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Executive Summary

Save the children is one of tlieremostwelfare organizations for children around the world.
Eglantyne Jebb founded on 1919 in England. At present, it operates its activities in 120 countries
around the world. In Bangladesh it has started its activiti@972.

The mission of this organization is to provide maximum benefits to the underprivileged children

of the world. In order to do so, Save the Children operates various programs around the world,
most of these progr ams &aouetried) ahere dilliansof ¢hiden wo
struggle to survive and thrive. Their focused programs are health, population and Nutrition

(HPN), Education Field Operations and Disaster Management.

Now a days, their activities are not limited in organizing pnogralhey involve themselves in
writing articles and publishing them tmass media (e.gnewspapels These articles and
documents are planned te stored in an archive. The documents stored in the archive are
prepared tde uploaced and mael available in the internet. For this purpose, Save the Children
designed a website named Resource Center. This website is created to make available all th
documents whenever they are needed.
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Introduction




1.1 Introduction:

NGOs work br the welfare of people, earimd environment. NGOs mission is to improve the
poor conditon of people,encourageawareness among people to save the environment and
children. OneNGOt akes i nitiative for oacwitiepisto pravidee s u
microfinance to poor peopl&ave the Gildren works for the child health education and critical

link provides emergency medical service. These NGOs publish many articles in newspaper based
on their research survey or observation. They store these docuimehtsr database. Like
others Savehe hildren has also taken initiative to create an archive in the internet. This archive
is designed to store all hard and siftcumentsin a website called resource center. For the
reasonthis report is made to present the process of preparing documveslbsite. This report is

al so depicted the whole work process in ste

report ADocument Preparation in Resource Ce

1.2 Origin of the Report:

Internship Program of BRAC University is a pgsaduatiorrequirement for the MBA students.

The main purpose of the internship program is to get the student exposed to the job world. Being
an intern the main challenge was to translate the theoretical concepts into real life experience.
An internship is like a ginpse of the real job.

The Real Purposes of the Internship Program are:

Practical knowledge about the job responsibility.

To experience the real corporate world.

To compare the real situation with the lessons learned in the Academy
To fulfill the requiremat of MBA Program.

cccoc

This report is the result of three months long internship program conducted in Save the Children
in Bangladesh and is prepared as a requirement for the completion of the MBA program of
BRAC Business School.
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1.3 Objective of the Repd:

Based on two objectives | have prepared this report:

U Primary Objective:

The main objective of this report is to provide necessary information about the procedures of
preparing document in Resource Center by the Save the Children through the ERerydheab
Department and recommendation.

U Secondary objective:

To have a clear view about what is actually happemirige NGO.

How theNGO completehe project with in time limit.

To collect information and insight about the procedure of preparing document in
anofficial website

V To find out problems fackwhile conducting the procedure.

< <<

1.4 Scope of the Study:

The report is prepared on the basis of work which means it is thecesadrio of the selected
organization. So the scope of this report is limited. The first scope of this report is to have
practical knowledge about document are prepared for storing in an archive. The scope of this
report is to cover different aspects ofamagement such as planning, orgemyz stuffing,
correcting. Thiknowledge has helped to prepare the whole report.

1.5 Methodology:

The study is conducted in a systematic procedure starting from selection of the topic to final
report preparation. Thentegral part was to identify and collect data; they were classified,
analyzed, interpreted and presented in a systematic manner to find the vital points. The overall
process of the methodology followed in the study is explained further.
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x Sources of Data:
Data are collected from both primary and secondary sources.

U Primary Source:

V Observation of the organization
V Discussion with the officials and concerned expert

U Secondary Source:

V Internet
V Atrticles

x Collection of Data:

Primary data | collected frombservation method, face to face communication with the officials.
Secondary data was collected from the Save the Children websites, Resource Center website an
other related websites and documents.

1.6 Limitation:

Depending on the practical experience tteport hasbeen prepared. But there were some
information associated with the report was confidential enough to disclose to the external world.
Another problem was time constraint and lack of reference. In case of research, the report wag
preparedvith thehelp of Resource Center website and the official website only. The duration of
my work was only three months. But this period of time is not enough for a complete and clear
study. It is because of the limitation of information some assumptions were mtere may

be some personal mistakes in the report. Although there were many limitations | tried to give my
best effort to furnish the report.
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2.1 Job Responsibilities as Intern:

As an intern, Iwas required taccomplete 3 month internship at any orgation. | did my
internship at Save theh@dren. | started my internship on Octob&®ctober 2016 and finished
on 28" December 2016. The office washouse no: CWN (A) 35, Road No: 43, Gulshanlt
was fulltime internship. | worked with Everyone Pop Mob Departmeiiad some specific
responsibilities.

U Data compilation and segregation
Data shortlisting

Data input andipload

Data tracking

Data compilation and wording
Document description and finalization

[ - e et et e

2.2 Description:

Data Compilation and Segregation:

Data compilation is done from many documents which are hard copy and softirgogting
information into a database, and analyzing the results for further suggestions, improvements ang
recommendation. Data segregation is certain data that has been restricted to certain users fa
view. Data can be filtered so that only the resources thavaitble to the individual will be
seen

Data Shortlisting :

Documents written on different issues are read for slatatlisting Data shortlisting is to read
first then find out the summary of documents. This helps to understand on which topic the
documat is written.

Data Input and Upload:

There is a website for keeping data about documents. @iffigdoyeescollect data from them
and fill in a form which contains document title, description, theanel, sourceTheemployees
must fill in the form and ujpad the form on the website.

Data Tracking:

When the data input and upload are done, editing and approving the data are started. This task i
called datatracking. Any sort of correctiois made on the websitey using the &ditd and
Gpprovedoptiors.

6| Page
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3.1 Organization Overview:

Save the Children Fund commonly known as Save the Children, is an international non
governmental organization that promotes children's rights, provides relief and helps support
children in developing countries. Was established in the United Kingdom in 1919 in order to
improve the lives of children through better education, health care, and economic opportunities,
as well as providing emergency aid in natural disasters, war, and other conflicts.

In addition to tle UK organization, there are 29 other national Save the Children organizations
who are members of Save the Children International, a global network of nonprofit organizations
supporting local partners in over 120 countries around the world.

Save the Chilcen promotes policy changes in order to gain more rights for young people
especially by enforcing the UN Declaration of the Rights of the Child. Alliance members
coordinate emergenaglief efforts, helping to protect children from the effects of war and
violence. Save the Children has general consultative status with the United Nations Economic
and Social Council.

3.2 History:

Save the Children Alliance was founded in Geneva in 1977 by a number of Save the Children
organizationsto ceordinate their wdk.

In 1997 a more formal structure was set up and the organization was renamed the International
Save the Children Alliance. Soon afterwards, a permanent secretariat was set up in London. This
was later moved to Geneva, but currently is based once mbomdon. Since 2010 it has been
known as Save the Children International.

Save the Children International continues the worldwide aims of the original Save the Children
organization, which was founded in 1919 in London and became part of the InternGauaal
the Children Union founded in Geneva in 1920.
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Save the Children was founded in 1919 after the First World War. It was founded in the United
Kingdom by Eglantyne Jebb, a British social reformer, in order to improve the lives of children

through betteeducation, economic help, emergency aid, and health care in the United Kingdom.
Il n 1924, the League of Nations adopted Jebb

3.3 Structure of the Organization:

Save the Children is an international umbrella organizatiath 30 national organizations
serving over 120 countries. All members of the alliance are bound by the Interh8aorahe
Children Alliance ly laws which includeThe Child Protection Protocol and Code of Conduct.
These set a standard for common values, principles, and beliefs.

The Save the Children website states that the member organizations work towards achieving fout
key initiatives:

a) Secure quality educatn for 8 million children affected by armed conflict.
b) Expand and improve thgiresence in countries of strategic importance.

C) Create a stronger voice rfehildren where more than oneember hagprogramsby
integrating country operations.

d) Become tle emergency response agency for children worldwide by improving disaster
preparedness and response capacity s tihey can best deliver immediate and lasting
improvements to children

3.4 Save the Children in Bangladesh:

While Bangladesh has made siggant progress in addressing national health and education

challenges over the past three decades of its independence, the country remains one of the

worldds poorest. Over a third of the population is under the age of 18 and almost seven million
childrenbetween five and 14 have to work to help their families survive. These limitations are
compounded when populations are forced to seek their livelihoods in remote and-gisaster
areas where they are at high risk each year.

In Bangladesh, all activities of Save th&ildren consistof different sectorschild protection,
child poverty, Health, Nutrition and HIV/AIDS, Education, Policy Rights, Humanitarian sector.
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3.5 Activities in Bangladesh:

Save the Children has been workin Bangladesh sincE970, inproving the lives of millions of
children through programming focused on better nutrition, maternal, newborn, and child health,
education, and child protection.

Humanitarian:

In the organizatio@® nearly five decades in Bangladesh, Save S&fd
Children has responded to humanitarian crises and natural disgg®

such as Cyclone Mahasen, which hit the southern coas$
Bangladeshin May 2013, causing severe flooding and damamesg®

thousands of communities. Firel: Clinical

support in Cyclone
Mahasen

Child Protection:

Currently, Save the Children is a lead partner on the Bangla
MaMoni Health Systems Strengthening Project, afgrar USAID
funded program under the Maternal and Child Health Integr:
Program (MCHIP), which is working hand in hand with the Minis
of Health and Family Welfare to reduce maternal, newborn and ¢

mortdity in Bangladesh. Figure2: Drama |
Program on Child
Marriage
Education:

Save the @ildren has an ambition for 2030 that is in lirf
with the sustainable development goal for 2030 which st&
that all children learfrom a quality basic education.

)

Figure3:
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Health, Nutrition and HIV/ AIDS:

Save the Children has conducted many research and survey on this sector such as Enhange
Management of Pneum@ in Community (EMPIC), ClinicAppeal, HIV/ AIDS Program,
MaMoni health Systems strengthening, SIDA global moments and so on.
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4.1 The Preparation Process of Document in Resource Center:

The report is prepared on thmasisof work which meanghe work | was involved for three
month internship progransavethe Children working as UINICEF delegate all over theorld,

has taken an initiative to compile all the soft and hard documents related to child health,
education. Basically there amany government and negovernment agencies whaublish
different reports. In different timehese reports are useful andrwasvitald at a sour ce .
why Save the @ildren has taken a decision to compile all the soft and hard documents into a
website so that dongreffice employes, volunteers can write new reports with the phelf
previous report. Save theh{@ren gives the mject under Everyone Popd¥ Departmentn

Health Nutrition and HIV/ AIDS sector. The project requires a master planning such as how to
design website, what would be the name of the website, what should be in websitgould

be the team membdrow the work will be done within time lim&ndso on.

The project work has started from October 2016 and ended on January 20t.@f Megroject
work is done bythe team members but some of its work is done by some voluniders
volunteers are reaited forthe project work because some of its work such as translating the
report in English writing the information on the websjtaiploading creating thumbnaijl

correcting spelling and -« %)/ & v e 5 L.
grammar mistakes CannC Resource Centre e
be finished by them —

seleced some interns from i

BRAC University. | was =TI KR
one of them who was %é U S R
_ — 5 ; [ )
selected for the projec b — \
work. Intern group was = :
given twoweeks or 15 days =30
to upload 1500reports. A G- &3 You Db s amst

good teamwork was
required to finish the tas

Upgrade

properly.In these weeks we Figure 4: The Opening of Resource Centre
uploaded 1500reports on
website.
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4.2 Steps of DocumenPreparation:

To compilethe entiredocument, Everyone Pop d¥ decided to store atlocuments into ra
archive. This archive will be available on website. It planned to complete its work in different
steps. These steps are described below

Step 1: Design a website:

At first the team gave a name to its archive which is resource centenwdlbsite address is
hnhivresources.scibd.info With this address resource center websitegpublished on the
internet.Only thosewho have usernamand passwora@an accesshe website. This username
and password is given employeedy the ICT Departmentf Save the Gildren.

Step 2: Selecting components of the Website:

When the Resource Center website page is opened with the help of Username and Passwordl,
some options such as Home, Document, Parameter and Login/ Logshbane to the usesn
the first page.

In Home Page, there are document.. .= R R
source, geographic focus, document type

’ Resource Centre
Nutrition and MIVIAIDS Sector Save the Children

theme, sub theme, specific focus
document title, document autho
publication year.

In Document pagethere are Dcument s
upload Document update andobument .
approve options. In this pagethe -_I o)

volunteers worked for the project. They m.
basically uploaded the document and g _
after uploading, they had to update the

documents if there were any change
made in writing the document.

Figure5: Components for the Website

In Parameter page, there are document source, geographicdocusentype,theme and sub
theme specific focus, register user, update usesign role access options. But no one can
accesghrough the options without ¢hpermit ion of authority. This means the optieiti not
show any document without tlaeithority.
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Step 3: Document summary writing:

Interns are given a form to fill up with information. This form contains title, document
description, publication year,odumenttype, gearaphic focus, theme/ stthemes, document
author, publication yeaihis informationis gathered through reading documents.

For example, the@lc ument 6 s headline is Basel puhsinSur
Bangladesh2005. Internst first read the whole document especially its executive summary and
find out the summary of the report that describes the theme of it. For this report the document
description will be the prevention HIV/ AIDS among youth in Bangladesh. From this
descrigiion, we can understand that this report has provided some suggestion for the prevention
HIV/AIDS among youth in Bangladesh and this information has been gotten by conducting a
survey on Bangladeshi youth people.

How to get information:

The information peded to fillin the formis gathered from documents. From above example, we
can understand how the informatimfound from a document suéghs t he document
is Baseline 8rvey on HIV/ AIDS Affected Youths in Bangladesh. From reading the heading

is easily understandable what the document title, document type, document source would be etc|

but in some cases it is neasy tofind out the information because the informatismot given
clearly. In that caset is necessary to read the whole document and try to find out them.

Among the information needed to fill up the form, the document type and description part are
very important. In some cases, it is quite difficult to sort out the type of the documembwand

the document is described in two sentences. Then recommendation part gives some hints to fing
the description.

15| Page
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Step 4.Document Upload

After filling in the form, interns type the informatio| oewume: susrisio=
written in the form. To type the information i 255 5oy i v i a®® "
Resource Center website, interns astficlick the

document optionThere are options such as docume

upload, document update and document apprc

Interns again clic the document upload option. Th &

document upload option shows a page that conti ., . ..o

the same information as the form. There are sc

website such as Document title should be written
Bold, refeence numbe should be given for harc,
document. This reference number is used
searching document fileOnly hard documents are i) e
required reference number because upload docur ™*
and thumbnails are remained empihis means hard = =
documentsdo nothave soft copy. Swhen theyare o
uploaded in the Resource Centre, the Uplc

1=

Document and Thumbnail options remain vacant ¢ Figure6 Document Upload
reference number are typed in red color with 1
description. Reference number is provided forhhed documents so that they could be found

very asily.

In Document pload, there are options for uploading soft documents and creating thumbnails as
well. When all the information is given properly, upload option which is showed at the bottom of
the page is clicked to up the document in archive. Inwayg hard and soft documents are
uploaded on website.

Creating Thumbnails:

At first, a screenshot is taken with the Prt&tton in the keyboard. This screenshot is copied
and pasted to the Windows Paint option. In there, the cover page is cropped and saved on th
desktopThis thumbnails is uploaded by clicking choose file.
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Step 5. Document Checking:

When all the documents are stored in the archive, the next step for checking started. During the
uploading document, many mistakes are made such as spelling and grammar mistakes, giving
wrong font size, drgetting coloring the reference number or typing mistakes, uploading wrong
documents or not attaching thumbnails and so on. These are checked before updating any
documents.

At the bottom of the Home page, thésesearch option, when the option is clickatuploaded
documents willshow upon the screen. Interns at first click the headline of document. It will
show the information related to the document. From there, interns can check all the mistakes
which are made during uploading documents.

Step 6:Document Update:

While uploading documents, many mistakes are made in typing the information. After uploading
documentsmistakes are sort out and needed some correction. For the correction interns updates
the document. This correction is made in Documdpdate option. This option comes out by
clicking the Document bar. In there, uploaded documents are showed and corrections are made.
A screenshot of document update is taken to show a sample

File Edit ¥iew History EookmarkeWIoole™ Help T [ e e
qu‘ Horme Page x )\ +

€ | # | @ | hnhivresources.scibd.info/documentupdate.aspx Ed 110% c Search T EaE 9 & > E|-

m Document Parameter Logout

Search

)
Search with Keyword: s
Baseline Nati f
ational
Survey on AIDS/STD )
HIV/AIDS Save r
Document Source: - Programme, Survey 20.6
Ed 1 Affected o the Bangladesh += | 2005 t The
K Ministry of B report MB .
---Select Source--- e Youths in Health Family Children
Geographic Focus: Bangladesh- | @ e | the
[‘ 2005
Document Type: Mejbah 1
~ uddin
---Select Type--- E‘ Rapid . Bhuiyan, Change
Assessment o Save
Theme: = ) Elizabeth Technical 1.0
g 2 A Short Film : the Bangladesh +3 2009
- _ | Oliveras, _ report MB
---Select Theme--- on HIV/AIDS in Children
Dipak Kumar
Sub-Theme: Bangladesh ~Tn S
itra, Fariha
E‘ Hassen
Specific Focus: Fariha
E‘ Impact of an Haseen,
Document Title: HIV/AIDS MNASP ; Dipak Save
- Prevention Mitra, SC Technical 477.0
g 3 . the Bangladesh +3 2009
Entertainment USA ; Child report KB
hildren
Document Author: Education Elizabeth

— /: E " ) 1 7'7 L I ™

Figure 7: Document Update
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Step7: DocumentApprove

The last option of theDocumentbar is theDocumentApprove. In this option,
uploaded douments are checked by the author@nly the authotly of the

document has the power to check these documéntfie authority does not
satisfy, the wrong document will show in the updated document option

File Edit View History Boukmarlcs_Io&ﬂelp P—
h/f Archiving as part of Knowlec ;‘\+
4 ) (© hnhivresources.scibd.info/error.aspxfe= unauthorize 11088 (<] Search L+ A= _ ) ® - =
Resource Centre @ )
Health, Nutrition and HIV/AIDS Sector Save the Children

2 Officer2

e [
Search

You are not authorized to view this page.

Copyright ©@2016_ All Rights Reserved
Site designed & developed by: MSS

= =
G:24 PM
5/8/2017

EN . mg L dx

Figure 8: Document Approve
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5.1 Findings:

This website is designed to store all soft and hard documentsiatchave. The website is
customized as per its requirement. The tea@mbers haveollected the documents, prepare
them andnputthem in the website. Sometime, team members faced some problems working
with this website. These problems are given below:

U Finding correct document description:

It is difficult to describe a report without executive summary. Executive summary contains
the summary of the whole report in short when executive summary is not found in the report
it is difficult to describe the report within two sentences.

U Disagreement in writing description:

When executive summary is not found in the report, one descriptiuot understandable to
others. In this case, misunderstanding occurs among the team members.

U Unclear document type:

Document type contains books, chapters, global paiegl,nationapolicy. The team
members at first focused on document types. That time it was difficult to specify the type of
document.

0 Only employeesan visit the website:

The website can be visited by thmployee®f Save the Children. Common are not allowed
to vigt the website. Those are permitted who have username and password. The Resource
Centreis opened to work with them.

U Not understandable the approved document:

It is not possible to know which document is approved which means when a document is
updated wit correction, few minutes later the updated document appear in the update option.
Thusit was difficult to update document sequentially. For this reason, same documents are
checked again and again.
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5.2 Recommendation:

U Supervisors can help the intemtoswrite meaningful and appropriate document
description.

U  When team members do not agree with each other in wdtogment description, they
may sit together to write document description appropriately.

U The team members would give a meaningful definiibout the different types of
documents. This can be written in the Reso@ertre Such as manuals of child
nutrition goes under tools category or any documents published by Directorate General of
Health Services, Ministry of Health and Family Welfarsupposed to be a national
policy document.

U This archive is created for the staffs of Save the Children only. This cannot be visited by
commons. But there are mamgerestingdocunents which may help to create awareness
among people. To do so the authpadt Save the Children may redesign the Resource
Centre for the common people.

U Those documents must be removed from document update option so that checkers can
get not checked documents and maintain sequence.

21| Page




Chapter6

Congclusiomand
Reference




