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Executive Summary

Due to technological developments and shifts in the labor market, the recruiting and
selection process has experienced radical changes in recent years. The Bangladeshi
private sector industry relies heavily on a reliable recruiting and selection procedure.
The procedure contributes to the identification and hiring of the most qualified
individuals for the jobs that are open, so guaranteeing that the bank has the required
human capital to achieve its goals and objectives. The selection process helps to find
personnel who possess the necessary abilities, expertise, and attitudes to successfully
do their duties, and who are also capable of contributing to the private sector's long-

term success.

There are close to three thousand people employed at AKIJ Food and Beverage
Limited (AFBL), one of the private companies in food and beverage industry of
Bangladesh. Human capital at AKIJ Food and Beverage Limited includes the
company's employees and other people, as well as their health, experience, creativity,
and motivation to work hard. AKIJ Food and Beverage Limited's "Human Resources"
are its greatest strength. AFBL's personnel, which it calls "Human Capital," is the
company's most valuable asset. The primary goal of this paper is to analyses AKIJ

Food and Beverage Limited's hiring practices.

When | was gathering the essential data and material for the research, | drew from a
wide range of primary and secondary sources. This allowed me to successfully
complete the research assignment. AFBL's present recruiting and selection process
will be analyzed based on the phases of the recruitment and selection process, which
were useful to both the HR department and the workforce in the banking business of
Bangladesh. According to the findings of the analysis, some recommendations have
been made available to the Human Resources department of AFBL. These
recommendations are meant to assist in the comprehension of the existing challenges
that the HR department of AFBL is up against in the advancement of their organization

within the area of recruitment and selection process for finding potential candidates.
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INTRODUCTION




1.1  Introduction of the Report

HRM is responsible for attracting, recruiting, and selecting qualified individuals to work
in the food and beverage industry. They ensure that the right talent is hired, with the
necessary skills and experience to meet the unique demands of the industry. This is
particularly important in roles such as chefs, cooks, bartenders, and wait staff, where

expertise and customer service skills are essential.

Human Resources (HR) also has a tough time finding the right people to hire because
the food and beverage industry is so cutthroat and because private sector businesses
are subject to stringent regulations and guidelines set forth by the Industrial Labor Law
Act of 2006. These include anti-discrimination laws and data protection regulations.
As a result, Human Resources has to take a methodical approach to the recruiting and
selection process, taking into account the difficulties involved and devising solutions
to those difficulties while also ensuring that the process is both successful and
efficient. The internship report of the AKIJ FOOD & BEVERAGE LIMITED's recruiting
and selection procedure is the primary objective of this report, which is currently being
written. The topic was the subject of a substantial portion of the main research that
was conducted in preparation for the report, and it continues to be the primary focus
of that study. This internship report was produced in order to fulfil a requirement for
the Bachelor of Business Administration degree for the completion of a course in the
Internship programme under the supervision of Dr. Sarker Rafij Ahmed Ratan,
Associate Professor, School of Business Economics, and United International

University.

1.2  Objectives of the Report
1.2.1 Broad Objective

e The main broad objective of this report is to conduct research and study on the
procedures used for hiring new employees at AKIJ Food and Beverage Limited.

1.2.2 Specific Objectives
e To conduct a comprehensive analysis of AKIJ Food and Beverage Limited's
recruitment and selection process.
e To identify the challenges and issues associated with the recruitment and

selection process of AKIJ Food and Beverage Limited.



e To provide recommendations to address these limitations.

1.3  Scope of the Report

The scope of a study on the recruitment and selection process for an internship report
can encompass various aspects related to the hiring and decision-making processes
of selecting interns. Here are some potential areas you can explore within this scope:

e Recruitment strategies: Investigate the recruitment methods and channels used
by the organization to attract potential interns. This can include analyzing job
postings, social media campaigns, career fairs, or referrals.

e Application screening: Examine the process of reviewing and evaluating
internship applications. Discuss the criteria used to shortlist candidates, such
as educational qualifications, skills, experience, and personal attributes.

e Selection criteria: Explore the factors considered during the selection process.
This can involve looking into the specific skills, competencies, or characteristics
sought in prospective interns. You can also assess how the organization aligns
these criteria with its goals and objectives.

e Interview process: Investigate the types of interviews conducted during the
selection process. This can involve analyzing the structure of interviews, the
guestions asked, and the techniques used to evaluate candidates. Consider
whether multiple interview rounds or panel interviews are conducted.

e Assessment methods: Examine any additional assessment methods employed
to evaluate interns, such as tests, group activities, case studies, or
presentations. Evaluate the effectiveness of these methods in predicting the

candidates' suitability for the internship role.

1.4  Methodology of the Research
In order to complete the study, we drew from a variety of primary and secondary
sources while gathering the necessary data and information.
a) Primary Sources of Data
e Observations, discussions, and interviews with both workers and HR

management of AKIJ Food and Beverage Limited.



b) Secondary Sources of Data
In addition to that, the report contains a wide range of secondary data in their different
forms. The following is a list of items that, depending on the context, might be classified

as secondary information sources:

e Internal sources:
o Job circulars of various offers on AKIJ Food and Beverage Limited.
o Annual Report of AKIJ Food and Beverage Limited.
e External Sources:
o Newspaper, articles and journals
o Web-based studies and articles on a variety of topics connected to the
recruitment and selection process in private sectors of Bangladesh.

o Web site of AKIJ Food and Beverage Limited.

1.5 Limitation of the Report
When writing an internship report at the HR department, there are several limitations
that | may encounter. These limitations can vary depending on the specific

organization and internship role, but here are some common ones:

e Access to confidential information: As an intern, | may have limited access to
confidential or sensitive HR data, such as employee performance reviews,
compensation details, or disciplinary records. This limitation can restrict your
ability to provide in-depth analysis or discuss certain aspects of HR operations.

e Limited exposure to all HR functions: HR departments usually encompass
various functions like recruitment, employee onboarding, training and
development, performance management, and employee relations. As an intern,
I may only have exposure to a few specific areas, which can limit the breadth
and depth of my report.

e Time constraints: Internships are often of relatively short duration, ranging from
a few weeks to a few months. The limited timeframe may restrict your ability to

fully explore and analyze HR department's operations and initiatives.
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2.1 Human Resource Management

Human resource management (HRM) is essential to the success of every business,
and the food and beverage sector is no exception. There are several reasons why
Food and Beverage Limited has to have strong human resource management

practices in place (Reddy, 2011).

Workforce Recruitment and Selection: HRM is responsible for attracting, recruiting,
and selecting talented individuals to fill various positions within the organization (Daud,
2006). In the food and beverage industry, where customer satisfaction and service
guality are key, having the right people in the right roles is vital. HRM ensures that the
company hires individuals with the necessary skills, qualifications, and experience to
excel in their respective positions (Juyal, 2006).

Training and Development: HRM is instrumental in providing training and development
programs to enhance the skills and knowledge of employees. In the food and beverage
industry, it is essential to keep up with industry trends, safety regulations, and
customer service standards. HRM ensures that employees receive appropriate
training to improve their performance and stay up to date with industry requirements
(Reddy, 2011).

Employee Engagement and Retention: HRM plays a crucial role in fostering a positive
work environment and promoting employee engagement. In the food and beverage
industry, where employee turnover can be high, it is vital to create a supportive and
motivating workplace culture (Daud, 2006). HRM implements strategies to boost
employee morale, recognize and reward performance, and address any concerns or
conflicts that may arise. By nurturing a positive work environment, HRM contributes to

higher employee satisfaction and increased retention rates (Juyal, 2006).

Compensation and Benefits: HRM is responsible for designing and implementing fair
and competitive compensation and benefits packages. In the food and beverage
industry, where employees often work in demanding and fast-paced environments,
providing competitive wages, incentives, and benefits is essential for attracting and
retaining top talent. HRM ensures that employees are compensated fairly and their

benefits meet industry standards (Juyal, 2006).



Compliance with Labor Laws and Regulations: HRM plays a critical role in ensuring
compliance with labor laws and regulations. In the food and beverage industry, there
are specific regulations related to food safety, health and safety standards, and
employment practices. HRM ensures that the company adheres to these regulations,

reducing the risk of legal and financial consequences (Reddy, 2011).

Human Resource Management is of great importance in Food and Beverage Limited.
It is responsible for attracting and selecting the right employees, providing training and
development opportunities, promoting employee engagement and retention,
managing compensation and benefits, and ensuring compliance with labor laws.
Effective HRM practices contribute to the overall success and competitiveness of the

organization in the dynamic food and beverage industry (Reddy, 2011).

2.2  Recruitment and Selection

Recruitment and selection processes are used by businesses to locate, entice, and
finally hire the best possible candidates for open positions. Recruitment includes
announcing open jobs, receiving and analyzing applications, and conducting first
interviews. Instead, selection involves filtering down a large pool of candidates to a
manageable number via extensive interviews, background checks, and assessments
to determine who will be the greatest fit for the post and the organization. When it
comes to establishing a strong workforce and ensuring an organization has the talent
and resources it needs to succeed, recruiting and selection are equally crucial
(Harness, 2019).

Employee quality and output are directly tied to the recruitment and selection
procedures in the banking business. Bank satisfaction and retention may be improved
with a well-executed recruiting and selection process that yields the most qualified and
best-fit individuals for open positions. In addition, a careful selection procedure may
assist spot dangers and guarantee conformity with sector laws. In a nutshell, a bank's
ability to attract, retain, and develop top personnel is directly tied to its ability to achieve

its business goals (Absar, 2014).

2.3  Recruitment and Selection Process
According to (Phillips, 2013), the recruitment and selection process is a crucial part
of human resource management that involves attracting, evaluating, and selecting the

most suitable candidates for job positions within an organization. It typically consists



of several stages and follows a systematic approach. Here's a general overview of the

recruitment and selection process:

e Identify Job Requirements: The process begins by clearly defining the job
requirements, including the skills, qualifications, and experience necessary for
the position. This helps in creating an accurate job description and person
specification.

e Job Advertisement: The next step is to advertise the job opening through
various channels such as job portals, company websites, social media
platforms, professional networks, and print media. The job advertisement
should include essential details about the position, required qualifications, and
application process.

e Application Screening: Once applications are received, they are screened to
shortlist candidates who meet the basic requirements. This initial screening
may involve reviewing resumes, cover letters, and application forms to identify
individuals who possess the necessary qualifications.

e Conducting Interviews: Shortlisted candidates are invited for interviews. The
interview process can include one or multiple rounds, depending on the
organization's preferences. Interviews can be conducted in person, over the
phone, or through video conferencing.

e Assessments and Tests: To evaluate candidates further, organizations may
use various assessments and tests such as aptitude tests, psychometric
assessments, technical skills tests, or case studies. These assessments
provide additional insights into a candidate's abilities and suitability for the role.

e Background Checks: Before making a final decision, organizations often
conduct background checks on potential candidates. This may involve verifying
educational qualifications, employment history, criminal records, and
references provided by the candidate.

e Decision Making: Based on the information gathered from the interviews,
assessments, and background checks, the hiring team evaluates each
candidate and makes a decision regarding the most suitable individual for the
job. This decision is typically based on a combination of qualifications,

experience, skills, cultural fit, and overall suitability for the organization.



e Job Offer and Onboarding: Once a candidate is selected, a job offer is
extended, outlining the terms and conditions of employment, including salary,
benefits, start date, and any other relevant details. If the candidate accepts the
offer, the onboarding process begins, which involves integrating the new
employee into the organization, providing necessary training, and completing

the required paperwork.

It's important to note that the specific recruitment and selection process can vary
between organizations. Some companies may include additional steps or

assessments based on their industry, size, or specific requirements.

2.4 Role of HR in Recruitment and Selection Process

The Human Resources (HR) department plays a vital role in the recruitment and
selection process of an organization. Their primary responsibility is to attract, identify,
and hire the most qualified candidates for available job positions (Chowdhury S. &.,
2012). Here are some key roles and activities of HR in the recruitment and selection

process:

e Workforce Planning: HR collaborates with the hiring managers and
department heads to understand their staffing needs and develop a
comprehensive workforce plan. This involves analyzing current and future job
requirements, identifying skill gaps, and determining the number and types of
positions to be filled (Bach, 2008).

e Job Analysis and Job Description: HR conducts job analysis to understand
the tasks, responsibilities, qualifications, and competencies required for each
position. Based on this analysis, they create detailed job descriptions that
outline the key responsibilities, qualifications, experience, and other essential
attributes for potential candidates (Bratton, 2007)..

e Sourcing and Advertising: HR is responsible for sourcing candidates through
various channels such as job portals, social media platforms, professional
networks, referrals, and recruiting agencies. They create and post job
advertisements, ensuring they are appealing and reach the target audience
effectively (Millmore, 2003).

e Candidate Screening: HR reviews the submitted resumes and applications to

shortlist candidates who meet the minimum requirements for the position. They



may conduct initial phone screenings or video interviews to assess candidates'
suitability before advancing them to the next stage (Bach, 2008).

e Interviewing: HR coordinates and conducts interviews with shortlisted
candidates. They may conduct initial interviews to assess general qualifications
and skills, and later involve the hiring managers or relevant department
personnel for more specific and technical interviews.

e Selection Process: HR manages the selection process, which may include
additional assessments such as tests, work samples, presentations, or group
exercises. They collect feedback from interviewers and collaborate with the
hiring managers to evaluate candidates and make informed decisions
(Millmore, 2003).

e Background Checks and References: HR conducts reference checks to
verify candidates' employment history, qualifications, and character. They may
also perform background checks, including criminal records checks or
verification of academic credentials (Bratton, 2007).

e Offer Negotiation and Onboarding: Once a candidate is selected, HR
extends the job offer and negotiates employment terms, including salary,
benefits, and start date. They also facilitate the onboarding process by
coordinating necessary paperwork, orientation programs, and integrating the
new hire into the organization (Bratton, 2007).

e Applicant tracking and Documentation: Throughout the recruitment process,
HR maintains accurate and up-to-date records of applicants, their resumes,
interview notes, assessment results, and other relevant documentation. This
information is crucial for legal compliance, audits, and future reference
(Chowdhury S. &., 2012).

e Employer Branding: HR plays a crucial role in promoting the organization's
employer brand during the recruitment process. They ensure a positive
candidate experience, provide timely communication and feedback, and
represent the organization as an employer of choice (Bratton, 2007).

Overall, HR is responsible for managing the end-to-end recruitment and selection
process, ensuring a fair, efficient, and effective hiring process that aligns with the

organization's strategic goals and values.
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3.1 Presents Overview of AKIJ Food and Beverage Limited
The AKIJ Group includes the AKIJ Food & Beverage Company as one of its divisions.
Dhaka's Dhamrai neighborhood is noted for its proximity to the city's natural beauty,
so it's fitting that a new food and beverage firm, AKIJ Food & Beverage Ltd., has just
opened there. The package features the finest cuisine and drink that Bangladesh has

to offer.

Several different drinks are available for your option. There are soft drinks like Mojo
and lemonades like Lemu, as well as energy drinks like Speed. The three beverages
are often referred to by their brand names. Due to the high quality of the product and
its widespread availability throughout the nation, the brand shot to the top of its market
almost immediately after its introduction. Because of this, it shot to the top of its market

segment very rapidly.

Checky Monkey is the brand name that is used for the marketing of the banana chips
that are manufactured at this business. In addition to this, it is gaining prominence in

Bangladesh as a chip product.

Manufacturing high-quality goods with an inspired and motivated team and state-of-
the-art manufacturing technologies is fundamental to AFBL's long-term vision of being
a financially stable organization. Contract farming for products like milk from Pabna
and Rajshahi and mango from Rajshahi and Chapainawabganj are only two of the

ways in which AFBL helps local small and medium-sized farmers.

Throughout its history, AFBL has been awarded a number of prestigious medals and
accolades. It's been recognized as the Best Brand four times. Many certifications, such
as I1SO, HALAL, BSTI, and HACCP, testify to the company's dedication to quality.
AFBL employs cutting-edge processing methods and buys its raw materials from
domestic and foreign suppliers to guarantee the best quality of its finished products.
AFBL's mission is to be "Bangladesh’'s most famous food and Beverage Company,"
and it is led by a set of core principles that emphasizes innovation, collaboration,
honesty, commitment to the customer, and a healthy dose of respect and trust for one
another. AFBL has put in significant effort to establish itself as a frontrunner among
companies, other financial institutions, and government bodies in a variety of CSR

initiatives.
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3.2

3.3

Vision
By dedicated themselves to our work and working relentlessly without stopping,
they want to become the standard bearer for top companies in the food and
beverage business. This will put them in a position to lead the pack of top
brands in terms of quality, innovation, marketing savvy, integrity, and customer

satisfaction.

Mission
In order to find new things while keeping the same level of customer pleasure.
In order to build efficient channels of communication among customers, staff,
and those engaged in business relationships.
Ensure the continuous expansion of the firm as well as its continued profitability
over the long term by cultivating new organizational practices and increasing
organizational proficiency.
Providing Food Products that are both fresh and wholesome, in addition to
satisfying the Quality Standards that are in place internationally.
To put together and keep together a group of people who are dedicated and
committed to their task.
Maintain a technological advantage over the competition at all times while
continuing to operate your company as usual.
Performing a public service for the community by expanding the number of jobs
with good pay, enhancing the nutritional value of huge populations, and

contributing to the growth of the economy on a national scale.

3.4 Core Values

AKI1J Food & Beverage Limited has been providing clients with high-quality items since

its inception in 2006, and as a result, the company has been awarded the famous ISO

9001 certification. The business uses a food safety management system that complies

with 1ISO 22000. Thanks to their commitment to quality, innovative use of technology,

focus on human resource development, commitment to continuous improvement, and

introduction of new products to fulfil the requirements of growing markets, this

company has risen to the top of its industry. The production and packaging operations
of AKIJ Food & Beverage Limited strictly adhere to HACCP, CODEX, and FDA

guidelines. Our goal is to satisfy consumers everywhere by catering to their shopping

13



desires in both local and international markets. The following are of great importance

to the company:

A win-win
supplier
relationship

Realistic
decision-
making

Continual
improvement

Focus on
customer

Human
resource
Management
Approach

Involvement
of people

Process
method

Management

system

Figure 3.1: Core Values of AFBL
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3.5

Products and Services of AFBL

Table 2.1: Product Listing of AFBL

Product Segmentation Size Price (BDT)
Frutika Juice Mango 250 ml 25
L1t 80
250 ml 30
Grapes
L1t 20
250 ml 25
Orange
L1t 20
Speed Bottle 25
EE Energy Drink
“q Can 35
%
Mojo 250 ml s
- 500 ml/ 11t/ 21t 28/45/80
Soft Drink
MOJO Can / Naga
MOJO Can — 250 ml 30
250 ml 30
Clemon & Lemu Soft Drink
1t / 21t 45780

15




100gm 10

Chips
Spa 500 ml 15
= 3 1 liter 20
e
| B Drinking Water :
\ 3 2 liter 30
aEN -
b
-d-i‘ '
N 5 liter 70
e

Figure 3.2: Products and Services of AFBL

Aladdin (Services of AFBL): AKIJ Food & Beverage Ltd.'s home delivery service is
known as "Call Aladdin,” and it offers doorstep delivery of the company's goods in
addition to groceries and other requirements. However, a startlingly small fraction of

individuals actually make advantage of this feature.

Channel Message: All of your favorite AKIJ Food and Beverage products are now
available for online ordering, so you can shop from the convenience of your own home
or office. You may order a large selection of food, drink, and dairy products by dialing
16609 or 08 0000 16609 (Toll Free).

3.6 Business Strategy and Approaches

Pull methods have typically been relied on more by the AFBL organization than push
techniques have. They do in-depth market research before to selling any sort of
product or service in order to have a better understanding of what precisely it is that

16



customers want. Then, in order to cater to the requirements of their clients, they adjust
the times and locations at which they provide their services. The mission of AKIJ food
& beverage is to provide the consumers that make up its target market with products
that are of the finest possible quality. There are a number of firms, both local and
international, that are active in the food and beverage industry and provide services to
the sector. AKIJ's long-term goal is to become a one-of-a-kind, locally based producer
of food and beverage products that is capable of competing with the quality of a
multinational corporation. Helping to accomplish this objective is facilitated by the
production of chips geared at a younger audience that values leading a fashionable
way of life. "Brings Quality in Life" is the major motto that AFBL runs under. "Brings

Quiality in Life".
3.7 Competitors of AKIJ Food and Beverage Limited
Brand Name: MOJO (CSD Drinks)
International Giants in CSD Drinks

e C(CocaCola

e PEPSI

Local Brands in CSD Drinks

e Royal Crown Cola (Partex Beverage)

e Pran Cola (Pran Foods)

Brand Name: SPA Mineral Water

International Giants in Mineral Water (Bottle)

=1
e Aquafina &
¢
Local Brands in CSD Drinks |
\Spa
e Jibon ? =
e Mum S
e Fresh
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Brand Name: Clemon

International Brands

e Sprite

e Tup

Local Brands

e RC Lemon
e PranUp

Brand Name: FRUTIKA

International Brand
e Slice

Local Brand

e Pran

e Fruto
e Shezan Mango Juice

Brand Name: SPEED Energy Drinks

Local Brand

e Shark
e Tiger
e Dark House

3.8 SWOT Analysis of AKIJ Food and Beverage Limited

The following is a review of AKIJ Food and Beverage Limited's strengths, weaknesses,
opportunities, and threats:

a) Strengths of AFBL
e In avery short period of time, the establishment of brands such as

Speed, Frutika and SPA water drink.
e The high level of quality is maintained on all products.

e They are considered by all of their competitors in the business as the pioneers

of the market.
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Acquiring and retaining a preeminent position in the markets for drinking water
bottles, energy drinks, chip products, and fruit juices and smoothies.

A pricing and packaging approach that is effective.

Support from Government and AKIJ Group.

Produce an efficient capacity for production by making sure there are

economies of scale in the manufacturing process.

b) Weakness of AFBL

The elevated levels of competition pose a hindrance to AKIJ Foods

and Beverage's ability to augment its market share. W
Obtaining the majority of its primary raw supplies from external

sources

AKIJ Food and Beverage limited, although maintaining the top position in terms
of market share, does not gather customer feedback, which is a component that
has the potential to be vital in raising product demand among customers.
Manufacturing inefficiencies may cause fluctuations in product availability,

preventing factories from meeting retailers' demand for certain goods at the

right time.

c) Opportunities of AFBL

Consumer goods companies can only increase their unit sales by increasing
the product's distribution. Production and storage stability difficulties can
contribute to distribution delays.

A regulatory framework that is supportive of domestic manufacturers.
Consumers' increased concern for their health and the support of government
regulations are fueling the fast development of the alternative food and

beverage (AFBL) business.

d) Threats of AFBL

Unpredictability may manifest itself in a variety of forms, including

social, political, and economic dangers.

The competition from global firms is fierce, and a growing number of

process licenses are being converted into product patents.

If more international companies engage in Bangladesh's food and beverage

business, there is a possibility that the local market may become oversaturated.
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Organogram

of AKIJ Food and Beverage Limited

Chairman

Managing Director

Deputy Managing Director

Technical Director

Executive Director

General Manager

Deputy General Manager

Assistant General Manager

Manager

Senior Officer

Officer

Assistant Officer

Trainee Officer

Figure 3.3: Organization Chart of AFBL

3.9 Management of Human Capital

At AKIJ Food & Beverage Limited, the term "human capital” refers to the company's
employees and other persons, as well as their health and well-being, their years of
experience, their creative potential, and their motivation to put in a lot of effort into their
job. The term "Human Resources" refers to the employees of AKIJ Food & Beverage
Limited, which is the company's most significant asset. AFBL regards its personnel,
which it refers to as its "Human Capital," as the most important resource for providing
the company with financial support. The organization has reached levels of success
that have never been seen before because to the ideals of "Discipline, Individual

Efficiency, Customer Service, Quality, and Team Work." AFBL's management of its

human resources is guided by the following philosophy:
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e The Value Proposition of Human Resources;

e The Generation of Additional Value via the Utilization of Personnel.

AKI1J Food and Beverage Limited's Human Resources department has consistently
delivered excellent results, demonstrating a culture of leadership and success that

benefits the company's clients, line managers, workers, and shareholders.

Human resources at AFBL have embraced a culture that places an emphasis on
hygiene-motivation aspects to boost employee happiness and retention, which in turn

benefits the company's bottom line and encourages the growth of a skilled staff.

3.10 Approaches of Human Capital in AFBL
In recognition of the significant role that they play in AFBL's operations, Human
Resources are sometimes referred to as Human Capital in the business of finance.
They are of the opinion that maintaining adherence to these five (5) criteria will make
it possible for us to produce Human Capital of the best possible quality, so ensuring
that the Company will be successful in achieving its business objective through the

following strategy.

5(Five) Factors of HR Business Partner Approach of |BL
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Disciplined actions & Career competion | ! approach : First service or ' single vision cf
Culture of discipline Loyalty 'w Meeting customer , production ' KAIZAN (Continous ,
Individual value & ' 1 satisfaction & - Development ; Improvement)
ethics : expectation : Strategies : Transparent
Pro-active '« Rapport building ! Quality assets & i Communication
' ; liability ' among the team
Corporate Culture ' 1  members
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HUMAN CAPITAL
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‘ J  riGHT PLACE riGHT PAY I
Y B (Proper Placement) Competitive Pay) o
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6R ' o Mativation Team Playing, etc) L R

‘Strategy! 2= vqrecccccescecevececrresescccccsenes
\ ’ “ . Provide Best Customer Service . E]
Business Boost : . : cs
M Profit .’ ES: Employee Satisfaction
 Jaximization .7 & - - -~” Ultimate CS: Customer Satisfaction
Goal (PM) PM: Profit Maximization

21



Figure 3.5: HR Approaches of AFBL

Their capable leadership labored diligently and consistently to put into action the
aforementioned five components. Managers of human resources are tasked with
ensuring that the "Right Person in the Right Place at the Right Time with the Right Pay
under the Right Leadership with the Right Strategy" formula is followed at all times. It
is essential to accomplish this goal through attracting, keeping, and cultivating
outstanding talent. The implementation of the 6R strategy has led to unprecedentedly
high levels of employee satisfaction, which, in turn, has a beneficial effect on the

guality of service that we are able to provide to our customers.

In addition to being an industry leader, AFBL is distinguished by its talented and driven
workforce. The company strives to make the workplace a happy and encouraging
environment for its workers by basing its support on the employees' individual
achievements. This helps to demonstrate to the whole of the firm that the job that you
are doing is important. To ensure the long-term viability of the company, AFBL places
a high priority on the following practices: the recruitment and selection of employees
based on their skills and merit; the provision of competitive compensation packages;
the provision of ample training and development opportunities; the cultivation of a high-
performance culture; and the provision of an outlet for employees to voice concerns

and receive counselling.

Human capital is crucial to the success and development of a business. The
organization places a premium on optimizing its human resources. Because the
company cares about its workers' well-being and development, its workers are more

dedicated to the company and its goals.

3.10.1 HR Service Excellence

The organization's human resources department is committed to exceeding customer
expectations by responding quickly to changing business demands with innovative
solutions. The pursuit of one's objectives ought to result in the honing and
improvement of one's professional abilities. They keep a close eye on developments
in the HR sector so they may provide their clients the most cutting-edge services
possible. Companies promote feedback from their "customers," the staff, in a number

of ways.

22



3.10.2 Digital Human Resource Management System

In order to quantify, analyses, and enhance the HR services provided to its staff, HR
operations are being digitized. They had the in-house expertise to create HR software
on par with the finest in the business at a cost that was more manageable for the
company's stakeholders. They are developing a database of qualifications in order to
find the most qualified candidate for each position. Since there is now no other option
for schooling, they are also developing a digital learning system. They will use external

internet channels for hiring as well.

3.10.3 Standardized Policies of AFBL

Some rules and practices at AFBL have been formalized as organizational standards
in an attempt to keep the workplace productive. AFBL places a premium on having a
satisfied and productive employee, which includes providing for their retirement and

making sure they are protected from harm while at work.

« Compensation & Benefits Policy
+ Employee House Building Loan

+ TA/DA Policy

* Service Excellence Policy

+ Training Policy

« Talent Management Policy

« Contractual Employees absorption policy with different career ladder
« Career advancement Policy

+» Talent Acquisition Policy

* Group Term Life Insurance Policy
+ Cadre Change Policy

+ Employee Car Loan Policy

* Employee Retention Policy

* Group Health & Maternity Insurance Policy
* Anti Female Harassment Policy

* Employee Transfer Policy

+ Performance Appraisal Policy

+ Leave Policy

+ Separation and Release Policy

+ Employee Provident Fund Policy
* Grievance Handling Policy

Figure 3.6: HR Policies of AFBL
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CHAPTER 04

ANALYSIS AND FINDINGS
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4.1 Functions of Human Resources in AFBL’s Human Resource
Management

During the process of recruiting and selection, the Human Resources department is

responsible for a number of duties, including:

Position Job Responsibilities

HR Executive committee, organization planning,
HR  planning &  policy, organization

development

Manager recruitment & employment | Recruiting, Interviewing, Testing, Placement &

Termination
Manager compensation & benefits Job analysis and evaluation, surveys,
Performance appraisal, compensation

administration, bonus, profit sharing plans,

Employee benefits.

Manager training & development Orientation, Training, Management

development, Career planning & development

Manager employee relations EEO relations, contract compliance, staff

assistance programs, employee counseling

Figure 4.1: Functions of HR at AFBL

4.2  Human Resource Planning at AFBL

Human resource planning helps AFBL's HR professionals see the big picture, so they
can keep providing its clients with highly qualified professionals and experts. As a
result, some individuals refer to it as "workforce planning,” an acronym for "workforce

management”. This strategy has helped AFBL in the past and will continue to do so in
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the future as they assess and satisfy their labour needs. This is made feasible by the
fact that AFBL may get help with both retrospective and prospective planning. AFBL's
Human Resources Plan is sufficiently malleable and flexible to cope with the issues
provided by its short-term workforce in order for the company to adjust to the changes
that will take place in the firm's long-term business environment. Phase one of AFBL's
approach comprises analyzing and assessing the organization's current human
resource capacity and skills, and this work is being done by the Human Resource
Planning department. In addition, it is up to them to assess whether or not there is an
inadequate number of workers at their company. One difficulty and challenge of HRP
is dealing with the ever-changing dynamics of the workplace, such as those caused
by the absence of an employee due to sickness, vacation, or promotion. The dynamics
may be difficult to manage. Human Resource Planning achieves this by facilitating the
best possible match between workers and positions, so avoiding both over- and under-
staffing. Both of these problems are solvable. The Human Resources division of AFBL
has come up with the following measures to ensure that the organization is successful

in its overarching goals:

e Finding, hiring, and developing the best possible employees requires a
systematic approach to identifying and attracting talent, and then providing
them with the training and compensation they deserve.

e Absenteeism and dispute resolution procedures must to be simple and efficient.

e Workers are either promoted or laid off.

The appraisal of the HRP is one of the most important decisions a company can make.
Companies are the only legal entity with the authority to do such things. The benefits
of product lens diversity may be realized via competent hiring and standard operating

procedures.

4.3 Recruitment Process of AFBL
4.3.1 Approaches of Recruiting for Entry Level Position

Hiring new employees is a critical part of a human resource manager's role at AFBL.
The speed and efficiency with which an organization can hire new employees has a
significant impact on the results it can achieve. AFBL has a registration plan in place
that will allow them to meet their goals and make the most of their resources.
Implementing it gradually and reaching a spectacular level of application power
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requires an effective recruiting strategy. In order to construct a registration system that
is both effective and economical, the following elements are required:

4.3.2 Entry Level Recruitment Process

A. Job Analysis:

An in-depth assessment of what is required to do a job well is called a "job analysis."
The purpose of a work analysis is to determine the factors that make a certain job
desirable, such as the tasks involved, the skills required, and the ideal candidate for
the position. Identifying the fundamental responsibilities of a role. The job analysis will
be used to gather data that will be utilized to create the job description and list the
duties associated with the employment. The AFBL incorporates a thorough work

analysis that takes into account the following:

e Job descriptions,
e Job definitions,

e And job evaluations.

The first step in the hiring process is to go through the job posting and prerequisites.
Prior to making a hiring, AFBL Company conducts a thorough job analysis. The
group's objective is to make job analysis more relevant to workers' daily tasks. Every
year, AFBL examines the labor market. It will take some time to do this. The managers
will play an essential part in presenting the strategy and goal of the research to the
chosen staff of five to six individuals, and the interview process will take a few days.

B. Job Description:

Formal, in-depth explanations of individual occupations, job descriptions are written
after in-depth research of prior work. The primary purpose of a job description is to
advertise an open position by summing up pertinent details about the employment.
Tasks utilize it to determine what kinds of resources they need. The position's tasks
and requirements are laid out in full. The job description includes information such as
the position's title, tasks, summary, location, and working conditions. Daily tasks,
employment goals, employee responsibilities, reporting to and from management, a
position summary, and required working conditions were all included in the job

description created by the AFBL.
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C. Job Specifications:
In addition, putting out job requirements is a part of the process of analyzing jobs. The
nature of the work and the sort of individual who should apply for the position are both

described.

d. Conduct recruit survey

If there are a lot of open positions in one division, the AFBL will priorities filling those
positions. Human Resources had the officer do an internal survey as his first task. This
survey was conducted to ascertain the location(s) and level(s) of interest in the new
hire. They notify Human Resources that they need the aforementioned number of new
hires in the case of a personnel shortage. Therefore, AFBL first realizes it needs a

recruit because

e. Requirements for Candidates
It is necessary for the system to have the capacity to store a certain number of
candidates from which the end user may choose one or more. There is a wide range
of possible degrees of professional experience among the applicants, from candidates
who have just recently graduated to those who are seasoned veterans. The AFBL
Company establishes a minimum competency standard for entry-level employees in

order to choose applicants based on the criteria of that standard.

e For Trainee Executive: Candidates for the job of Trainee Executive/Officer at
AFBL are given priority if they have earned a Bachelor of Business
Administration from an accredited university or college after completing at least
four years of undergraduate education. Candidates must have an overall grade
point average (GPA) of at least 3.50 on a scale of 5.00 in both S.S.C. and
H.S.C., as well as a cumulative grade point average (CGPA) of at least 3.00 on
a scale of 4.00 in BBA coursework. There is no exception for candidates with a
third-class division who want to sit for the SSC or HSC; applicants must have a
first-class division. And no one above the age of 30.

e For the position of Management Trainee Officer: With the help of AFBL,
employers will have a standard by which to evaluate new hires' skills.
Candidates with a Master's, MBA, or MBM in addition to a Bachelor of Business
Administration from an accredited four-year college or university are favored.

At AFBL, MBA hopefuls are treated with tremendous respect. Those who are
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interested must have a cumulative GPA of at least 10, with a minimum of two
A+ grades. A cumulative grade point average (CGPA) of 3 or more is worth 3
points, whereas a CGPA of 2.25-2.99 is worth 2 points in the grading system.
The third class is not to be split apart in any way. And no one above the age of
30.

f. Forms of Potential Candidates

AFBL's primary competitors have been uncovered and taken into consideration with
the use of several technological tools. It might be from the same firm, fall into the same
category, include individuals who are currently without work, the most brilliant animator

the company has, and so on.

4.4  Recruitment Sources of AFBL

At first, AFBL will make a determination on the kind of staff that are required. As soon
as HR is in possession of a requisition form, they will post the job opening on a number
of different online job sites. When there are openings at AFBL, advertisements are
placed in a variety of various locations. After the AFBL Company branches have
submitted their recruitment applications, the Human Resources department will
announce the open job to the general public. The AFBL makes use of several different

channels, including.

e Online portals,
e Web search engines,
e Newspapers,

e Employment portals, and many other similar resources.

Every single financial institution has a specialized employment website that they
collaborate with in some capacity. In addition, AFBL Company works in conjunction
with the online job board BDjobs.com to provide its customers with employment
opportunities. The AFBL Company shows interest in the particulars of the application

process, but they won't say how many openings are now available. For example:

a. Newspaper Advertisement
The announcement of the opening has been brought to the notice of a significant

number of people via the placement of advertisements in many major media outlets.
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Only the most well-known and widely circulated newspapers are selected for
advertising. The commercial, which will run in major dailies, looks promising.

Information about how to:

e Job description;

e Goal of the employment;

e Primary responsibilities;

e Terms and conditions of the position

e Basic minimum educational requirement
e Upper age limit

e Work experience,

e Employment credentials,

e And special requirements.

It is important that HR receives job postings and applications in the correct manner.
Human Resources will choose an ad based on the job description and offer the
manager with comments on the selected ad if the hiring manager does not confirm it.
The public relations department creates the advertisements' images and layout before
they are sent to publications.

b. Online Job Portal

The AFBL also has a presence on the popular career platform. Every company has a
contract in place with a particular building site. Moreover, BDjobs.com and AFBL have
joined forces. This led to a request for the paperwork from BDjobs.com, however the
website omitted specifics on what was needed. Everything that was needed to know
about the employment offer was provided by AFBL:

¢ Education requirements,

¢ Job responsibilities,

¢  Minimum requirements of age
* Pav packages,

*  Work expenience,

o Location,
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c. Career and Job Fairs

The job fair has become a more popular place for companies to find new staff. AFBL

attends and exhibits at a variety of top universities' on-campus employment fairs.

d. Internal Recruitment Sources

Employees who are interested in applying and who meet the qualifications for the open
position or the new position and future openings are encouraged to do so. If AFBL
receives the necessary approvals, they will be able to make the appointments via
promotions, upgrades, and transfers. When making hiring selections from inside the
organization, senior management gave weight to previous work history. No job
applications should be submitted during the probationary term. Internal staff should be

made aware of the need of succession planning.

e. External Recruitment Sources

Planning and coordination on the side of the recruiter are crucial for the success of an
external recruitment drive. At AFBL Company, we recruit from the outside in a manner
that is both discreet and scientific. This is just the two of us having a conversation.
Typically, recruiters will scour the internet for qualified job seekers, evaluate their
applications, and then offer their top picks to the heads of the various departments
that have open jobs. Choosing an experienced candidate from the outside is also

beneficial. AFBL Company is dedicated to hiring only the most capable individuals.
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4.5 Selection Process of AFBL
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Figure 4.2: Steps of Selection Process of AFBL

a. The Submission of Resume/ CV

The posting for the position included the job description, contact information (including
email and physical address), and directions for submitting a resume. Applicants were
also instructed on how to submit their resumes to the AFBL through the internet or via
regular mail. In addition, a deadline for application materials has been set. Therefore,

within the specified time frame, the candidate must submit his or her curriculum vitae.

32



b. Sorting of CV

As soon as a CV is sent to AFBL, the firm starts reviewing all of the other CVs they
have received. This will help us figure out whether it's good enough for the task.
Sorting will proceed until every criterion has been met. AFBL recruiters often do a
preliminary screening of resumes for potential candidates by looking for a set of
keywords, experience, and credentials that meet the needs of the open position. They
like resumes that are simple to read, emphasize the most significant information, and
are written concisely. Applicant tracking systems (ATS) may be used to automatically
sort through resumes and create a shortlist of candidates that meet the specified
criteria. The purpose is to swiftly find the best prospects and provide interview

invitations to them.

c. Conduct a written test

Those who pass the first round of screening will go on to the next phase, which is a
written examination. The competitive written test is administered by top management
of recruiters and MD. After the resumes are organized, they are added to a database
and then sent to either top management of recruiters and MD for further consideration.
After that, the top management of recruiters and MD will create a survey. Subjects as
diverse as Bengali, English, Mathematics, Computer Science, Analytical Ability, and
General Knowledge will be tested in the written examination. AFBL notifies applicants
through the contact information they submitted of the outcomes of the short listing
procedure. Admission cards are available from AFBL, which also confirms the test

schedule.

d. Marking criteria

After the test is over, top management of recruiters and MD will compile a list of
guestions and responses for each participant and rank them accordingly. They check
the evaluations of each applicant to make sure they are consistent with the criteria.
The highest value score is shown first, followed by the lowest value score. The student
with the highest average grade will be listed first, and so on down the list to position
100.

e. Selection of eligible candidates for the Interview
There is a board or team at AFBL responsible for hiring new employees. The MD is

part of this team, together with other executives and the HR director. They are then
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provided with a list of the successful applicants. The group then discusses the pros
and cons and makes a collective decision. This will allow us to contact prospective

employees who meet our requirements for an interview.

f. Employment Interview

The MD, other members of upper management, and the head of HR all participate in
the interview process. There are three sections to this interview. The initial part of an
interview consists of asking the interviewee a number of questions. The questions are
geared towards the applicants’ assumed level of knowledge and familiarity with the
material, given that they are all recent college grads. The most important aspect of an
interview is the candidate's performance in response to the "tell us about yourself"
guestion, which is asked often by the panel. It also took into account the candidate's
proficiency in verbal and nonverbal communication, his charisma, and his level of
knowledge. At this stage, AFBL also has candidates give presentations and take a

computer test.

g. Appointment Letter
A letter of appointment will be sent out by AFBL to all candidates when a final decision
has been reached. The company's central office sent each new hire on probation to a

certain location before they even started working there.

h. Joining Process and placement

Send AFBL's official offer letters to the chosen applicants. Candidates are expected
to start working within the time range specified in their appointment letters. About a
month is about par for the course. The management committee will make a choice
and notify it through email to the candidates who just graduated. If the candidate has
the necessary work experience, AFBL will notify them one month in advance. If a
candidate is accepted for an interview but cannot begin employment the following
month because they do not have a release letter on file, they must tell Human
Resources before the end of the month. There will be an orientation right after we start
recruiting that day. The new employee was introduced to the department leaders and
given an assignment. New recruits at AFBL start off in the human resources

department. Human Resources will eventually move them to a new department.
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4.6
4.6.1

Findings of the Study

Challenges for HR in Recruitment and Selection process in AFBL

In AFBL's Human Resource (HR) department, the recruiting and selection process

may be difficult for a number of reasons, including the fact that there are a lot of

applicants:

a)

b)

4.6.2

High Volume of Applicants: The Company gets a large number of job
applications, which makes it challenging for the human resources department
to filter, select, and interview individuals in a timely and effective way.
Competition for Talent: As a result of the Company's competition with other
organizations for top talent, human resources is forced to come up with creative
strategies to recruit and retain the most qualified applicants.

Cost Considerations: The process of finding and hiring the best possible
applicant may be expensive, and human resources must carefully weigh the
financial implications of each of the available recruiting options.

Evaluation of Recruitment and Selection process

Employees at AKIJ Food and Beverage Limited have a positive impression of
the company's hiring and selection process, and they are pleased with the way
the process has turned out. However, in my experience, the process takes a
significant amount of time since prospective employees have to go through a
number of procedures before they can be hired for a position. This is one of the
reasons why the operation may give the impression of taking a lot of time at
some points in time.

Even when individuals are being recruited for the branch, there will be instances
of prejudice since there are going to be biases at every level of the selection
process. One further thing to take into consideration is the fact that although
though AKIJ Food and Beverage Limited use more traditional ways of
recruitment, their fees are greater because of it.

AKI1J Food and Beverage Limited does not take part in any campus recruiting

or any other kinds of recruitment, such as contests or anything else like that.
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CHAPTER 05

RECOMMENDATIONS AND
CONLUSION
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5.1 Recommendation

The efficiency of the recruiting and selection process has a direct bearing on the

overall success of the organization. An organization's ability to attract and retain top

talent, align new recruits with organizational objectives and values, minimize attrition

and absenteeism, boost productivity and employee engagement, and all of these

things are helped by a recruiting and selection process that has been properly

structured. On the other hand, a recruitment and selection process that is not well

planned may result in a high staff turnover rate, low morale, and lower productivity, all

of which have a detrimental influence on the organization as a whole and its ability to

function effectively. The outcomes of the research led to the formulation of the

following suggestions, which are shown below:

a) Human resources departments have access to a variety of tools that might help

them meet the problem posed by large numbers of candidates for open

positions, including as:

Automation: The use of application tracking systems (ATS) and other
technologies to automate repetitive operations such as arranging
interviews, sending follow-up emails, and reviewing resumes.
Standardization: Establishing transparent and consistent procedures for
the assessment of candidates, such as setting down objective standards
for the review of applications, carrying out interviews, and settling on
hiring choices.

Communication: Maintaining open communication with applicants on the
progress of their applications and providing expected timetables for the
subsequent stages in an effort to reduce applicant frustration and

uncertainty.

b) Human Resources (HR) may win the war for talent using a variety of methods,

including:

By emphasizing the company's core principles, culture, and perks, you
may position your organization as an attractive place to work.

To entice and keep the best employees, it's important to pay them a
wage and provide them with benefits that are comparable with those
offered by other private companies.
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Boosting the quality of the applicant experience entails making the
recruiting process as pleasant and productive as possible.

Increasing employee engagement involves giving workers with chances
for professional growth, recognition, and work that is personally
meaningful. This will help employees feel more involved in the firm.
Building ties with other HR agencies and organizations in the sector is
an important step in the networking and partnership building process,
which is necessary for locating and recruiting top talent.

Developing a workplace that respects its members from all walks of life
and welcomes those who are different is one way to expand an

organization's pool of qualified applicants.

c) By putting into practice, the following measures, HR will be able to counteract

the impact of cost concerns on the recruiting and selection process:

Making use of technology: Utilizing digital recruiting technologies like as
applicant tracking systems (ATS), video conferencing, and online tests
may greatly cut down on the expenses associated with recruitment.
Employee referrals: An efficient and cost-effective method for filling
unfilled jobs is to encourage existing workers to recommend eligible
individuals to the company.

Recruiting through social media: Using social media platforms to publish
job opportunities and attract applicants may be a cost-effective approach
to reach a huge pool of possible candidates. This kind of recruiting is

becoming more popular.

Streamlining the selection process HR will be able to save recruiting
expenses by streamlining the selection process, which includes making
it easier to pick candidates and doing fewer rounds of interviews.
Making flexible work arrangements available: Making flexible work
arrangements available, such as telecommuting, may help lower the
costs associated with hiring new workers and moving existing ones.
Developing a powerful employer brand: Developing a powerful employer
brand and having a great reputation helps attract top people, which can

reduce the need for costly recruitment efforts.

38



e Working together with educational institutions HR may work together
with educational institutions to attract recent graduates and lower the
cost of acquiring experienced employees by working together with

educational institutions.

5.2 Conclusion

When it comes to recruiting, employing, and keeping the best employees, a
Company's recruitment and selection process is vital. Job analyses, postings,
interviews, short lists, offers, and follow-ups are only some of the common steps in the
process. Finding and selecting the most qualified individual for the position is the
ultimate goal of this procedure. Attracting and keeping the best employees, with as
little turnover as possible, is crucial to a company’s long-term performance and may
be achieved via careful recruiting and selection procedures. In the absence of
purposeful leadership, staffing initiatives fail to provide desirable results. AKIJ Food
and Beverage Limited always hires the best qualified candidates to guarantee
continued success. Now that the company has set its strategic components and
employment targets, it has to move its attention to the best people to manage its
operations. Constant efforts to attract top talent should be directed towards
strengthening the present team. The private sector in Bangladesh is expanding in step
with the rest of the world. Companies like these priorities their customers and try to
enhance the quality of the services they provide so that their patrons may create more
efficient physical structures. AKIJ Food and Beverage Limited is frequently rated as
one of Bangladesh’s best private companies. AFBL is known for its forward-thinking
practices, including as its use of online recruiting. Professional Companies think that
AFBL Company was the first modern Company to open, in part because of its
progressive approach to staffing.
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