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accomplishment of my Internship (BUS-400). I found this report a worthy one as it enables 

me to combine my knowledge that I have gained from book with my practical experience.  

I would like to express my gratitude towards you for the continuous support I got from you 

throughout the semester and I would also like to mention that I am extremely thankful to 

you for the enthusiasm you created among me about Human Resource Management. 

It will be my pleasure to answer any of your important queries. 

Sincerely, 

 

Dipon Cornelius Rozario 

(ID: 10304004) 

BRAC Business School 

BRAC University 
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EXECUTIVE SUMMARY 

As a part of completion of my ‘Bachelors of Business Administration’ program, I had 

completed my Internship at the Human Resources Department of the ‘Square Toiletries 

Ltd.’. The AGM & the Head of the Human Resources Department of ‘Square Toiletries 

Ltd.’ had supervised me with the help of her subordinates during this period. In this report I 

tried to reflect some of my observations which I had found during this internship period. 

During this time I had the opportunity to learn about its organizational cultures, different 

practices at the Human Resources Department and mainly it’s recruitment and selection 

process. ‘Square Toiletries Ltd.’ is one of the largest manufacturers of toiletries products in 

Bangladesh, and had started its journey in the year 1988 under the supervision of ‘Square 

Pharmaceuticals Ltd.’. It’s vision is to understand each and every customers’ needs, and to 

satisfy those needs by providing good quality products & high level of customer service at 

reasonable price. It offers more than fifty five products under twenty brands and covers a 

wide range of categories like skin care, hair care, oral care, baby care, fabric care, scourers, 

male grooming and OTC. But ‘Square Toiletries Ltd.’ is mainly popular for its winter care 

products. The head office of the ‘Square Toiletries Ltd.’ is situated at Mohakhali, Dhaka and 

it has two production facilities which are located at Pabna and at Rupshi. So the Human 

Resources are mainly allocated in these sites of operations. But there are some other staffs 

who are working for the sales team throughout the country. According to the functions and 

nature of work ‘Square Toiletries Ltd.’ had divided its human resources into twelve separate 

departments like ‘Human Resources Department’, ‘Product Development’, ‘Production 

Planning and Inventory Control’ etc. ‘Square Toiletries Ltd.’ follows a well defined 

hierarchy or structure for management employees to maintain the chain of command, and it 

starts with the General Manager and ends with the Junior Executive. It also follows different 

hierarchy for it’s sales team. The organization has some strengths & opportunities and on 

the other hand it also has weaknesses and threats. But it is capable of moving ahead by 

overcoming most of the limitations. During my internship I got involved with different types 

of jobs, but most of them were linked with the recruitment and the selection process. It’s 

recruitment and selection process includes a total number of fourteen steps starting from the 

‘Hiring requisition from the department’ to ‘Personal database maintain at HRIS and close 

recruitment’. My performance during my internship was evaluated on different criterions 

like the accuracy and efficiency of my work, punctuality, behavior, understanding of the 
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instructions, communication skills, availability, interest in learning, tidiness, formal get-up 

etc. 

Therefore I would like to give some recommendations based on my observations during this 

Internship program.  ‘Square Toiletries Ltd.’ should conduct more researches for knowing 

customers’ perception, interests & preferences about the products, and for developing better 

quality products. It should take some initiatives to increase cooperation among departments, 

and to minimize internal conflict. It should implement more innovative marketing strategies 

to attract customers. It should have to take necessary step to ensure product availability at 

most of the stores. Otherwise it will keep losing revenues which it might get from a group of 

customers. It might think about producing some of it’s raw materials by itself which will 

help it to save some extra cost. As a member of the same group of companies, the HR 

department may take some initiatives to increase cooperative attitude of it’s employees 

towards other sister concerns. It should become more punctual during execution of written 

exam and interview sessions. It should allocate necessary time to the recruitment process. In 

some cases the organization had tried to save some time and tried to complete the job fast. 

But ultimately it failed to select and hire enough number of candidates from them. It should 

evaluate the candidates on the basis of the same standard. If two different group of 

candidates are judged on the basis of two different standard for the same vacancy or for the 

same position, then I think that the process get biased. It should develop compensation 

policies for its Interns. Now they don’t pay anything to it’s interns, but they are able to 

attract more talented interns by paying a good remuneration for their service. By doing this 

it can ensure another pool of competitive and talented candidates for it’s future recruitments. 

‘Square Toiletries Ltd.’ should provide better training facilities to it’s employees. It should 

design it’s training programs more thoughtfully, and should run the program according to 

the predetermined schedule.  It should monitor and evaluate it’s employees’ performances 

more carefully. Some of them are not always committed to their responsibilities, and some 

of them are using company’s resources for their personal purposes. Though it was not 

possible for me to get the best outcome from this internship program due to some 

limitations, but it had helped me to get introduced with the organizational practices 

practically and helped me to learn about different issues. Unlike other organizations ‘Square 

Toiletries Ltd’ is also running it’s business operations besides some of the limitations, but it 

have huge opportunity to perform better in it’s sector. It’s recruitment policies are 
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transparent, and it generally tries to evaluate it’s candidates fairly. But still there are some 

scopes for improvement, and it need to work on it. 
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Internship report 

On 

‘Square Toiletries Ltd.’ & It’s Recruitment & 

Selection Process  

 

1. INTRODUCTION 

Human Resources are one of the most important elements of an organization. It is the main 

factor that brings potential competitive advantages for the organization through proper 

management. Well trained and dedicated employees help an organization to achieve its 

goals with sustainable growth.  

 

1.1 ORIGIN OF THE REPORT 

I had done my internship at the Human Resources Department of ‘Square Toiletries Ltd’ for 

about four months as a part of fulfillment of the requirements of the ‘Bachelor of Business 

Administration’ program. I tried to share some of my leanings in this report. 

 

1.2 OBJECTIVE OF THE REPORT 

The main objective of this report is to focus on some of my observations about ‘Square 

Toiletries Limited’, it’s Human Resources Department, and it’s recruitment and selection 

process which were identified during my internship period. 

 



 

11 | P a g e  

 

1.3 METHODOLOGY 

Both primary and secondary data were used to prepare this report. Primary data was 

collected by interviewing Assistant General Manager and some other executives of the 

Human Resources Department of ‘Square Toiletries Ltd.’ On the other hand secondary 

information was collected through company’s website and other websites like Wikipedia. 

 

1.4 SCOPE 

During doing my internship at the Human Resource Department of ‘Square Toiletries Ltd’ I 

had the opportunity to learn about its organizational cultures, different practices at the 

Human Resource Department and mainly it’s recruitment and selection process. 

 

1.5 LIMITATIONS 

Firstly it was not possible for me to collect confidential information of the company as they 

do not share such information to the interns and as well as other outsiders. And secondly the 

limitations of my experiences and knowledge regarding Human Resources Management 

stopped me to make this report better. 
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2. THE ORGANIZATION 

2.1 ABOUT ‘SQUARE TOILETRIES LTD.’ 

‘Square Toiletries Ltd.’ is the country's one of the largest and leading manufacturer of 

international quality cosmetics and toiletries products with twenty brands and more than 

fifty five products. The main strength behind this rapid success & sustainable growth is its 

highly productive and efficient human resources. ‘Square Toiletries Ltd.’ tries to practice 

fair and transparent HR practices, thus it is considered as one of the attractive local 

organizations to the young talents. 

 

2.2 COMPANY’S BACKGROUND 

‘Square Group’ was established in the year 1958 with its first company named ‘Square 

Pharmaceuticals Ltd.’ Today ‘Square Group’ has established itself as one of the top group of 

companies in Bangladesh. ‘Square Group’ now consists of some diversified sister concerns 

at different sides like Pharmaceutical & Healthcare, FMCG, Textiles, Media, TV/IT, 

Banking & Insurance, Security Solution, and Agriculture & Veterinary.  

‘Square Toiletries Ltd.’ started it’s journey in 1988 with a single product as a separate 

division of ‘Square Pharmaceuticals’. ‘Square Toiletries Ltd.’ became a private limited 

company in the year 1994. At present, ‘Square Toiletries Ltd.’ is one of the leading 

manufacturers of international quality cosmetics and toiletries products of this country. It’s 

products are available in more than twenty-two countries worldwide including UK, 

Australia, Singapore, Malaysia, Saudi Arabia, UAE, USA etc. It has two production 

facilities which are situated at Pabna and Rupshi.  

Besides core business functions ‘Square Toiletries Ltd.’ has been taking active part in 

different CSR or charitable activities like employment generation program for vulnerable 

community, financial aid to disadvantaged and natural disaster affected people, helping acid 

victims, tree plantation, creating mass awareness on health and hygiene issues, supporting in 

education and various local community programs and many more. 
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2.3 VISION 

It’s vision is to understand each and every customers’ needs, and to satisfy those needs by 

providing good quality products & high level of customer service at reasonable price. 

 

2.4 MISSION 

It’s mission includes: 

• To understand each type of customers’ needs 

• To offer it’s products at affordable and reasonable price 

• To maintain the quality of it’s products 

• To provide a friendly working environment to it’s employees and to ensure fair 

Human Resource practices 

• To care about it’s stakeholders including government, environment, society etc. 

 

2.5 PRODUCTS 

‘Square Toiletries Ltd.’ started its journey with a single product as a separate division of 

‘Square Pharmaceuticals Ltd.’, and it was ‘Jui Coconut Hair Oil’. Now it offers more than 

fifty five products under twenty brands and covers a wide range of categories like skin care, 

hair care, oral care, baby care, fabric care, scourers, male grooming and OTC. But ‘Square 

Toiletries Ltd.’ is mainly popular for its winter care products. Its major brands include: 

� Skin Care: ‘Square Toiletries Ltd.’ offers different skin care products like petroleum 

jelly, chap stick, lip gel, olive oil, glycerin, body lotion, talcum powder etc. under the 

brands ‘Meril’, ‘Meril Splash’ and ‘Revive’. 

� Hair Care: It offers hair care products like coconut oil, hair care oil and shampoo under 

the brands ‘Jui’, ‘Select Plus’ and ‘Revive’. 

� Oral Care: It offers toothpaste and toothpowder through the brands ‘White Plus’ and 

‘Magic’. 
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� Baby Care: ‘Meril Baby’ is a group of toiletries products which are formulated 

specially for babies. It offers lotion, shampoo, talcum powder, gel toothpaste, gel combo 

pack (toothbrush & toothpaste) and olive oil. 

 

 

Figure: Some of it’s products 

 

� Fabric Care: It markets laundry soap, washing powder, fabric whitener under the 

brands ‘Chaka’ and ‘Chamak’. 

� Scourers: ‘Square Toiletries Ltd.’ offers dish washing soaps, and toilet cleaners through 

the brands ‘Saaf’ and ‘Shakti’. 

� Male Grooming: It markets beard softeners (shaving cream & shaving foam), 

aftershave lotions, deodorant talcum powder and body spray under the brand ‘Kool’. 

� Others: ‘Square Toiletries Ltd.’ also manufactures air fresheners, sanitary napkins, 

mosquito repellent aerosol, sugar substitute sweeteners, perfumes etc. under the brands 

‘Spring’, ‘Senora’, ‘Xpel’, ‘Zerocal’, ‘Madina’ etc. 
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2.7 SWOT Analysis: 

This SWOT Analysis is prepared on the basis of my observations during my internship 

program. It is given below: 

STRENGTHS: 

o Fair Human Resources practices 

o Customers’ perception about the quality of it’s products 

o Skilled employees 

o Support from other sister concerns of the group 

 

WEAKNESSES: 

o Financial limitations compared to other multinational companies 

o Insufficient sales & distribution network and policies 

o Fewer initiatives for research and development 

o Lack of cooperation among some of it’s departments 

o Some employees of other sister concerns consider ‘Square Toiletries Ltd.’ as their 

competitor, and is not interested to provide any help 

o Insufficient Training programs for developing it’s employees 

 

OPPORTUNITIES: 

o The increasing number of potential customers 

o Huge opportunity to export in different countries 

o Cheaper labor force 

THREATS: 

o The increasing number of competitors 

o The change in the preferences and needs of the customers 

o Availability of better quality foreign products 

o High cost of raw materials & equipments 
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3. MY JOB 

I had served the Human Resources Department of ‘Square Toiletries Ltd.’ as an intern to 

fulfill the requirement of completing my BBA program, and to relate my theoretical 

knowledge with the regular organizational practices. I had worked there for nearly four 

months from 02 September, 2014 to 21 December, 2014. 

 

3.1 DESCRIPTION 

As an intern I had to work there as a trainee and I had to assist the Human Resources 

Department to execute different operations according to the guidelines of different 

supervisors. AGM & the Head of the HR department was my internship supervisor, but I 

had to work generally with other supervisors within the Human Resources Department. I 

was also supposed to observe and get introduced with the overall organizational cultures of 

‘Square Toiletries Ltd.’. 

 

3.2 RESPONSIBILITIES 

During the internship period I had involved with different types of tasks. My primary 

responsibilities were: 

� CV SORTING 

During my internship my immediate supervisor, Mr. Shahnur Rajib Muhammad had 

introduced me with CV (Resume) Sorting techniques, and I had done some of it 

according to his guidelines. 
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� INVITING POTENTIAL CANDIDATES 

I had learnt to attract potential candidates and to invite them to compete for any 

vacant positions through written tests. In such cases my supervisor used to shortlist 

some candidates from the CV Bank, and then assigned me to make a phone call. At 

the end I was supposed to give the feedbacks. 

 

� INFORMING NECESSARY UPDATES TO THE CANDIDATES 

One of my main responsibilities was to inform necessary updates to the candidates 

and to follow up regularly. I had to inform them about the details about either written 

test or interview or about the training program. 

 

� MONITORING WRITTEN TESTS AND INTERVIEW SESSIONS   

My other main responsibility was to execute written test and to supervise interview 

sessions. I did not have access to the interview board generally, but as a part of 

learning I was allowed at one interview session for the position of Sales 

Representatives. 

 

� CHECKING WRITTEN-TEST SCRIPTS   

I was responsible for checking the written test scripts of the candidates for Sales 

Representatives and as well as of the trainee Sales Representatives. 

 

� PREPARING SUMMARIES FOR THE INTERVIEW-BOARD 

I had to prepare summaries of the candidates’ from their resumes and ‘Employee 

application forms’, and had to submit those to the interview board prior to the 

interview sessions. 
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� MANAGING NECESSARY DOCUMENTATION 

I had to manage necessary documentation including the attendance sheets of the 

candidates, the evaluation forms of the interviewers after the interview, the result 

sheets, all the resumes along with other documents, other feedbacks etc. And I had to 

give summaries of those documents on demand. 

 

� UPDATING THE DATABASE PARTIALLY OF ITS EMPLOYEES 

At the last phase of my internship period I had updated the database of the 

employees of the entire Sales Department in an organized way so that they can easily 

entry those to their Human Resource Information System (HRIS). ‘Square Toiletries 

Ltd.’ uses Human Capital Management System (HCMS) software to maintain its 

employees’ database, but there were not enough information about their sales team. 

 

� CORPORATE COMMUNICATION 

As a part of learning my supervisor had shown me some corporate emails which will 

help me in the future. 

 

� OTHER RESPONSIBILITIES 

I had to do some minor tasks regularly like entry data to the MS Excel Worksheets, 

preparing proposals, making photocopies, scanning necessary documents, receiving 

telephone calls, preparing files, calculating the scores of employees’ evaluation etc. 

 

3.3 DIFFERENT ASPECTS OF JOB PERFORMANCE 

My performance during my internship was evaluated on different criterions like the 

accuracy and efficiency of my work, punctuality, behavior, understanding of the 

instructions, communication skills, availability, interest in learning, tidiness, formal get-up 

etc. 
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4. THE PROJECT 

4.1 BACKGROUND 

In the time of doing my internship at ‘Square Toiletries Ltd.’ I got some opportunities to get 

introduced with the recruitment and the selection process that it follows. A lot of my 

responsibilities were directly linked with this process. 

 

4.2 OBJECTIVE 

The main objective of this project is to focus on some of my observations about the 

recruitment and selection process of ‘Square Toiletries Ltd.’ which were identified during 

my internship period. 

 

4.3 METHODOLOGY 

Both primary and secondary data were used to prepare this project. Primary data was 

collected by interviewing Assistant General Manager and some other executives of the 

Human Resources Department of ‘Square Toiletries Ltd.’ On the other hand secondary 

information was collected through company’s website and other websites like Wikipedia. 

 

4.4 SCOPE 

During doing my internship at the Human Resource Department of ‘Square Toiletries Ltd’ I 

mainly got the opportunity to involve myself with and to get introduced with the 

“Recruitment and Selection process”. 
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4.5 LIMITATIONS 

Firstly it was not possible for me to collect confidential information of the company as they 

do not share such information to the interns and as well as other outsiders. And secondly the 

limitations of my experiences and knowledge regarding Human Resources Management 

stopped me to make this report better. 

 

4.6 RECRUITMENT AND SELECTION PROCESS 

I had to involve myself with the recruitment and selection process of ‘Square Toiletries Ltd.’ 

during my internship at it’s Human Resource Department. So I am sharing my observations 

regarding these processes in this report. The recruitment and selection process includes a 

total number of fourteen steps, and they are: 
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4) SHORTLISTING POTENTIAL CVS 

After the collection of applications with resumes the HR department sorts out, and 

shortlists potential applicants on the basis of some standard criterion. This short-

listing may be done in two to three steps. These sorted applicants are then called for 

giving the written test. 

 

5) WRTTEN TEST 

From the written test result a convenient number of applicants are allowed to face 

the interview session. This number may vary on different variables like the number 

of vacant positions, the quality of the applicants, the interviewers’ interests etc. 

 

6) FINAL INTERVIEW 

At this stage face to face interview sessions are held to select the right person from 

the shortlisted candidates. This interview session may include some more stages of 

interview if the interviewer fails to select the right candidate within the first 

interview session. Generally ‘Square Toiletries Ltd.’ conducts ‘Panel Interview’ 

session, but at the last stage they might conduct 'Person To Person Interview’. In this 

case the candidates might have a meeting with either the Head of the respective 

Department (i.e. Marketing Department) or the Head of HR or some other senior 

personnel of the organization. 

 

7) SELECTION 

At the end of all the sessions the interviewers selects the person for appointing to 

that particular position. But if they fail to find the right person, then they need to run 

the whole recruitment process again. 
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8) MEDICAL TEST 

Then the HR department informs the selected candidate to go through some basic 

medical tests to check the physical capability of that person. This is done to ensure 

that the person is able to give his best output for the organization, and to ensure the 

health related security for it’s other employees. 

 

9) PREPARE PROPOSAL 

At this stage the HR department prepares the proposal-letter for that position 

including the duration of the probation period, the salary and other facilities, to 

whom he need to report, job location, joining date etc. 

 

10) APPROVAL OF PROPOSAL FROM GM-HR AND MD 

The Human Resources Department then takes the approval of that proposal from the 

General Manager, HRD and from the Managing Director. 

 

11) HANDOVER OFFER LETTER & APPOINTMENT LETTER 

After the approval of the proposal, the Human Resources Department handovers the 

offer letter and appointment letter to the candidates. 

 

12) JOINING 

Then the candidate joins to the organization at a previously declared date.  

 

13) ORIENTATION AND PLACEMENT 

When the new employee joins to the organization, then the Human Resources 

Department arranges orientation session with the help of the respective department. 

It also provides training facilities to it’s newly joined employees if necessary. And 

finally it assigns and places that person to his designated duties. 
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14) PERSONAL DATABASE MAINTAIN AT HRIS AND CLOSE RECRUITMENT 

At the end of the recruitment and selection process, the HR Department starts 

maintaining personal database for that employee manually and as well as with the 

help of HRIS software, and closes the recruitment process. 
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5. RECOMMENDATIONS 

Therefore I would like to give some recommendations based on my observations. They are: 

� ‘Square Toiletries Ltd.’ should conduct more researches for knowing customers’ 

perception, interest and preferences about the products, and for developing better 

quality products. 

� It should take some initiatives to increase cooperation among departments, and to 

minimize internal conflict. 

� It should implement more innovative marketing strategies to attract customers. 

� It should have to take necessary step to ensure product availability at most of the 

stores. Otherwise it will keep losing revenues which it might get from a group of 

customers. 

� It might consider about producing some of it’s raw materials by itself which will 

help it to save some extra cost. 

� As a member of the same group of companies, the HR department may take some 

initiatives to increase cooperative attitude towards other sister concerns of it’s 

employees. 

� It should become more punctual during execution of written exams and interview 

sessions. 

� It should allocate necessary time to the recruitment process. In some cases the 

organization had tried to save some time and tried to complete the job fast. But 

ultimately it failed to select and hire enough number of candidates from them. 

� It should evaluate the candidates on the basis of the same standard. If two different 

group of candidates are judged on the basis of two different standard for the same 

vacancy or for the same position, then I think that the process get biased. 

� It should develop compensation policies for its Interns. Now they don’t pay anything 

to it’s interns, but they are able to attract more talented interns by paying a good 

remuneration for their service. By doing this it can ensure another pool of 

competitive and talented candidates for it’s future recruitments. 

� ‘Square Toiletries Ltd.’ should provide better training facilities to it’s employees. It 

should design it’s training programs more thoughtfully, and should run the programs 

according to the predetermined schedule.  
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� It should monitor and evaluate it’s employees’ performances more carefully. Some 

of them are not committed to their responsibilities, and some of them are using 

company’s resources for their personal purposes. 
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6. CONCLUSION 

Though it was not possible for me to get the best outcome from this internship program due 

to some limitations, but it had helped me to get introduced with the organizational practices 

practically and helped me to learn about different issues. Unlike other organizations ‘Square 

Toiletries Ltd’ is also running it’s business operations besides some of the limitations, but it 

have huge opportunity to perform better in it’s sector. It’s recruitment policies are 

transparent, and it generally tries to evaluate it’s candidates fairly. But still there are some 

scopes for improvement, and it need to work on it. 
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8. APPENDIX 

 

 

Figure: Square Quality policy 

 

 

Figure: Example of CSR Activities 
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Figure: An advertisement of it’s products 

 

 


