the effectiveness of HR practices requires that the job be clearly understood by both Jobholders 

and the organizations activity pursuing this practice as an HR planning strategy are likely to gain a 

competitive advantage (Anthony, Kacmar & Prrewe 2002 ; Dessler 2003). 

4.2 Employee recruitment and selection  
Any process for which an organization seeks applicants and attracts potential employees is called 

recruitment selection refers to the process by which an organization identifies those applicants with the 
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knowledge, skill, abilities, and other characteristics that will help it achieve its goals (DeCieri & Karmer 

2008, P30).  The overall aim of the recruitment and the selection process is to obtain at minimum cost 

the number and quality of employees required to satisfy the human cost the number and quality of 

employees required to satisfy the human resources needs of the organization (Amstrong 2003, P395). 

Employer try to select and recruit the right candidates. At the same time, job seekers gather information 

about organizations and current job offerings, because they cannot gain complete knowledge of all 

alternatives and their potential characteristics, they rely on imperfect signal (Chan & Kuock, 2011). It 

has been noticed that organizations that organizations that want to fill their vacancy very quickly or who 

are unwilling to have recruitment process such as job analysis, are possibly less discriminating in the 

quality and quantity of candidates (Careless 2007). While organizations who put effort in to the process 

of recruitment turn on more search channels than organizations who do not (Russo, Rietveld, Nijkamp & 

Gorte 2000). When the cost of a mistake in recruitment is high, organizations are more discerning and 

the turnover of employee will increase (Chan & Kuok 2011). 

4.3 Employee Training and Development 
Training is not simply a means of arming employees with the skills they need to perform their jobs; it is 

also often deemed to be representative of an employer‟s commitment to their work force (Storey & 

Sisson 2003)  

Investment in training measures and the implementation of development schemes are becoming 

increasingly acknowledged as vital elements of HRM (Oakland & Oakland 2001)., and studies across an 

wide range of  industries and sectors have all found a positive correlation between investment on 

training and employee commitment ( Basis & Buren correlation between investment on training and 

employee commitment (Basis & Buren 2001). For example, studies completed by living and Thomas 

(1997) and marching ton and Wilkinson (1997) focus on employee commitment among hospital 

administrators, nurses, service workers and clerical employees were more committed to their jobs and 

their achievement of the objectives of the organization when they felt that the company cared about their 

training and development needs. In summary, appropriate training contributes positively to employee 

retention because it makes employees feel recognized for their strengths and it creates possibilities to 

develop their qualities (Kyndt Et al 2009), Visser 2001). 
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4.4 Performance Management  
Performance management   is mainly concerned with the individual‟s performance and development. It 

is used to ensure that the employee‟s activities and outcomes are development. It is used to ensure that 

the employee‟s activities and outcomes are congruent with the organization‟s goals (De Cieri & Karmert 

2008, P61), by focusing on future performance appraisal (Armstrong, 003, P481). This requires 

management to act as partners within framework in which they and the employee‟s together can achieve 

the result required. For this to occur managers need a clear understanding of the way in which 

performance appraisal can help the organization (Chelladurai, 2006). 

4.5 Pay Structure, Incentives and Benefits   
Pay is an important feature of HRM. As De Cieri Kramer (2008, P62) state, the pay system has an 

important role in implementing strategies. The way people are paid affects the quality of their work, , 

their attitude towards customers, and their willingness to be flexible and learn new skills (Milkovich, 

Gerhandt & Hannon 1991). De Cieri and Kramer (2008, P62) state that a high level of pay and / benefit 

relative to that of competitors can ensure that a company attracts and retains high -quality employees. 

Pay may be one way workersmeasure whether the time they spend and the effort they out into working 

are worthwhile (Ryan & Sagas 2009). Using discrepancy theory, rice, McFarlin, and Bennett (2006). 

One standard that an employee may use is what other workers receives. If they feel that their efforts and 

contributions exceed the rewards from the organization and job, especially, in pay, dissatisfaction may 

occur (Ryan & Sagas, 2009). 

4.6 Labor / Employee Relation 

The term „employee relation‟ refers to a company‟s efforts to manage relationships between employers 

and employee. An organization with a good employee relations program provides fair and loyal to the 

company. Such program also aims to prevent and resolve problems arising from situations at work. 

Employee relations programs are typically part of a human resource strategy designed to ensure the most 

effective use of people to accomplish the organization‟s mission. Human resources strategies are 

deliberate plans companies use to help them gain and maintain a competitive edge in the marketplace. 

Employee relations programs focus on issues affecting employees, such as pay and benefits, supporting 

work life balance, and safe working conditions. 
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5.1 Strength of IML HR 
5.1.1Human Capital 

Human capital means core strength Effective human resource management has proven to be a critical 

component in this success of a business. IML is focused on recruiting the best resources and 

implementing programs to develop and retain high quality human resources. IML continues to 

implement human resource management policies and practices that are aimed at growing and developing 

employees and ensuring their active contribution towards the achievement of corporate goals. Effective 

resources have also been linked to superior company performance. IML believes that its human 

resources are critical in building and running the company. Each and every employee is considered, 

developed and motivated to contribute optimally towards the achievement of corporate goal. 

5.1.2 Staff Strength of IML  

 

5.2 Mission of HR IN IML 
IML‟s HRD is committed to work strategically with diverse business segments in identifying and 

responding to the evolving business needs. As a strategic business partner, IML‟s HRD creates a work 

environment that thrives on diversity, high individual and organizational productivity and performance, 

continuous improvement and exceptional customer service. Dedicated to construct an outstanding 

product-oriented culture as well as maintain a strong work-life balance. Moreover, by encouraging 

employee engagement, we foster the spirit of teamwork and collaboration with a strong focus on quality 

in our day-to-day operation.  
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5.3 Our Resources Are Precious to Us  
At Inan Medicals Ltd. (IML), we are power by talent. We consider our human resources as the most 

important asset and mobilize people and teams by engaging them in product promotion practice and also 

as an attractive employer. IML offers a board spectrum of opportunities for both professional and 

personal development as well as encourage a work environment that is characterized by respect, trust, 

Cooperation and collaboration. We do so because the skill and enthusiasm of our employees are a major 

force that helps us achieve sustainable.  

Being the business for the past 10 years, we have provided challenging career prospects to young and 

enthusiastic professionals. IML‟s human resource department continuously works towards attaining the 

goal of attracting, retaining, growing and inspiring and the employees of the Company. 

5.3.1 Team HR-Organogram of IML  

 

5.3.2 Rank Structure of Inan Medicals Ltd. (IML) 

 

Head of HR Manager,HR
Audit & HR 

Officer

Exeutive
Office 

Assistant

Managing Director 

Director

Manager 

Assistant Manager

Executive Officer

Office Assistant
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5.3.3 Major Function of IML HR 

Strategic Partner contributing to the quality and exponential growth of the company through attracting, 

developing and retaining talent in a healthy work environmentwith sufficient opportunity to learn, grow 

and shine. 

 Recruiting the most suitable candidates and the right number of people for optimal use of human 

resources of the company. 

 Assessing employee‟ training need and oversee the training and development programs to build a 

skilled and superior workforce 

 Managing the performance appraisal system for measuring employees‟ individual performance 

to reward accordingly.  

 Developing and documenting human resources policies beneficial to both the employee and 

company 

  Cooperating and overseeing implementation of services, policies and programs through the 

members of human resources department and identifying opportunities for improvement and 

resolves any discrepancies. 

 Designing directing and managing a company-wide process of organization development that 

addresses issues such as succession planning, rotation of job, key employee identification etc. 

 

5.4 IML Staff Strength (As of March, 2018) 

Department Staff Strength 

Sales & Marketing 20 

Accounts 6 

HR 4 

Store 3 
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5.5 Major focus 

Strategic Partner through attracting, developing and retaining Talent by giving special focus on 6 

(six) major areas: 
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5.6 The Right People in the Place at the Right Time  

The right people in the right place at the right time While the goal is to provide the best candidate 

for the Company‟s needs, it is also important that we place people in the right positions at the 

right time. This requires us to emphasize on the efficiency of our hiring and staffing processes 

even as we continue to look for ways to create efficiencies in our hiring methodologies. We also 

recognize the need to use further analytics in our recruitment efforts to enable us to understand 

our workforce needs, levels and the effectiveness of our recruitment strategies. The purpose of 

Inan Medicals Ltd. merit-based recruitment and selection process is to ensure that vacancies are 

filled by the most competent incumbents. Inan Medicals Limited provides equal employment 

opportunities to all applicants without bias to race, religion, gender, age, disability or any other 

criteria permissible by the statutory laws of the country. Recruitment and selection is based solely 

on job-related criteria. The recruitment and selection process is consistently applied and promotes 

fairness, diversity and transparency. The process complies with all state laws, regulations and 

policies.  

 

Year Recruitment Release Overall Turnover 

Rate 

2016 6 10 66.67% 

2017 5 6 30% 

2018 (As of March 31) 5 3 8.5% 

 

5.7 Recruitment process   

The recruitment process of Inan Medicals Limited is very clear and up to the mark. When recruitment 

process starts, at first the HR gives an online advertisement at bdjobs.com website and they give the 

advertisement in the daily newspapers also. And receives application via e-mail and postal. After the 

dead line exceeds, Inan Medicals Limited arrange a written test, from written exam short listed 

candidates called for an interview, after interview selected candidates asked for medical test. If the 

selected candidates found fit in the medical test the management committee recruit him/her for the job.  
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Inan Medicals Limited gives equal opportunity for all the applicants, regardless of race, religion, origin, 

sex, age, disability or political affiliation/influence. Recruitment and selection are done solely based on 

job- related criteria. In Inan Medicals Limited merit based recruitment is done through following steps:  

 

Inan Medicals Limited Conducts two forms of recruitment namely internal recruitment and external 

recruitment. When a position is created, Inan Medicals Limited first tries to fill up the position 

internally. Is there is no suitable candidates internally found than the organization goes for external 

recruitment. Inan Medicals Limited uses both internal and external sources. The choice of source 

somewhat depends on the employment level and/ or location of the position/job. For example, for upper 

management positions employee referral are used extensively. 

5.8 Recruitment Approval  
If the organogram/manpower planning is   approved by the Managing Director or his designated person. 

It is the responsibilities of the HRD to make their own organogram and manpower planning in the 

beginning of the fiscal year and make it approved from Managing Director or his designated in 

consultation with HR. 
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5.9 Selection process  

Inan Medicals Ltd. has a variety of different assessment methods in the selection process. Inan Medicals 

Ltd. first determines the steps that need to be applied in the selection process. Implementation of these 

steps requires creation of a selection sequence, which is an orderly flow of people through the stages of 

applicant, candidates, finalist, and offer receiver. Guidelines regarding employee assessment of Inan 

Medicals Ltd.  are as follows,  

5. 10 Selection of CV 

 

5.11 Processing for Interview 

 Fixation of time with the concerned Interviewers  

 Fixation of Interviewing time & Venue  

 Issue Interview Letter/ Contact over the phone. 
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5.12 Recruitment Assessments Sheet 

 

5.13 Organizing Written Test 

Human resource team will organize the written/typing test before final interview 

Written/ typing test  Preliminary Review  Final Review  

Non-Management Position  Concerned officer of HRD  Concerned HR Officer  

Head of Department 

 

Assistant Manager & Above 

positions  

Concerned officer of HRD  Concerned Department/ 

Division  

 

5.14 Interview  
 

Position Preliminary Final 

Non-ManagementCadre  
Head of HRD& 

Department/ 

DivisionHead 

 
HeadofHRD 

ProbationaryOfficer 

Executiveofficer 

Sr. ExecutiveOfficer 

Assistant Manager  and 

abovepositions 

Concerned Departmental 

Head 

 
ManagingDirector 

 
HeadofHRD 

General Managers 

HeadofHRD 

The Primary Interview members should submit their evaluation score sheet to the HR Manager 

immediately after the interview.  

** For Management Trainee & Above positions, MD Sits separately at the end of the Final interview 

and finalize. 
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5.15 Finalization of Recruitment 

 Finalization of candidate by the final review committee. 

 Head of Human resource will fix up the salary grade of the selected candidates based on their 

professional qualification & experience in related fields. 

Though the organization is not very large, its recruitment policy perfect for these situations. But the 

company increases day by day. And they are trying to develop their HR Department. The company 

recruits employee by newspaper advertising and sometime Internship student and also through website 

application. Here I would like to suggest that now they should also use 

 Campus Recruitment System. 

As in this system help them to choose the intelligent and fresh talented employee. So the 

company has to follow and take step to get the process as early as possible. 

5.16 IML Recruitment & Selection Process at a glance  

Step 1: Recruitment Need Assessment and memo generate.  

Step 2: CV Collection: By Advertisement (Printing or Web), Open Source, Internal Recruitment, and 

Collect from the Existing Market. 

Step 3: Slotting of CV‟s for required position. 

Step 4: First Interview and/or written test  

Step 5: Second Interview 

Step 6: Credit check of the primary selected candidate.  

Step 7: Final negotiation with the candidate 

Step 8: Approval memo for the selected candidate.  

Step 9: Provide the Letter of Joining. 

Step 10:  Submit for management approval. 
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5.17 Developing people through training  

A workforce consisting of individuals eager to learn and grow is a sure sign of a company hiring well. 

Employees engaged in their jobs and careers seek to know more about their company and the industry 

and to learn skills that will improve their performance. Employers who want to harness the full value of 

their employees and foster loyalty and retention find that training is a winning prospect for all involved. 

Training programs strengthen knowledge and awareness of leadership. Inan Medicals Ltd. recognizes 

the contribution of training towards enhancing efficiency and profitability. The Company‟s training 

policy applies to all employees and aims at ensuring that appropriate training is imparted to enable 

individuals to reach a satisfactory performance level. Inan Medicals Ltd. develops and delivers high-

quality learning and provides other suitable initiatives in response to the needs of individual employees. 

While we emphasize on training and development opportunities, employees are also encouraged to take 

responsibility for their own development. Since we consider our employees as our most valuable asset, 

we invest considerable time and effort for their personal and professional development. We assist our 

employees to be the best through providing relevant training and workshops both at home. 
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5.18 Performance appraisal  

Performance appraisals can benefit employees and organizations by clarifying goals and expectations, 

and creating an environment of open communication. The best performance appraisals offer positive 

feedback and advice for improvement and typically consist of a conversation between the management 

and the employees. Inan Medicals Ltd. is a performance-driven enterprise. Inan Medicals Ltd. 

performance appraisal is the single-most important tool that enables the Company to measure the 

performance of an individual and plan his/ her career progression accordingly. At Inan Medicals Ltd., 

the sole motive of the performance appraisal system is to maximize efficiency of the Company‟s 

objectives with the guidance to achieve each member‟s career aspirations. The performance appraisal 

system is fully structured to assess the competency of all full-time employees. This extensive process 

starts with the circulation of appraisal forms, approved by the management.  

 

5.19 Performance Management 

- Job objective based Performance Appraisal 

- Performance Bonus  

 

5.20 Performance Management  

Inan Medicals Ltd. has a strong HR cultural. Being a local company it has its own way of evaluation. 

Through different formats of evaluation they measure their employee‟s performance. Participant diary 

and observation these two methods are applied for evaluation. After evaluation using some matrices 

comes out the performance appraisal of employees. Than it is decided whether the employee needs more 

training sessions or developments.Inan Medicals Ltd. tries to maintain a fair evaluation process. The 

employees are evaluated twice a year. The employees first assess themselves and the final evaluation is 

based on discussion with the supervisors. If the employees have any objection to their evaluation they 

can mention it in their evaluation sheet. Although these systems are in place, employees rarely mention 

it in their evaluation sheet as they may think it would deteriorate their relationship with the supervisor. 

The areas of evaluation are performance, Capability, Responsibility and attitude. Depend on this 

evaluation performance employees are getting benefited, this performance reflected in annual review of 

salary & consideration for promotion. Inan Medicals Ltd. follows all the function, steps and process of 
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performance appraisal and they follow the strategy fully. They try to develop their employee 

performance evaluation is being done by HR department twice a year. 

 

5.21 Performance Appraisal Form 

Job objective based Performance Appraisal 
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5.22 Promotion 
Promotion opportunities are the life-blood of staffing and retention. Without the proper use of incentives 

and coaching, employees are likely to refrain from maintaining relationships with a business for an 

extended period of time. Competitors take the best talent from other companies by offering individuals 

enhanced pay and benefits. Promotions and bonuses to the personnel help in ensuring that they do not 

feel the need to leave their employers. At Inan Medicals Ltd., promotions signify the management‟s 

commitment to recognize and reward excellent performance. It motivates employees to aspire for 

advancement opportunities within the Company. It also contributes to employee satisfaction and 

retention. Employee promotion is made by examining all factors necessary to determine the best 

qualifications and capabilities to fill the position.  

5.23 Employees are considered for promotion based on the 

following criteria:  
Growth in the role dimension and complexity  

Resource classification  

Individual performance track record  

Market liquidity  

Leadership quality  

Attitude and behavior  

Mobility  

Vintage  

5.24 Rewards that drive employee motivation  

Inan Medicals Ltd. always recognizes the efforts of individuals who aspire to make a difference. Inan 

Medicals Ltd. employees receive a performance bonus annually in acknowledgement of their individual 

contribution, hard work and dedication. Moreover, we also give „spot awards‟ to appreciate those who 

have the spirit to take on new challenges and contribute to areas outside their regular responsibilities. A 

reward is recognition of employee contribution that has exceeded expectations. It may or may not be 

accompanied by monetary value. At Inan Medicals Ltd., employees are especially rewarded by the 

management to motivate and inspire – to walk the extra mile. 
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5.25 HR and Compensation Committee 

 
IML‟s HR and Compensation Committee is a forum for the discussion of various HR-related issues of 

the Company. The main role and function of the Committee is to assist HRD in developing and 

administering a fair and transparent procedure for setting policies on the overall human resources 

strategy of the Company. The Committee‟s responsibility is to ensure that the Company has a wide 

scope for equal opportunity and transparency in terms of:  

 Suitable recruitment  

 Compensation on the basis of merit, qualification and competence  

 adequate training and development facilities  

 Performance appraisal and promotions based on individual performance and contribution IML 

In addition, the Committee looks into any other benefits-related issues regarding the Company‟s 

operating results and comparable market statistics.  

 

5.26 Compensation & Benefits 
IML ensured be Competitive in the Market with handsome compensation & benefits. IML conduct salary 

survey to benchmark the market trend.  
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5.27 Various new policies / benefits  

- Personal Loan, Loan against PF 

 - Life Insurance, Terminal Benefits  

- Beneficiary Fund 

- Mobile Phone & Allowance  

-Foreign tour likes as Singapur, Malaysia, Thiland etc. 
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5.28 Leave Privileges 

5.28.1Annual Leave: 

Total leave is 35 days with Earn leave, Casual leave, Sick leave. 

 

 Earn Leave 

Total earn leave is 14 days. Mandatory day is 7 days. Other is optional. But it is only 

applicable for permanent period (after six month or more of job which is decided for 

head of HRD and MD). Provisional period is not applicable.  

 Causal Leave 

Total earn leave is 7 days. But it is also only applicable for permanent period (after six 

month or more of job which is decided for head of HRD and MD). Provisional period is 

not applicable.  

 Sick Leave 

Total earn leave is 14 days. But it is also only applicable for permanent period (after six 

month or more of job which is decided for head of HRD and MD). Provisional period is 

not applicable.  

 Other Leave 

Other leave includes Extra-ordinary, Paternity leave, Marriage leave etc. But it depends 

on permission of authority. No specific time or day available till now. 
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5.29 Employee Beneficiary Funds  

Inan medicals provide beneficiary Funds. Employee will deposit 10% of their monthly salary. 

Organization also provide similar types of funds. They will provide double after 10 years. But it also 

depends on employee‟s performance, promise and effectiveness. If employee leave from job before the 
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period, he can disqualify for this facility.He may get the deposited funds. Otherwise there are no benefit 

provided at that time. That is the rules of all employee. One thing remain that it will count only from 

permanent period of job.  

5.30 Employee Increment  
Increment provide in each year. it depends on job confirmation and performance. List of increment: 

 

5.31 Insurance Facility 

It is new concept. It will be currently started by few members. It includes life insurance, accidental, 

health or other facility that will be given as per rules. This policy is starting from March 2018. I hope 

that company will take appropriate decision for development. 
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5.32 Fostering a healthy workplace  
One of Inan Medicals Ltd. goals is to move towards a comprehensive approach to creating a healthier 

workplace. This is in the best interests as individuals and the institution as a whole. Employees enjoy 

favorable working hours so that they can ensure a balance between professional and personal interests. 

Inan Medicals Ltd. ensures that the workplace health and safety complies with internal health and safety 

policies and procedures. It also develops, coordinates and implements strategies to prevent workplace 

injuries and illnesses and sets standards for health and safety training. Moreover, special accidental 

issues related to the employee and his/ her family members are reviewed by the HR and Compensation 

Committee to compensate them in any way possible. For example, Mr. Farque Hossain (DSM), had 

been suffering disease for 58 days. He was working in sales and marketing. Organization helped him 

every moment until his recovery. Inan Medicals Ltd. Is currently working free medicals facility by 

creating insurance facility. 

5.33 Work Environment 
At Inan Medicals Limited, we appreciate effective internal communications and free flow of ideas, 

creativity and innovation, fairness, commitment, teamwork and highest standards of professional 

excellence and integrity.  

5.34 Equal Opportunities for All  
At Inan Medicals Limited always committed to maintain a positive environment in workplace, free from 

any discrimination in terms of gender, age, race, religion, creed or any other criteria. We ensure equal 

opportunities for all in terms of recruitment, selection, promotion, training, development and rewards.  

5.35 Positive Working Environment 
We strive to maintain a friendly and respectful environment at all times that motivates employees to give 

their best and contribute to their full potential. We have created an environment of trust and support 

within the organization to enable everyone to work together as a team, while at the same time encourage 

individuals to be innovative and creative within their own roles. Senior Management is accessible at all 

times to provide guidance when required, and encourage ideas that contribute to business performance 

and continuous improvement. 
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We are proud to state that favorable job responsibilities, comfortable working environment and adequate 

maternity benefit policies are gradually increasing the number of female members in our Inan Medicals 

Limited family. 

 

5.36 Health and Safety of our Employees  
Ensuring health and safety of Inan Medicals Limited employees are key priorities at all times. Keeping 

this in mind, Inan Medicals Limited regularly arranges routine health check-up for employees. 

Moreover, the company also provides hospitalization insurance coverage to ensure medical security of 

its staff, as well as group Life Insurance scheme to cover the unforeseen risk of death. Commit to 

maintain a work environment that is free from discrimination or harassment stemming from race 

(including color, nationality, ethnicity or origin), religion or lack of religion/belief, creed, sex, disability, 

age, sexual orientation, or any other characteristics; 

5.37 Work-Life Balance  

 Try to balance work and private life, and help others do the same. 

 Recognition for Hard Work  

 Strong Team Spirit  

5.38 Ethical standards 
Inan Medicals Limited adheres to the highest ethical standards and considers it to be a key business 

priority. The management expects employees to fully embrace statutory compliances. Each employee is 

required to read and sign the Code of Ethics every year as a sign of recurrence to the principles 

enshrined in it. Additionally, Inan Medicals Limited encourages employees to act with integrity and 

spread the message of social responsibility to the community and the world at large. 
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5.39 Organization Development 

5.39.1 Succession Planning 

Inan Medicals Limited management possesses succession plans to provide leadership continuity and 

avoid extended and costly vacancies in key positions, recognizing that changes in management are 

inevitable. Succession plan is designed to identify and prepare candidates for high-level management 

positions that become vacant due to retirement, resignation, death or new business opportunities. It is 

IML‟s policy to assess the leadership needs of the Company in a way that ensures the selection of 

qualified leaders which matches its mission and goals.\ 

 Succession Planning 

 Key Resources Identification & Retention 

Succession planning is intended to support and provide a framework in the following broad areas: 

 Determine pivotal positions and identify and prepare immediate back up to deal with short-

term vacancies in those positions 

 Develop viable internal candidates to fill vacancies 

 Project future changes in the organizational staffing needs and changing competency 

requirements based on institutional goals and workforce trends and predictions 

 Develop promising leaders through comprehensive training, mentoring and performance 

management programs, and facilitate individual career development plans 

 Active development of longer-term successors through ensuring their careers progress, and 

by making sure they get the range of work experiences they need for the future 

 Encouraging a culture of "progression" through developing employees who are seen as a 

„business resource‟ and who share key skills, experiences and values seen as important to 

the future of the business 

Of the above objectives, it is the active development of a strong „talent pool‟ for the future which is 

often viewed as the most important. Increasingly, this is also seen as vital to the attraction and retention 
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of the „best‟ people in Inan Medicals. This plan must be able to satisfy the company‟s objectives in three 

perspectives: 

 The Organization 

 Managers 

 Individual Employees 

Focused Group of Succession Planning in Inan Medicals Ltd. 

  Departmental Heads 

  Managers 

 Executive 

 Other Key Positions 

5.40 Process followed for Succession Planning  

It is obvious that the concerned Departmental/Divisional Heads are the most accurate source of 

information about his/her own successors. Subsequently, 

 Human Resources Department circulated among the concerned employees. 

 The respective employee, after a thorough analysis carefully selected his/her successor and duly 

completed the form for their respective department/ division 

 Forwarded the forms to the Human Resources Department for obtaining appropriate approvals 

and act accordingly. 

 Human Resources Department set the final plan by seating with the individual divisional head. 

 

Employee Name Designation Successor Designation 
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5.41 Automating human resource processes  

With a growing number of employees across different regions, efficient HR management is becoming a 

significant challenge. As such, technology driven solutions are the need of the moment to bring in place 

more robust processes to increase efficiency, maximize productivity and ensure precision and security. 

With this view, IML‟s HR Department has undertaken an automation project to launch the HR 

management software for the Group.  

5.42 HR Operation  

Microsoft Excel Database  

Software HR Module 

On software leave 

Manual Leave Balance 

5.42.1 Microsoft Excel Database  
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5.42.2 Software HR Module 

 

5.42.3 On Software Leave 
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5.42.4 Manual Leave Balance 

5.43 IML HRD at a glance  

5.43.1 Creating Value for Employees 

 

Inan Medicals Ltd. facilitate to align human resources and business goals by ensuring Employee 

Satisfaction, giving more focus on high engagement and managing transformation & change. 
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6.1 Findings & Recommendations 

 Highlighting the benefits of HR module system. Most time maximum employees are unaware of 

how to apply for leave request or how to download pay slip from system. There is minimum 

tendency for request leave application through online system rather employee send email to their 

supervisor for leave approval. Later HR officer print out the email copy or took down note and 

later on adjusted in system. Most time employee failed to view accurate casual/ earned leave 

status in system as the fully depend on HRD manual leave status. So strong recommendation for 

arrange a training session on “Self-service HR module system” and system modification. 

 Upgraded attendance software is highly recommended. Manual tracking of leave application 

questioned the usefulness of existing attendance tracking system. So selecting the right system is 

mandatory. Employee leave request could not able to merge with paperless software system. As 

HR office manual track down the leave request in paper. Later on adjusted the leave request in 

separate excel sheet. 
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 Leave report is not found in software. Software show the date of leave or leave category. It is 

based on excel sheet. So it needs automation. 

 

 

 Credit Report is shown without return. Return is shown as due. It needs to development site. It 

creates difficulty for future credit management. 

 

 Though company have software salary sheet, salary sheet is based on excel based. They are not 

start yet. So it needs to automation. Another thing, salary sheet is only shown Basic and others 

but other site (Medicals, House rent etc.,) is hidden. So it needs to develop. 
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 As the main business is to sale medicals. It needs to more operation in outside of Dhaka. It may 

be ensured to sales person or creates more dealership. It should remote area of  

 Through organization have online sales or Facebook sales site. But it is not working perfectly. It 

need to promote human resources. It will be essential in development of future business. 
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 Employees must wear the ID card must be visible in office premises. It must be strictly 

followed. ID cards are for identity of a person and more over it is a part and parcel of HR 

policies. When we talk about professionalism, everything comes into play start in from the dress 

code, behavior, attitude and also the ID cards. It can be written down in Code and Conduct. 
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6.2. Conclusion  

Inan Medicals Ltd. provided good quality product such 2007. It will work for development. It needs to 

follow more HR policy. Though they have enough system, it should be essential to rearrange their whole 

system. They have to decide foreign training. It may be costly. But I think that it will be a great 

investment for organizational development.  
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