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		Executive Summary
I am a student of BBA program so internship is a mandatory part of my university journey. I have completed my internship program from a respected garments and the name of the manufacturing garments is “Tory Fashion Wear Ltd”. I have a great experience in this sector. I have worked there 3 months and this three months I have not only work there but also experienced it. In this sector I have gained valuable knowledge and experience in Human Resource Management as my major was HRM. I have completed this report based on my experience and gather knowledge. This report is all about HR activities that I have educated in these three months.
In this report I have paying attention on all the core activities of Human Resource Department. How they manage the department, what are the core values of their department, how they provide their services to the employees these all are findings I have originate and worked on it. In this report I have also describe in detail what works I have done there like, CV screening, data entry, making report and policy, absenteeism list, job posting, assist to take interviews, help out to giving training, make an effort to motivate employees to do their job properly. Lend a hand to development program teaches precise administration and organization technique. 
I originate in Tory Fashion Wear Ltd they were strictly follows what their HR department notified to them and also very confidential especially focus on employees and their rights. They are very concern about their employee and as well as labor cause they are the actual asset for a garments industry. As it is a garment they have to focus on both sides employees of the office and on the other hand labor. When training arrange for both have to make plans. I have seen their facilities and other benefits and I tried to spotlight on that and also their evaluation process. I have also gives some recommendation based on my findings and at the end of my report I have attached the surveys and questionnaire.



					Table of Content

Chapter 1- Introduction
1.1 Introduction……………………………………………………………………. 9
1.2 Origin of the report…………………………………………………………….  9
1.3 Objective of the report………………………………………………………… 9
1.3.1 Broad objective……………………………………………………… 10
1.3.2 Specific objective……………………………………………………. 10
1.4 Methodology………………………………………………………………….. 10
1.4.1 Primary sources…………………………………………………… 10 - 11
1.4.2 Secondary sources…………………………………………………… 11
1.5 Statement of the problem……………………………………………………… 11
1.6 Scope……………………………………………………………………………12
1.7 Limitations of the report……………………………………………………......12
Chapter 2- Literature review………………………………………………………… 13 - 23
Chapter 3- Organizational overview
         3.1 Company Profile……………………………………………………………… 24 - 27
         3.2 General Information……………………………………………………………27 - 28
         3.3 Vision & Mission………………………………………………………………28 - 29
         3.4 Total Manpower………………………………………………………………… 30
         3.5 Organizational Structure…………………………………………………………31
         3.6 Board of Director……………………………………………………………….. 32
         3.7 Department of Tory…………………………………………………………… 32 - 35
         3.8 Sales Process……………………………………………………………………. 35
         3.9 Workers Responsibilities………………………………………………………..  35
         3.10 Garments Materials…………………………………………………………..... 36
Chapter 4- HR Activities of Tory
         4.1 Job Responsibilities…………………………………………………………….. 38
         4.2 Skills I have gained…………………………………………………………… 38 - 39
      4.3Analysis Part
         4.3.1 Recruitment & Selection…………………………………………………... 40 - 47
         4.3.2 Training & Development………………………………………………….. 48 - 57
         4.3.3 Performance Appraisal…………………………………………………….. 57 -58
         4.3.4 Compensation & Reward Management……………………………………. 59 - 60
         4.3.5 Human Resource Planning…………………………………………………. 61 - 63
         4.3.6 Compliance Management…………………………………………………..  63 -70
         4.3.7 Grievance Handling………………………………………………………..  70 -72
         4.3.8 Organizational Change & Development……………………………………. 72 -73
         4.3.9 People at Tory……………………………………………………………….. 73 -74
         4.3.10 Working Principle of Tory…………………………………………………. 74
         4.3.11 Culture of Interpersonal Relation at Tory………………………………….. 75
         4.3.12 Leadership Style of Tory…………………………………………………….76
         4.3.13 Business Environment of Tory…………………………………………….. 76 -78
         4.4. SWOT Analysis………………………………………………………………. 78-81
Chapter- 5 Analysis & Findings
         5.1 Findings………………………………………………………………………… 83-85
         5.2 Recommendations……………………………………………………………… 86
         5.3 Conclusion……………………………………………………………………… 87
Appendix………………………………………………………………………………… 88-90
Reference………………………………………………………………………………… 91


	





Chapter-1 Introduction

















1.1 Introduction:
I am a student of United International University and I have completed my major in Human Resource Management and as a HR student I have done my internship in a garments sector the name of the organization is Tory Fashion Wear Ltd. In my university life I have gained 4 years of theoretical understanding which is the element of my graduation. In Tory the rest of my practical part I have completed at the HR department, they help me out to learn the hr activities. My honorable academic supervisor will be evaluated me what actually I have learned in practical workplace. For this reason I have prepared this report according to my practical experience and I have to submit it to my supervisor. The topic of my report is “An overview of HR activities of Tory Fashion Wear Ltd.”
As internship is a mandatory part of my BBA program, so I got the opportunity to my internship in a manufacturing garments industry named Tory Fashion Wear Ltd. My internship period was 3 months started at 5th October and end at 5th January 2019. In Tory Fashion I was assigned for HR department and my organizational supervisor name is Md. Shafiqul Islam, he is the head of HR department. My report topic was as similar as the working department so I strive to learn all about the activities of hr department so that I can make my report without any doubt. As my topic was related with the organization so my supervisor Farhana Rashid permitted she is the faculty of United International University. My organizational supervisor also approved it and they assist me to know all the related information regarding hr activities.
1.2 Origin of the report:
I have prepared this report as a part of fulfillment of my practicum, which is an integral part of the BBA program under the department of Human Resource Management. I have tried my best level to make the report good one I have been serving this company for last three months as an intern in human resource department.
1.3 Objective of the report:
The objective of the study is to make differences between theoretical knowledge and practical knowledge and if the organization applies theoretical practices in the practical field then how they do that. Therefore the objective behind conducting this study is to find out the differences between bookish HRM activities and real world HRM activities by working at Tory Fashion Wear Ltd. In addition, the study seeks to achieve the objectives written below:
1.3.1 Broad Objective:
The main objective of this report is to make a report on in depth of HR activities of Tory Fashion Wear. In RMG sector, the hr activities how they use I have acquired it and learned it so that in future I can be benefitted by this experience.
1.3.2 Specific Objective: 
In briefing the objectives of study are mentioned below:
· To gain the overall view about the company of Tory Fashion Wear Ltd
· To understand the HR operations of an RMG company
· To know the HR functions
· To identify the factory policy 
· To evaluate the employee & worker performance.
· To identify the entire compliance activities of Tory Fashion Wear Ltd
· To analyze the customers perception about buyer code of conduct 
· To know the organization HR management motivation techniques
· To identify findings of analysis and make recommendations based on the findings.
1.4 Methodology:
To prepare the report I use both primary and secondary data. The primary data were collected from the officials of Tory Fashion Wear Ltd regarding the procedures of compliance activities. For working in HRD department for about three months gave a clear notion about the activities done in that department. Working with other departments as well as discussion with the staff of those departments provides a lot of primary information. Secondary data were gathered from the annual reports, relevant published books. In specific sense, the sources of information are given below:

1.4.1 Primary Sources:
I have collected primary data from the workers, different managers (HR manager, General manager), employees of the company, analyze damage physically and visit the factory. The research itself is mainly of Qualitative research. In the qualitative part it is actually an unstructured, exploratory research methodology based on small samples indented to provide insight and understanding of the selection and recruitment department’s activity. But as I have chosen to take up qualitative research I have mainly used my observation and used standard sample size from the population of the whole recruitment and selection department.

1.4.2 Secondary Sources:	
· Newspaper
· Internet
· Library sources, HR books
· Buyer code of conduct
· BGMEA Instruction
Questionnaire: Unstructured and open ended questionnaires (please see the appendix) were asked to the HR manager.
1.5 Statement of the problem:
HR practice is backbone for an organization, without a good HR practice a organization could become a good company in the market. A good HR practice could bring a healthy environment in a company, and the employee of the company would positively express their affection towards the company. So a good HR policy could be one of strategy for becoming top in the market.
This study mainly covers the HR activities of Tory Fashion Wear Ltd. To know about the whole process of HR activities of Tory Fashion Wear Ltd, Here I have faced some of the following problem mainly.
· Limited Time
· Incompatibility of  collected data from different sources
· Mix up of different HR activities

1.6 Scope of the study:
There are huge scopes in Tory Fashion Wear Ltd to exercise human resource department as the company is so big so their HR department is also quite large. It covers how HR activities and what are the activities they follow and how. How they manage such a gigantic department nicely covers the report.

1.7 Limitations of the report:
The report is not free from limitations. In every field work there exist some limitations that the team member face while conducting different activities. In the process of the field work, we also come across some certain limitations that hampered the actual findings and analysis of our report. Some of these notable limitations can be identified are: 
· It is difficult to break the tight schedule to know the information. 
· It is very difficult to get appointment from the company officials, as they are very busy. 
· There are many secret matters in the organization which is very confidential so they do not want to disclose it.
· Within a very short time, it is difficult to analysis the whole thing correctly.
·  Sometimes the authority does not provide their internal information which is very difficult to collect from any other sources.
·  Lack of technical expertise.
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Literature review is the total history of the report like what critical points I find out and how they do that, what are the main functions of HRM and how the organization use it according to our author. I am dealing with HR activities that Tory Fashion Wear Ltd uses their company according to my findings. I have given a detail view about the whole topic.
Human Resource Management:
[bookmark: _Toc503307280]HRM is a process of acquiring, training, appraising and compensating employees and of attending to their labor relations, health and safety and fairness concerns. Human Resource Management establish in the organization so that they can manage all the human related responsibilities. Now I can say that human resource manager fall into three major areas: staffing, employee compensation and benefits, and defining/designing work. Essentially, the purpose of HRM is to maximize the productivity of an organization by optimizing the effectiveness of its employees. 
Functions of HRM:
1. Conducting job analysis (what qualities they have).
2. Planning labor needs for organization (how many employees need).
3. Recruitment & selection employee (how many employees are attracted & select through some test).
4. Orienting & training new member of staffs (inform about organizations rules and regulations and also give them training).
5. Provide proper incentives and benefits.
6. Managing ways and salaries.
7. Appraising performance.
8. Building up employee relations & engagement.
9. Communicating. 
Importance of HRM:
1. To select the right employees for the organization.
2. To reduce employee turnover.
3. To ensure sound organizational environment.
4. To increase quality of work.
5. To motivate employees.
6. Managing any kind of conflict.
HR manager’s responsibility:
1. Placing the right person in the right job.
2. Starting new member of staffs in the business.
3. Training employees for the job that are new to them.
4. Improving the job performance of each person.
5. Interpreting the companies’ policies and procedures.
6. Controlling labor costs.
7. Developing the abilities of each person.
8. Protecting employees’ health and physical condition.
2.1 HR arrangement and Forecasting
If I say very simply, human resource always plan according to based on past but do this for future by forecasting. human Resource management is running all the community of the organization in such a way that a correlation could be maintain between top level-mid level and lower levels of an institute this is the main work as a hr. According to Mr. Jack Welch, “Every person who leaves goes on to represent your company. They can either be bad-mouth or praise.” Organization desires employee or worker to fulfill their mission and vision or company’s purpose according to company. For this reason, HR specialized use an unusual technique that starts with the very first method ‘Man Power Planning and Forecasting’. To get a job done and to get the job flawlessly done are 2 different things. All the companies at all times seek out for the 2nd one for the reason that they know that by taking 2nd one organization can get their desire outcome.
Moreover, for this reason, experienced HR specialized hire so that they can find the exactly candidates for the exact post and fill the existing place for the organization. However, manpower planning and forecasting help out us to find what arrangements the firm will have to block, and how to fill them. Manpower planning cover ups all future positions from preservation clerk to CEO. In case of filling human resource officials also call for to be very anxiety about overstaffed or understaffed issue. Every accomplishment leads to a feedback, so HR officials also need to be concerned about the existing employee satisfaction while employing. It is going to be easy for them to get the potential employee by taking interior recruitment. 
The most common Manpower planning approaches occupy the use of straightforward procedure like ratio analysis or trend analysis to estimation staffing needs foundation on sales protuberance and historical sales to Manpower relationships. The usual procedure is to anticipate revenues first and then calculate approximately the size of the staff required to accomplish this sales volume. 
An organization should always be prepared for any unanticipated intimidation. Human Resource Inventory provides the idea about the organization’s present capacity for a proper response of any unexpected intimidation.
2.2 Recruitment & Selection
Recruitment is the process of recruit people so that organization can get necessitate people. Over the past decade, researchers have stressed the fact that the recruiters should be more observant towards the first phase of the recruitment process as it can prove to be very crucial in terms of selecting the right people to do the job(Barber, 1998; Rynes, 1991). Barber (1998) argued that the initial phase of recruitment may be the most critical stage since individuals that do not apply are rarely exposed to the later, more interpersonally intensive, phases. Further, Boudreau and Rynes (1985) argued that if a firm can handle the pre-interview information then it can increase applicant awareness and interest in learning more about organizational offerings and can turn out to be a positive point to the economic utility of recruiting efforts. 
Recruitment is a continuous process of hire the employee/staff /worker to fill the vacancy as and when needed in a proper way within cost effective manner. Through recruitment process organization can identify the right person for the right position which is very important for any kind of business, organization. According to Edwin B. Flippo, “Recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organization”. So the authority simultaneously searches the candidate so that no vacant posts are fallen idle.
Selection
Tory Fashion maintain two way selection process; worker selection and staff, officers selection .both are different from each other. Worker selection is a continuous process, each and every worker those who are looking for job appear before the factory gate, after physical verification who are deserving among them are choose for final selection. Staff and officer are being selected through strong reference or any reliable source which to be most acceptable and much effective.
Although most employees do not use such an elaborate screening device, all employees put applicants through a selection process. The selection process is a series of specific steps used to decide which recruits should be hired. The process begins when recruits apply for employment and ends with the hiring decision. Recruiting & selection are combined and called the employment function in many HR departments. In a large HR department, the employment function is the responsibility of the employment manager. In a smaller department, the HR manager handles these duties. Employment is recurrently the primary reason for the department’s existence, since the selection process is central to the HR function.

2.3 Training 
Training is the procedure of acquiring people about the job. There are some writer’s opinions about training. According to Clinton O. Longenecker ,‘‘Training demonstrate the ways to better performance; unsuccessful training generates problems; training must be a managerial priority; managers have to create a system for training that is tied to actions that make sure valuable outcomes and educating workers to see the big picture is paramount’’ (Longenecker and Fink, 2005). He mentioned that in all the organizations, the people in charge of the employees is very enthusiastic to make training accessible to their people and construct it an unconditional requirement. By doing so, the company can accomplish great results and thus boost competitive advantage over the challenger firms. 
There is no doubt that managers at all levels of organizations roughly the world are under increasing stress to produce better results more rapidly rather than later. In this flash to increase performance, many business leaders and their organizations habitually overlook the competitive advantage to be gained by properly training and educating their workforces that they need to compete in a global market .And because of downsizing the significance of helpful training is increasing every day. As the recession has damaged almost all the country’s economy in the world the companies are looking to have fewer but resourceful employees. The explosion of technology in the workplace, empowerment, work teams, tight labor markets and often times, the lack of high quality graduates are ready to fill entry-level positions. Thus proving the fact is that training can come to use in a very crucial manner. Yet the high level managers have to go through a lot of hurdles to keep the training programs active. 
Staff and worker development is the key function of Tory Fashion as a specious garment grou , no alternative but training and development process, not only that from buyer side also very much conscious about worker and staff development. Every now and then buyer arranged training program in collaboration with Tory HR and Admin department.
Training refers to a planned effort of a company to facilitate employees the learning of job related knowledge, skills, or behavior or can say competencies. The goal of training efforts is for employees to master the knowledge, skills or ability emphasized by training programs and to apply it in organization day to day activities.
In garments sector training is a very crucial issue as the whole industry is very labor oriented. In Tory there is training centre where new recruits are trained and given proper instructions of how to carry out the operations and complete the order. It requires a lot of skill to carry out the operations and has to be fast to meet the deadlines. 
Good training always lessens boredom and frustration between supervisor and worker. Sometimes good training contributes to improved human relations and raise morale. The improvement in skills increase productivity and minimize turnover rate and employee get the chances for their own betterment. Through training Tory try to make employees more loyal towards the company. In market to much competition we see nowadays so, to make own place training is one of the strongest tool through which a person can be specialize.

Workplace learning and its benefits 
An employee always learns from the workplace and the benefits of learning they can use always. A firm owner of a clothing enterprise commented, they manufacture very good quality garments products both for the domestic market and the international market and it is important that their employees have to acquire advanced technical skills so that they can operate all the machinery they have. unluckily, the quality of vocational education and training in India is not up to the mark, so to avoid any skill shortages the worker is trained at the workplace. Of the small firm owners, 19 further argued that workplace training is crucial to the competitiveness of their firms as it facilitates the introduction of new technology. The owner of a clothing firm also added, most of their machine operators carry out inspections to check whether their machines need repairs or adjustments. Workplace training plays a role to educate them to adapt to new ideas in their work, which in turn gives them the opportunity to invest in advanced equipment. Moreover, in order to stay productive and efficient, workers must be kept motivated. Noe (1986) described motivation as a transfer of the trainee's desire to use the knowledge and skills mastered in the training and development program on the job. Below, five critical elements are identified which persuade the transfer of training process by moving the employee's motivation to transfer the newly acquired skills and knowledge to the actual job setting.
2.4 Benefit and compensation
 As an organization always tries to increase the earning, the employees also wants to earn benefit. This particular aspect of a job probably holds more appeal than anything else, and has the greatest impact on whether employees stay or leave. All over the world, majority of the employees work for the purpose of supporting themselves and their family financially. Therefore, this is undoubtedly the most important factor affecting job satisfaction. Benefits are always a great way to motivate the employees. In terms of HR it actually means to pay the job holders for doing their job. Compensation also covers the aspects of intangible benefits such as holiday benefits, payment appraisals, bonuses etc. Compensation works as an antidote because it is employee right they try hard for this.
2.5 Succession Planning 
· Try to categorize key positions and also consider the size of business, growth of potential, complexity of the organization etc.
· For selected positions have to construct success profile
· Appraise succession planning process in terms of readiness, individual competences versus success profile, prioritization and examine the gaps. 
· Have to classify and originate action plan to shut the gap.
2.6 Retention
Organizations have to retain their existing employee because through this they can reduce the cost. We can see already labor markets have been tightening over the past decade, and replacement costs connected with filling vacancies have been escalation upward for years. It can turn out to be very expensive if there are high rates of turnover as recruitment is very costly and time consuming.
The turnover rates of any company can be taken into account to compare its progress in the future performance with the past performance. In Tory Fashion the turnover rate isn’t that high and it is not a matter of concern. Retention problems can affect the financial status of a company if goes unnoticed for long. It’s good that Tory Fashion does not have to face the problem.
2.7 Performance appraisal
Performance management is a process for establishing a shared understanding about what is to be achieved and how it is to be achieved. An approach to managing people which increase the probability of job related success. Organizations have to measure performance of employee so that they can identify which employee is doing well and which is doing badly. Performance Appraisal information is used to find out whether an employee requires additional training and development. Deficiencies in performance may be due to inadequate knowledge or skills. Performance appraisal helps a manager to find out whether he needs additional training for improving his current job performance. 
Similarly, if the performance appraisal results show that one can perform well in a higher position, then he got the training for the higher level position. Most employees are very interested in knowing how well they are doing at present and how they can do better in a future. They want this information to improve their performance in order to get promotions and merit pay. Proper performance feedback can improve the employee future performance. It also gives them satisfaction and at a time gets motivation which is very vital for employees and workers.
2.8 Compensation systems
There is an obvious relationship between performance measurement and compensation system. Compensation is a key factor in attracting and keeping best employees and ensuring that organization has the competitive edge in an increasingly competitive world. When compensation and reward system managed correctly, it helps the organization achieve its objective and obtain, maintain and retain a productive workplace. Because of performance management system practices properly an employee can get incentives and rewards on a fair and equal basis. Compensation and reward decisions are likely to be arbitrary in the absence of good performance management system. So to get a proper compensation an employee has to prove his performance in the workplace. Proper compensation always works as a motivation but for these employees have to work hard otherwise organization will not provide proper compensation.  
2.9 Change management 
Organizations rules and procedures have to change according to the goal. So when they make any kind of new changes they always give training to adapt with the changes otherwise employee face problems.
Our surrounding is changing always because of political effects, economical effects, technological effects, so change is inevitable. When any new rules and regulation come organization culture have to change, when any new machinery came some changes always came, and technology always changing so organizations have keep pace with these changes otherwise can’t survive with the competitors. When any new changes come then definitely some development will occur. Like when new software Tory brings then employees have to take training through these training their development is certain. Every organization when brings any changes employee become frustrated but after getting the training they will understand that the changes is for their betterment.
An organizational change is very essential to survive in this competent market otherwise company can’t compete with the competitors. With the flow of time, organizations are required to acquire new strategies based on demand of the market. Usually employee does not like any changes some tries to cope up with the changes but some wants to avoid the changes. Employee needs time to understand the changes to understand the benefit of changes then they will accept the changes. To initiate any change a responsible leader will be needed for 3 reasons-
1. A leader will tell everybody why the changes are essential.
2. The changes will be articulate by leader.
3. Implementation of changes should be linked by means of the vision.
2.10 Employee development and training 
Staff and worker progress is the key purpose of Tory Fashion as a specious garment group, no alternative but training and development process, not only that from buyer side also very much conscious about worker and staff development. Every now and then buyer arranged training program in collaboration with Tory HR and Admin department.
Training refers to a planned effort of a company to facilitate employees the learning of job related knowledge, skills, or behavior or can say competencies. The goal of training efforts is for employees to master the knowledge, skills or ability emphasized by training programs and to apply it in organization day to day activities.
In garments sector training is a very crucial issue as the whole industry is very labor oriented. In Tory there is training centre where new recruits are trained and given proper instructions of how to carry out the operations and complete the order. It requires a lot of skill to carry out the operations and has to be fast to meet the deadlines. 
In TFWL, HRD is vigorously working on the uninterrupted training; improvement and comforts of it’s member. Both in house and outside business training of employees are associated and ongoing process. For continuous monitoring and development a highly scientific participatory Performance Management System (PMS) in use for assessing employee need and apprising them once in each quarter of the year.
Good training all the time lessens boredom and frustration stuck between supervisor and worker. Sometimes good training contributes to improved human relationships and lift up self-esteem. The improvement in skills increase productivity and minimize turnover rate and employee get the chances for their own betterment. Through training Tory try to make employees more loyal towards the company. In market to much competition we see nowadays so, to make own place training is one of the strongest tool through which a person can be specialize.
Training also helps ambitious employees to build their own career. Training is a leadership activity, which prepare individuals for their own future opportunities and on the other hand, it increases customer satisfaction.
2.11 Work Environment
Work environment is a vital issue for employee and also for workers because if the environment is not suitable with that individual person then they cannot work. Work environment is the key aspect of Tory Fashion and they always try to keep attention to maintain the utmost friendly being here work together with both male and female worker, staff and officer. All kinds of compliance related issues Tory Fashion strictly follow, such as amiable relationship of the employee to each other, they always do the job with satisfaction, and try to communicate top to bottom of workforce and make available them motivation for smooth operation. In this era of globalization where there can be mixed culture in a company the work environment is quite important. The employee relationships can affect the company’s performance. As most people spend a significant part of their day working, the environment of their workplace is also a very important factor affecting their job satisfaction. Job environment includes physical aspects of the workplace like working conditions, availability of resources as well as coworker’s behavior, politics etc. 
Some changes of patterns have been witnessed during the research in this direction due to the major upheavals during the crucial steps of downsizing. Dougherty & Bowman (1995) said that during such periods organizations appear to experience lack of communication in many levels (even though communication appears to be particularly important at these times. Similarly, downsizing organizations appear to suffer a deterioration of trust (Buch & Aldrige, 1991) and an increase in uncertainty. 
Work environment is always a major in terms of labor intensive industries as there are lots of workers working together in a single unit. If the working environment is not properly handled then it can lead to chaos and cause a lot of problems for the company.
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3.1 Company Profile:
Tory Fashion Wear is a sister concern of Textown Group and it is a manufacturing garments. Textown GROUP gives a total assurance to its products and customers that have helped it grow from a knit fabric manufacturer to a composite and garment manufacturer. Textown Limited is a pioneer in introducing European technology in knit fabric manufacturing in this country. There are three garments unit under this group these are 1. Tory Fashion Wear Ltd. Which started at 2009 its Capacity 3 million pcs/Year 2? Textown Ltd (Composite sKnit Garments) It started and journey at June 2004.Now its capacity is 11.86 million pcs/Year. 3. Ornate Knit Garments Industries Ltd which started at 1990 its capacity is 3.7 million pcs/Year and With the addition of one knitting factory having over 25 machines, one dyeing & Finishing  factory having over 28 machines and three garments manufacturing units having over 1150 sewing and cutting machine and 206 finishing machines, with capacity about 18.56 millions pcs. of T-Shirt, Polo Shirts, Shorts, Tank top, Ladies and Kids of all designs per Year.
Other sister concern of these Group is Teximage Ltd. (Print, Embroidery, Washing & Accessories) which started at December 5, 2005.
We are in a position to serve the ultimate users to their satisfaction. We may not be so large if the capacities are considered but our commitment to quality and adaptability to the ever-changing customer demand is our strength. It has consisted of seven units. They are:
Group Composition	: 
Tory Fashion Wear Ltd. 
Textown Ltd.				
Ornate Knit Garments Industries Ltd.
Teximage Ltd.	
Tory Fashion was established in 2009 at katgora in Savar, Dhaka for meeting the demand of good quality garments worldwide. The unit started operations in 2007 and its production capacity fulfilled the expectations of the management and proved as a successful venture. At early years Tory Fashion garments had to pass very difficult time. It still exists only for its honesty, integrity, moral scruples and for its business ethics. And for that reason now this organization is in a successful and stable situation in the subsequent years.
This organization is also adapting some important policies like getting official approval of ISO Quality Standard practices, ensuring total compliance of various Code of Conduct requirements of prestigious buyers across the world, prioritizing the need for creation of ideal work conditions for the workers and ensuring proper health care & safety for them. Tory Fashion garments never miss to meet future challenges. This organization always tries to give its best to achieve professional competence and reliability.
It always tries to give something better than its customer’s expectation. For this reason it’s not only treated as a trusted supplier of readymade garments but also as a caring partner toward all its buyers and customers.
Tory Fashion Ltd, is a garments industry, It has been operating its activities in Bangladesh since 2009.In order to   identify  the different  activities that are performed by Tory Fashion garments, which plays a vital role in our economic development, this research has been intended to be conducted by us for acquiring knowledge of garment industry. In general  Tory Fashion garments has  always tried to meet the buyer expectation to do business smoothly and  to seek  better position in the garments industry This research project has been adopted to identify each of the activities of  its operation and how it has  build up  customer satisfaction & retained  its customer  by  ensuring better  quality. Tory Fashion Limited Garment Division is the BSCI Certified Company.

Factory Address
	Head Office
	House # 374, Road # 28
New D.O.H.S, Mohakhali
Dhaka- 1206, Bangladesh
Tel: 88-02-8858671-2
Fax: 88-02-8821822 
E – Mail: okgil@textowngroup.com
WeB:  www.textowngroup.com

	Factory - 1: Tory Fashion Wear Ltd.
	Dag # 439, Dhour, Thana Road, Turag, Uttara, Dhaka,Bangladesh.
E-Mail:Tory@textowngroup.com , khandaker@textowngroup.com
Nature of project: 100% Export Oriented Knit Garments Industry
Year of establishment: June 2009


	Factory - 2: Textown Ltd.

	Dewan Idris road Bara Rangamatia, Ashulia, Savar, Dhaka, Bangladesh
Tel: 88-02-7791219-21, 88-02-7791773
Fax: 88-02-7792140
E – Mail: mahinda@textowngroup.com
Nature of project: 100% Export Oriented Composite Knit Garments Industry
Year of establishment: June 2004


	Factory - 3:  Ornate Knit Garments Industries Ltd.
	Dewan Idris road Bara Rangamatia, Ashulia, Savar, Dhaka, Bangladesh
Tel: 88-02-9004916, 88-02-7791773
Fax: 88-02-7792140
E – Mail: mahinda@textowngroup.com
Nature of project:  100% Export Oriented Knit Garments Industry
Year of establishment	:  June 1990


	Factory – 4 :  Teximage Ltd

	Dewan Idris road Bara Rangamatia, Ashulia, Savar, Dhaka, Bangladesh
Tel: 88-02-7791219-21, 88-02-7791773
Fax: 88-02-7792140
E – Mail: mahinda@textowngroup.com
Nature of project:  Print & Embroidery 
Year of establishment	:  June 1990
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3.2 General information of Tory Fashion Wear Ltd:
	No.
	Title
	Details

	1
	Factory Name
	Tory Fashion Wear Ltd

	2
	General Manager
	Md. Hossain Khandaker

	3
	Year Established
	2009

	4
	No. of Total Building
	01

	5
	Business Type

	100% Export Oriented Industry


	6
	Major Customers
	Police, H&M,Hagger, Tom Tailor, BHS, Lands End.Trrr,Atta,Bonmax

	7
	Product Types
	T- Shirt

	8
	Factory location
	Dag-439,Turag,Uttara, Dhaka-1206

	9
	Number of Employees
	2000+

	10
	Total Floor Area: 


	136142 square feet

	11
	No. of Sewing Lines
	16

	12
	Annual Volume: 
	USD 10,000,000.00


	13
	Certificates

	BSCI, WRAP and Alliance, SEDEX certified


	14
	Ownership Type
	Corporation Limited Liability Company


	15
	Export Percentage
	100%

	16
	Production Lead Time
	60-90 days

	17
	Production Per Year
	1,000,000 pcs.

	18
	Number of shift
	One shift, 8 am to 5.00 pm

	19
	Language 
	Bangla, English
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3.3 Vision and Mission of the organization:
	
Vision




Gradually expand the Company to reach a level that provides sustainable growth opportunities for the Company and its employees and create a skilled workforce for the Company as well as garment industry as a whole.












Mission




The mission of Tory Fashion garments is to survive in Garments sector by the assurance of customer satisfaction through better quality & services. Tory Fashion garments differ from other garments manufacturer because it gives priority to achieve 100 percent customer satisfaction. From sample making, order placing, production, to post production service, it is dedicated to ensure customers receipt of the highest quality of the production and service.



















3.4 Total Manpower Chart
	Sl No
	Department
	Section
	Total Manpower
	Male
	Female

	1
	Administration
	Security
	20
	17
	3

	2
	Production
	Cutting
	60
	48
	12

	
	
	Sample
	64
	64
	0

	
	
	Bartack
	100
	65
	35

	3
	Commercial
	Commercial
	1
	1
	0

	4
	H.R.D
	H.R.D
	9
	6
	          3

	5
	Store
	Store
	10
	8
	2

	
	
	Finishing
	97
	91
	4

	6
	Quality
	Sewing
	111
	105
	6

	7
	Sewing
	Line A – P
	1835
	318
	1015

	8
	Cleaner
	Cleaner
	27
	6
	21

	9
	M.T
	M.T
	15
	14
	1

	
	
	Electrician
	11
	11
	0

	10
	Office
	Merchandising
	5
	5
	0

	
	
	Medical
	1
	0
	1

	
	
	Driving
	2
	2
	0

	
	
	Office Asst.
	3
	2
	1

	11
	Finishing
	Folding
	28
	15
	13

	
	
	Finishing ( M )
	91
	89
	2

	
	
	Finishing ( F )
	98
	1
	97

	
	
	Packing
	12
	12
	0

	
	
	Button Operator
	39
	18
	21

	
	
	Iron
	52
	52
	0

	                            Total
	2270
	1021
	1247
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3.5 Organizational Structure:
CEO




General Manager




Commercial Department


Account Department


HRD and Compliance Manager


Marketing Manager


Factory Manager





Merchandiser Manager

AQL


AP Manager


P. Manager


QC Manager




	
Import


Export



Trainee Merchandiser


SR. Merchandiser


JR. Merchandiser





Compliance officer


Welfare officer


JR. HR officer


SR. HR officer






Figure No # 1 Organizational Structure of TORY FASHION WEAR LTD




3.6 Board of Director:
Like the other entire local factory, Tory Fashion has a conventional organizational structure. A corporate body conducts a meeting on a weekly basis; the committee is called the Executive Committee. The committee includes Managing Director, Director, Merchandising Manager, Marketing Manager, Admin Manager, Production Manager, Security Manager and the group of QC and Designer, Managing Director (MD), and Marketing Manager. This executive committee approves the various proposals brought by the management prior to implementation. All the proposals are placed to the committee through the Managing Director of the factory.
	Name
	Position
	Nationality

	Mr. Mahindra
	CEO
	Srilanka

	Md. Hossain Khandaker
	General Manager
	Bangladeshi

	Sarder Murad
	Production Manager
	Bangladeshi

	Sandy Sarker
	Merchandising Manager
	Bangladeshi

	Md. Shafiqul Islam
	HRD Manager
	Bangladeshi

	Md. Shafiqul Islam
	Admin Manager
	Bangladeshi

	Md. Fahim Islam
	Commercial Manager
	Bangladeshi

	William Chonchol Das
	Accounts Manager
	Bangladeshi

	Md. Wahidujjaman
	IE Manager
	Bangladeshi
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3.7 Departments of Tory Fashion Wear Ltd:
Accounts Department (AD)



· Financial planning, budget preparation and monitoring
· Payment of salary
· Controlling inter-company transaction
· Disbursement of bills
· Preparation of financial reports and annual reports
· Preparation/Review of returns and statements
· Maintenance of Provident Fund, Gratuity, Superannuation Fund
· Reconciliation

Merchandising Department



· Agency arrangement 
· Collect International buyer 
· Communicate with supplier 
· Arrange raw materials, instruments
HR Department (HRD)



· Recruiting
· Training and development
· Compensation, employee benefit, leaves and service rules program and up gradation
· Placement and performance appraisal of employees
· Preparing related reports
· Reporting to the Executive Committee/ Board on related matters
· Promotional campaign and
· Press release
Commercial Department



· Controlling different functions of the company and search for location for expansion
· Conducting internal audit and inspection both regularly and suddenly
· Ensuring compliance with commerce ministry, monitoring commerce ministry’s inspection and external audit report.
Board of Department (BD)




· Maintenance of different Board affairs
· Forwarding different memos to the Board of Directors / Executive Committee
· Administration of company’s’ share related affairs like issuance, providing coupons, right share issuance etc.
Store Department (SD)



The store officer is plays a vital role because he maintaining the broken needles record and he is the only one person who will issue the needles and receive the broken needles from the operators. We maintain a register book section-wise for these broken needles.
Marketing & Outreach Department (MOD)



· New product development and marketing analysis on financial services
· Mass media, event management and protocol
· Liability marketing
· Improvement of policies and strategies

Principle of garments industry:
· To deal fairly, openly and honestly with all employees, customers, and suppliers, buyers
· To combat corruption whenever and wherever it occurs
· To value and support each other contribution
· To obtain the best value from the resources available
· To ensure equality of opportunity for all and discrimination whenever or wherever it occurs.
3.8 Sales Process:
Tory Fashion has their own way to sales their products. Tory Fashion has their own sample room where marketing people and merchandiser are talking with their buyer about sample of product. Buyer provides their sample pants and gives full specification of that then they ask to the merchandiser to make that sample. On the basis of given sample by the buyer merchandiser take required step to make few sample and show to the buyer. If buyer thinks that it is ok according to the specification sheet then they ask to give pre production or size set sample. If buyer thinks that sample has to rectify then they ask for that. When buyer thinks that sample is alright then they ask for the price and merchandiser setting the overall cost of that and show to the buyer. Sometimes buyers are non verbal English for those they have people who will translate into their language. When both parties come to the point that price acceptable for the both parties then buyer ask for the production. After production the products will go for shipment because Tory Fashion exports their maximum products.

3.9 Workers Responsibilities:
1. Be present at punctuality in the workplace.
2. Employees have to abide by the rules and regulations.
3. Participation at production process to achieve the targets.
4. Have to keep workplace neat and clean.
5. Have to use identity card and uniform. 
6. Have to abide by supervisor and management instructions.
7. Always have to clean the machine before starting operation.
8. No absence from workplace without taking permission.
9. Have to use mask when work in the floor.
10. Have to behave nicely with each of the employees. 


3.10 Garments Materials:
In a garments industry though they works to make cloths but they have huge materials some of the names are given below:
	· Button
	· Zipper Puller

	· Buckle
	· Needle Punch

	· Bead
	· Padding

	· Nylon Tape
	· String

	· Hang Tag
	· Stopper

	· Elastic Band
	· Piping Code

	· Washer
	· Reflective Tape

	· Zipper
	· Label

	· Snap Button
	· Hook/ Loop
















Chapter-4 
HR Related Activities of Tory Fashion Wear Ltd.




















4.1 Job Responsibilities:
During my internship though I wanted to gather knowledge about each and every activity of the company but at the same time they assigned 	me some duties so that I can have some practical knowledge related to my academic, which I found very attractive and stimulating and also challenging. As a HR executive I have to take care many more things among them some of the job what I have done in the organization is given below:

Worker Assessment: Most of the companies have to face worker turnover problem considering them as the core problem, due to solve this company needs to be appointed worker as daily basis. But the assessment made by the company’s HR department through making verbal interview to verify the produced or given statement either is true or false; and also in case of previous experience and educational background too. After keeping the assessment record, finally send them to medical department for check up.

Posting Information: After successful completion of verbal interview and duly get over the medical checkup all the information of worker needs to be stored for future at official data bank named EMS (Employee Management Software). The other mandatory factor is to keep the service book of worker which contains the related personal information that may be used for future course of action.

Leave Calculation: Those employees take leave their information will be stored and the workers leave will also be calculated properly. Workers maternity leave will also have done.

Preparing absenteeism list: This is a list form where the numerical information can get about the worker, like percentage and number of male and female workers, absent worker, department wise number of workers etc. about each and every particular day is stored.

4.2 Skills I have gained:
In my internship period, I face real life scenario of HR functions in an organization. For most of the students internship program is the first corporate exposure. Here students can learn many things how to behave a corporate office, what to do and how to do, how the corporate things carry out, how to handle the crucial decisions. Here students can learn how to cope up a corporate culture because it is totally different experience what they gain and it will help them to go more successful in others job because most of the corporate culture is same though sometimes it is different because of company policy. Every organization have their own culture, it is vary from organization to organization. Corporate culture teaches us how to be in formal attire whole day and how to work under so tremendous pressure. It was my first working experience in corporate culture and I was bound to know many things regarding HR activities.
The first and most important thing that I become skillful while I was working in Tory at computer because I have to work in computer a lot such as, I have to make policies, salary sheets so I have to use MS Excel and MS Word. As a result my typing speed increase and I got to get the chance to work in Excel which is very crucial and I am glad that I have learned this things. Previously I did not have enough awareness about Excel as I did not much work on it. I learnt the other function of sorting data in different ways. It is one of the most important skills in current workplace at Bangladesh.
I learnt how to right memos, and letters to different issues in different departments. I worked with MD. Shafiqul Islam and Ms. Jhumi they always guided me, instruct me and informed me about employee engagement and activities.
In my internship period I am not only learnt about the corporate culture rather I got to know about the in depth HR activities what organizations follow and as I am doing my internship in Garments sector so I got to know many more new things which will increase my knowledge.





4.3 Analysis Part:
In Tory Fashion Wear I found that HR department is divided in 2 sections which is describes below:
HR and admin: Human Resource are often responsible for administrative task, including maintaining employee records, administering benefit and payroll, identify the training need, file documentation, recruitment and selection.
Compliance: Compliance oriented and strategic duties. For instance, tax reporting and other documentation required by government regulations, training arrange, audit, floor maintaining, policy, compensation, employee benefit.
	                  HR Activities of  Tory Fashion Wear Ltd





Figure No- 2#The activities of Human Resource Management

4.3.1 Recruitment & Selection:
Recruitment is a continuous process of hire the employee/staff /worker to fill the vacancy as and when needed in a proper way within cost effective manner. Through recruitment process organization can identify the right person for the right position which is very important for any kind of business, organization. According to Edwin B. Flippo, “Recruitment is the process of searching the candidates for employment and stimulating them to apply for jobs in the organization”. So the authority simultaneously searches the candidate so that no vacant posts are fallen idle.

Source of Recruitment
1. Internal
2. External
[bookmark: _Toc4657774](A) Internal Sources
[bookmark: bookmark330]Best employees can be found within the organization
The Internal Sources Are Given Below
1. Transfers
Transfer of employees is normal phenomenon of an organization the organization needs to transfer to disseminate expertise of employees from one unit to other in same categories. To promote the employees activities with best performance may be transferred as great reward. On the other hand, it can be happened in case of punishment purpose those who deny or violate rules and procedures of the company/ organization.
2. Promotions 
Promotion is a continuous process which is consider as a incentive tools to motivate the employees that leads to career development and acceptance as a very good employee. Every person expects to get the higher position from where he starts job and to the next position have to availed. So after certain interval through promotion; company protect staff switchover any other else.	
3. Present Employees
A) The present employees of a concern are informed about likely vacant positions. The employees recommend their relations or persons intimately known to them. Management is relieved of looking out prospective candidates. Management can search the desired and reliable deserving person from internal sources like this.
[bookmark: bookmark332][bookmark: _Toc4657775]B) External Sources
All organizations have to use external sources for recruitment to higher positions when existing employees are not suitable. More persons are needed when expansions are undertaken.
The external sources are discussed below 
Methods of External Sources 
1. Advertisement
Advertisement is the widely accepted way of mass recruitment throughout the world. In modern age, now the internet arena have a major role to fulfill the requirement of authority and as well as employees. Mass media like television make also a great role in this regard it is a method of recruitment frequently used for skilled workers, clerical and higher staff. Advertisement can be given in newspapers and professional journals. These advertisements attract applicants in large number of highly variable quality.
2. Employment Exchanges
The job-seekers and job-givers are brought into contact by the employment exchanges. For unskilled, semi-skilled, skilled, clerical posts etc., it is often used as a source of recruitment. In certain cases it has been made obligatory for the business concerns to notify their vacancies to the employment exchange. In the past, employers used to turn to these agencies only as a last resort. Basically, there is no cluster in the job market in our country, different company and organization collect their employee scatter in own way. There is several government platform to recruit govt. employees like Public Service Commission (PSC), and Inter Services Selection Board (ISSB) for army recruitment. In private sector, BD Jobs, Prothom Alo Jobs and some other jobs platforms are making great contribution to the job seeker and also making bridge together with employer-employee.
3. Schools, Colleges and Universities
Direct recruitment from educational institutions for certain jobs (i.e. placement) which require technical or professional qualification has become a common practice. A close liaison between the company and educational institutions helps in getting suitable candidates. Usually, part-time job seeker can avail the opportunity to have a job on certain conditions be fulfilled , most of them are student in particular male and female from which they meet their educational expenditure by means of extra earning. 
4. Recommendation of Existing Employees
The present employees know both the company and the candidate being recommended. Tory Fashion Wear Ltd encourages their existing employees to assist them in getting applications from persons who are known to them.
In certain cases rewards may also be given if candidates recommended by them are actually selected by the company. If recommendation leads to favoritism, it will impair the morale of employees. Tory Fashion recruit required worker or any employee through proper judgment with strong recommendation of very much reliable existing employee, if any false recommendation may have to face departmental action.
5. Casual Callers
Those personnel who casually come to the company for employment may also be considered for the vacant post. Many unemployed communicate with the company directly, physically conversation with proper authority for prospective post. Worker recruitments done physically by each and every first week of the month for replacement in case of drop out or for migration.
6. Former Employees
In Tory Fashion Wear Ltd, in case employees have been laid off or have left the factory at their own, they may be taken back if they are interested in joining the concern (provided their record is good).Basically, those who are left the company in systematic way of maintaining procedure of the company and were their performance in good book , only they can get back further by special approval of supreme authority. 
Mode of Employment of Tory Fashion Wear Ltd
1. Full time
2. Part Time
3. Contractual
4. Internship
Employee Recruitment Policy:
· No discrimination in gender, color or sex or religion
· Emphasize the need for job analysis
· Fair judgment for all employee
· Respect for individuals
· Adjustable or flexible enough to meet the changing needs of the organization

Recruitment Procedures of Tory Fashion Wear Ltd:
· Advertise all vacancies internally.
· Reply to every job applicant promptly.
· Inform job applicants the basic details and job conditions of every job advertised.
· Seek candidates on the basis of their qualifications.
· Aim to ensure that every person invited for interview will be given a fair and thorough hearing.
· Do not recruit any employee who is less than 18 years old.
· Procure applications from the suitable candidates.
· Segregate the application’s as per criteria.
· Management level employee recruited through BD jobs.
· Contractual employees to be recruited from home and abroad.

Job specification
1. Educational qualification
2. Skill
3. Experience
4. Physical fitness
5. Adult
6. No prison labor

Selection
Tory Fashion maintain two way selection process; worker selection and staff, officers selection .both are different from each other. Worker selection is a continuous process, each and every worker those who are looking for job appear before the factory gate, after physical verification who are deserving among them are choose for final selection. Staff and officer are being selected through strong reference or any reliable source which to be most acceptable and much effective.
Although most employees do not use such an elaborate screening device, all employees put applicants through a selection process. The selection process is a series of specific steps used to decide which recruits should be hired. The process begins when recruits apply for employment and ends with the hiring decision. Recruiting & selection are combined and called the employment function in many HR departments. In a large HR department, the employment function is the responsibility of the employment manager. In a smaller department, the HR manager handles these duties. Employment is recurrently the primary reason for the department’s existence, since the selection process is central to the HR function.
These 3 months internship was directly involved and participative in all type of HR activities and some of them as well as the selecting activities. Tory Fashion conducts and follows some steps. Below are few steps they follow –
1. Recognizing vacancies & the need of employee -
The process starts with the realization that they need more people in certain positions. When they find any vacancy, first they see if they can fill it with existing employees or not. Filling with existing employees means overtime, job rotation, dividing works, providing additional works etc. But most of the time it is not possible to fill up with existing employees, so they have to go for further steps.
2.Preparing Job Description -
JD contains all the responsibilities and requirements that the employee will perform if h/she will be selected. It includes working days and hours, salary, bonus, other facilities etc. In requirement part education, experience or work related requirements are given. The recruiter tries to make the JD as per the job requirements and to attract best suitable candidates. For some job post they attach Google Form with the JD. 
3. Job posting –
In case of job posting they use different channels such as bikroy.com, linked in, facebook, bd jobs etc. Channels depend on type of job and previous response experience. During the internship period some recruitment were observed very closely, for example Store Associate, Store Manager and Customer relationship officer and content writer. For store associate and store manager they post the job only in bikroy.com. They didn’t use any Google Form for this post. For customer relationship officer and content writer they post the job in their website and facebook and for these two posts they attach Google Form with JD.
4. Short listing candidates –
After getting responses they shortlist candidates for interview. Most of the cases they short list candidates based on their experiences, extracurricular activities, their current location etc. They don’t put much emphasis on academic results. Almost every job requires filling up Google Form where they put some questions to find out best suitable person through the answers. After short listing the candidates they call them for written test or interviews.
5. Written test/ Interview –
For intern recruitment they take written test, otherwise they go for direct interviews. Sometimes they take 2 step interviews. They call 9/10 people for interviews for a certain post where there might be 1/2 vacancies available. 
6. Confirming job & Joining email –
After the interview finally they select 1 or 2 within a week and confirm the job over phone. If the candidate also agrees to join then they send a joining email mentioning joining date and employment contract paper. Later after joining they provide the hardcopy of the contract paper.

	

    Person Specification
     Job Description

	Single Recruitment Specification



Identify Suitable Candidates


Written Test


Interview


Reference Check


Medical Examination

Final Selection, Placement & Induction




               Figure No- 3 #Recruitment & Selection Process of Tory Fashion Wear Ltd


4.3.2 Training & Development:
Staff and worker development is the key function of Tory Fashion as a specious garment group , no alternative but training and development process, not only that from buyer side also very much conscious about worker and staff development. Every now and then buyer arranged training program in collaboration with Tory HR and Admin department.
Training refers to a planned effort of a company to facilitate employees the learning of job related knowledge, skills, or behavior or can say competencies. The goal of training efforts is for employees to master the knowledge, skills or ability emphasized by training programs and to apply it in organization day to day activities.
In garments sector training is a very crucial issue as the whole industry is very labor oriented. In Tory there is training centre where new recruits are trained and given proper instructions of how to carry out the operations and complete the order. It requires a lot of skill to carry out the operations and has to be fast to meet the deadlines. 
In TFWL, HRD is vigorously working on the continuous training; development and comforts of it’s member. Both in house and outside organization training of employees are associated and ongoing process. For continuous monitoring and development a highly scientific participatory Performance Management System (PMS) in use for assessing employee need and apprising them once in each quarter of the year.
Good training always lessens boredom and frustration between supervisor and worker. Sometimes good training contributes to improved human relations and raise morale. The improvement in skills increase productivity and minimize turnover rate and employee get the chances for their own betterment. Through training Tory try to make employees more loyal towards the company. In market to much competition we see nowadays so, to make own place training is one of the strongest tool through which a person can be specialize.
Training also helps ambitious employees to build their own career. Training is a leadership activity, which prepare individuals for their own future opportunities and on the other hand, it increases customer satisfaction.

Training Method of Tory:
[bookmark: _Toc4657776]A. On-the-job training Methods
The most widely used training methods take place on the job. The popularity of this method can be attributed to their simplicity and the impression that they are less costly to operate. On the job training places the employees in actual work situations and makes they appear to be immediately productive. It is learning by doing. For jobs that either are difficult to simulate or can be learned quickly by watching and doing, on the job training makes sense. Under these methods new or inexperienced employees learn through observing peers or managers performing the job and trying to imitate their behavior Medical Training and Fire Fighting Training are very important of on-the-job training for Tory Fashion that lead the factory to risk coverage from any danger like fire and safety. Motivational and Social Orientation is also included and on-going process to be held by monthly, quarterly .and if necessary. Besides this, any other extra buyer recommended training and workshop held as and when necessary.

                 Figure No-4 #Types of on the job training of Tory Fashion Wear


1. Job Rotation:
The practices of moving employees between different tasks to promote experience in variety sector it is called job rotation. It is a systematic method for preventing job boredom and burnout. 


		Figure No-5 #Job rotation 
There are 2 types of job rotation- 1.Vertical 2. Horizontal
In TFWL they follow both vertical and also horizontal.
Vertical job rotation: By vertical job rotation employee can get the on the job training. The job will be rotate on the basis of performance and length of service. This job is more difficult because the responsibilities changes consecutively. Every employee in Tory has to go through this vertical job rotation. In this rotation single skill will be developed.
Horizontal job rotation: When Tory needs outstanding performer then this rotation will occur. Here employee will develop multi skill because they have to do multi task.

2. Orientation:
Orientation is process of training by which let them know acquainted about the organizational rules, regulation and procedures. If orientation period will be good then start up cost will be minimize and the chance of confirmation will also be increase. Tory Fashion Wear gives their employee this kind of training.
Tory is conducted for all new employees, workers. In this training trainer provide information about company, company policy, salary policy, working policy, promotion, facilities, punishment procedures, benefits, other facilities and many more. After basic orientation each worker gets their working instrument and other related accessories to work done.
3. Job Instruction Training:
A systematic approach by instructing employee to give them training. It is kind of on-the-job training which is consisting of four basic steps what Tory follows-
i. Preparing the trainees by telling them about the job and overcoming their uncertainties;
ii. Presenting the instruction, giving essential information in a clear manner;
iii. Having the trainees try out the job or demonstrate their understanding;
iv. Placing the workers in the job. On their own, with a designated resource person to call upon should they need assistance. 
4. Apprenticeship:
Apprenticeship is a system of training a new generation of practitioners of a skill. This method of training is in vogue in those trades, crafts and technical fields in which a long period is required for gaining proficiency. The trainees serve as apprentices to experts for long periods. They have to work in direct association with and also under the direct supervision of their masters. Tory follows this method of training. Any new employee appointed for three month as apprentice or trainee on probation. After successful completion of the ascertained period can get permanency for continuation the designated job. If the performance become not satisfactory up to the given standard may dismiss or may be extended for extra time duration fixed by the supreme authority.
5. Mentoring:
Tory focuses on their training is on the development of attitude, they used for managerial employees. Mentoring is always done by senior of the organization. It is a one to one interaction process lead by a senior personnel designated as Deputy General Manager (DGM) HR Admin and Compliance. Mentor always to keen observation of the situation of factory, worker attitude and overall environment so that it protects any undue situation may not arise in future.
6. Committee Assignments:
To smooth run of the factory Tory forms various committees with the higher level of people.
Tory done this type of training when they really need. Under this training group of trainee are given and asked to solve an actual organizational problem. The trainees solve the problem jointly, it develops team work.
B. Off-the-job Training Methods:
Off the job training methods are conducted in separate from job environment, study material are supplied, there is full concentration of learning rather than performing. This type of training is considered as an effective method of training.

	Figure No- 6#Types of Off the Job Training


1. Lectures and Conferences:
Lectures and conferences are the traditional and direct method of instruction. Every training programs start with a lectures and conferences. It is a verbal presentation for employees in front of all. Lectures and conferences are most common and cheap method of training. Tory uses this training.
2. Vestibule Training:
As Tory is a garments industry so new machineries have to use them time to time for this kind of technological training will be given by this method. So that they could easily operate the machine.
3. Role Playing:
Role playing training is a technique in which the trainees act out the part of people in a realistic management solution. Each trainee takes the role of a person affected by an issue and studies the impacts of the issues on human life and/or the effects of human activities on the world around us from the perspective of that person.
4. Case Study:
When practical problem solve in an artificial situation to take a quick decision is called case analysis.
Other kinds of training conducted by Tory Fashion Wear Ltd.
1. Risk Assessment Training:
· Isa mark should be free
· Main gate should be free from crowded
· Materials keep in the specific right box
· Cartoon box should keep in well position
· Do not work beside exhaust fan
· Fire hose pipe should be well maintained
[image: ][image: C:\Users\Jabed\Desktop\Interny photo\20170327_102950.jpg]
	Picture No-1 #Risk Assessment

2. PPE Training:
· It means Personal Proactive Equipment. This is applicable for all workers.
· Every worker should wear mask, scarf, uniforms, hand gloves, shoes before start the work it is mandatory.
· Check the machine switch, electrical connection whether it is fine or not.
· Tie up scissor, cutter and all sharp tools
· Check iron switch, motor stem cover, if found any problem then inform it to the supervisor electrician
· Change routinely iron table cover, foam, iron pad. 
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	Picture No-2 #Personal Proactive Equipment
Electrical safety training
· Use rubber mate, hand gloves, uniform while working.
· Do not touch shocked person directly, Try to off the switch or cut down the cable through axe.
· Divided the shocked person from cable through dry bamboo, wood, paper, blanket, rubber gloves.
· Follow the given picture.
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	         Picture No-3 #Electrical Safety
Fire safety training
1. Have to take initial fire safety training
2. Instrument of making fire
3. Have to identify the fire risk
4. All have to introduce regarding fire safety materials
5. How maintenance of fire safety materials
6. Familiar with emergency sign
7. Always keep open emergency exit
8. What will we do in time of fire some instructions always written there.
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	          Picture No-4 #Fire Safety
Health safety training
In every floor there are some well trained workers who are always observing the all workers. They are giving training every month by the medical team of the factory. Compliance management always care of it.
Training period of Tory Fashion Wear Ltd: Training program of Tory Fashion Wear Ltd, maximum 15 days and minimum 7 days to trained up their employee on the training basis. They trained up their employee lower level to senior manager.
Training Records: Tory Fashion always keeps their training record in a harp copy form. There was no system for electronic record keeping, which was easier for all to get access. 


Transfer of training:
In Tory Fashion when give employees training they try to find out whether the transfer of training done or not. Transfer of training is a learning procedure through which organization can ensure the learning outcome. They ensure job related competencies. Transfer of training is always result oriented.
Transfer
Job Performance
Learning working Process
 Training 




			
                         Figure No- 7# Transfer of Training

At first worker get training and then they should sent in the working area then observe that they really learn the things or not. Their working process tells everything whether they need more training or not. If they work very well that means they do not need any more training but if they cannot work properly then we will understand that they need more training. Their job performance will tell everything if their job performance is good then transfer of training done and if their job performance after evaluation will be bad that means transfer of training is not done again organization give them training so that they can work wisely.
4.3.3 Performance Appraisal:
Performance Appraisal information is used to find out whether an employee requires additional training and development. Deficiencies in performance may be due to inadequate knowledge or skills. Performance appraisal helps a manager to find out whether he needs additional training for improving his current job performance. Similarly, if the performance appraisal results show that one can perform well in a higher position, then he got the training for the higher level position. Most employees are very interested in knowing how well they are doing at present and how they can do better in a future. They want this information to improve their performance in order to get promotions and merit pay. Proper performance feedback can improve the employee future performance. It also gives them satisfaction and at a time gets motivation which is very vital for employees and workers.
Purpose of Performance Appraisal of Tory Fashion Wear-
· To evaluation of past performance
· To appraise training must
· To help build up individuals
· To set targets for potential performance
· To categorize potential for promotion
· To make available legal and formal justification for employment decision 
· To make a diagnosis the hidden problems of Tory 
Performance Appraisal process:
Who appraises-
· Subordinates
· Peer
· Supervisors
· 360 degree approach
· Self appraisal
Performance evaluation of Tory Fashion Wear Ltd
The employee performances are evaluating by the factory all managers. In every department manager evaluate the employee performance and make satisfactory salary increment. IE department follow the worker performance in Tory Fashion Wear Ltd.
1. Salary increment will done in every year based on according to law
2. Highly skilled person always gets most  priority to get more salary
3. Supervisor, line chief evaluate performance of worker and submit it to the IE department
4. 5% of basic salary increase yearly according to law.
4.3.4 Compensation & Reward Management:
Compensation is one of the obvious practices of each organization, which involves giving monetary or non-monetary benefits to employees it is also called reward, in order to compensate their time and effort they provide to their job. It could be monthly salary, bonuses, increments, overtime pay, profit sharing etc it is a motivator for employees at all levels.
Compensation management at Tory Fashion Wear Ltd –
Tory has multiple salary range for its different employees. There are two evaluations yearly, so salary growth curve is steep.

Figure No - 7# Compensation Type of Tory
Monetary: The compensation system which is related with money. Tory Fashion Wear follows below monetary compensation.
1. Monthly Salary -- Each level employee has a fix amount of monthly salary and they get it within 1st week of the month. 
2. Bonus --They provide bonus to each and every employee and workers in Ed-ul-adha and Ed-ul-fitra.
3. Increments -- Every year organization give employees increment, at the end of the year.
4. Promotion – In Tory, employee and workers both will get promotion if they prove themselves their ability.
Non- monetary: The compensation system which is related with non monetary item like it is not related with money.
1. Praise – If any employee do good in his work and prove themselves they always listen praise and appreciation will also they get so they feel rewarded.
2. Working condition – Working condition at Tory Fashion Wear Ltd is very good which works as motivation because every working condition is always not good.
3. Job security – Tory gives their employee job security like before fire any employee organization give notice before 1 month. Sudden fire of employee they do not do.
Facilities which works as a motivation:
Provident Fund: Every permanent worker get provident fund.
Lunch: Tory provided lunch at a low price and snacks and tea, coffee these are free.
Festival bonus: Two festival bonuses shall be paid to workers in each year which works as a great motivation.
Medical facility: Tory Fashion provides free medical facilities to each employee and labor.
Sick Leave: If any worker or employee sick then they can take sick leave and their payment or salary will not deduct.
Motivation is something which can be given by orally or some times by intrinsic or extrinsic, for different people work motivation differently. So Tory Fashion always tries to motivate their employees so that they can work properly without any difficulty face.



4.3.5 Human Resource Planning:
The process of identifying and analyzing the need for and availability of human resources so that the organization can meet its objective. So human resource planning is a process by which an organization can ensure that-

Effective HR planning



	Right People
Right Place
Right Time
Right Capabilities



	Figure No- 8# Human Resource Planning
In Tory Fashion 2 types of planning they are taking for-
1. One for Employee
2. Second one for Workers
For employee:
Top management takes total responsibility to plan for recruitment, promotion, transfer, performance appraisal, termination of employee etc.
For workers:
IE department is responsible to make plan to take future helper, machine operator, supervisor, and line chief, QC and many more.
HRP constitutes an integral part of corporate plan and serves Tory Fashions purposes in many ways. It helps organizations to:
· Capitalize on the strengths of its human resources 
· Determine recruitment levels
· Anticipate redundancies
· Determine optimum training levels
· Asses future requirements
Steps in HRP-
It might be rightly regarded as a multi-step process including various issues such as:
1. Deciding objectives and goals.
2. Estimating future organizational structure and man power requirements.
3. Auditing human resources.
4. Planning job requirements and job descriptions.
5. Developing a human resource plan.
Tory Fashion how use HR planning is describe below-
1. The recruitment plan, which will set out-
· The numbers and types of people required and when they are needed.
· Any special problem in recruiting the right people and how they are to be dealt with.
· The recruitment program.
2. The redeployment plan, which will set out program for transferring or retraining existing employees or new job.
3. The redundancy plan, which will indicate-
· Who is to be redundant and where and when
· The plans for retraining where this is possible
4. The training plan which will show-
· The numbers of trainee required and the program for recruiting or training them.
· The number of existing staff who need training or retraining.
· The new courses to be developed or the changes to be made in existing courses.
5. The productivity plan for improving employee productivity or reducing employee costs through-
· Productivity bargaining have to do
· Job should be redesign
· Training and re-training
6. The retention plan is required to reduce avoidable wastage and kick off necessary changes in-
· Compensation policies 
· Induction and training
· Improvements in working condition 
· Changes in work requirements 
Competitors of Tory:
Each and every business has its competitors Tory Fashion is not beyond the exception. Contemporary industrial and group based competitors have been running business in the same sector.  If we consider them to be accounted as the group of companies head to head competitors are NASA GROUP, DIVINE GROUP, SOUTHERN GROUP, HA-MIM GROUP and AZIMGROUP. In addition there is more company around there working as silent competitors, as it is the normal phenomenon of business policy nowadays. To watch out competitor, Tory maintains human resource planning.
4.3.6 Compliance Management:
Compliance management is the process which ensures that a set of people are following a given set of rules. The rules are referred to as the compliance standard or compliance benchmark, while the process is what manages their compliance.
Compliance management can take many forms. It can be mix by many things such as- policies, procedures, documentation, internal auditing, third party audits, security controls and technological enforcement. There are two recognized models for implementing compliance management.
Compliance is a package of events related to conformity & assurance of Human Rights, Legal Rights, Health & Hygiene, Safety & Welfare, & Freedom of association of an employee within the organization. Compliance confirms all these issues to get good production for the enterprise, maintaining good and healthy relations within management & employees and excellent working environment.
Compliance policy of Tory-
Social responsibility and working conditions are of fundamental importance to successful business strategy of Tory Fashion Wear. They always abide by the statutory and regulatory requirements. HR Policies sets out obligations, standards of behavior, documents and disciplinary procedures of an organization. HR policies provide frameworks within which consistent decisions are made and promote equity in the way in which people are treated.
A list of compliance policy of Tory is given below:
1. Child labor policy
2. Forced labor policy
3. Recruitment policy
4. Health &hygiene policy
5. Fire safety policy
6. Discrimination policy
7. Working hour &Leave policy
8. Compensation & benefits policy
9. Maternity benefit policy
10. Prohibition of harassment & abuse
11. Environment
12. Security

Child labor policy:
According to Bangladesh Labor Law- 2006, Tory Fashion Garments does not allow any child labor in any of its departments and does not support the use of child labor in any of its supplier. HR department ensures that the following documents are maintained in all the personal files of staff and workers whether directly employed or indirectly. Child labor policy strictly follows Tory. They do not prefer child labor in the company.
Forced labor policy:
According to Bangladesh Labor Law- 2006, Tory Fashion Garments does not use involuntary or forced labor. Tory Fashion prohibits all relevant individuals from forced employees in no matter what. Forced labor is kind of crime according to labor law so the company does not practice it.
Recruitment policy:
Tory Fashion implements the following policies to recruit efficient work force. The candidate should be a citizen of Bangladeshi and should have physical and mental health. He should have the educational qualification as required for the post. Tory Fashion follow BD government law, buyer code of conduct, BGMEA rules to recruit worker. There are some conditions to recruit worker:
1. No child labor
2. No illegal worker are allowed
3. Equal employment opportunity
4. In case of women, there is no maternity test are taken.
Here’s the list of documents an employee needs to submit -
· NID/Birth Certificate
· NID of parents (at least one of them)
· Last Academic Certificate.
· Reference Contact Number.
· Reference Letter from someone who knows you. We can prepare such letter which we can give them on the first day and they will bring the signature, name, and designation, address and phone number.

Health & hygiene policy: 
1. Cleanliness: Tory Fashion remains their organization very clean and free from effluvia arising from any drain, privy or any other nuisance. They remove dirt by sweeping floor. They wash their work room with detergent and disinfectant in every week. They paint their wall ceilings and the repaint within 3 years. They paint or varnish their smooth surface once in 14 months. The date of completing works they mention in a register prescribed rules. 
2. Ventilation and temperature: Tory Fashion uses different types of fan for the betterment of the organization so that fresh air can enter into the organization and worker can feel relaxed. In the organization Tory Fashion ensure comfort system case of high temperature works. They keep those machineries in separate room which control high temperature and floor space decorated with adjuster fan to avoid suffocation. Tory Fashion follows chief inspectors every rules regarding this.
3. Dust and fume: Dust and fume are harmful for employees so Tory Fashion keeps exhaust appliance for removing fume and dust. They use internal appliance like exhaust pipe in order to pass the fume and dust from the organization.
4. Disposal of wastes and effluents: Tory Fashion keeps proper arrangement for the purpose of disposal of wastes and effluent due to manufacturing process carried in the organization.
5. Overcrowding: Overcrowding is harmful for the employees so, Tory Fashion tries to keep lower number of employees in a room. They maintain a particular space for every employee, so that employees can move easily in the organization. Chief Inspector of this organization mentions that how many workers can work in a particular room.
6. Lighting: Tory Fashion keeps sufficient light, natural artificial or both. They clean glass window or skylights used for lighting of the work room from both of the surface. They take effective measure that is glare either directly from surface of light or by reflection from any polished surface and formation of shadow causes risk.
7. Potable water: Tory Fashion keeps sufficient potable water in their organization. They mark legibly with potable water in Bangla every water supply points. During summer they keep water cooling system. They try to overcome dehydration with x-hydration.
8. Toilets and washrooms: Tory Fashion keeps sufficient sanitary toilets and washrooms in their organization. Male and female washrooms are separate there. They ensure sufficient light in the toilet and washroom. They clean every toilet and washroom all time with detergent or disinfections.
9. Dustbin and spittoon: Tory Fashion keeps sufficient number of dustbin and spittoon in their organization. Every worker throws dust in the dustbin and keeps their organization dust free. There is a punishable rule regarding this that is if anyone throws dust outside then they will be punished and this is Witten in a notice board and the notice board is placed different suitable places in the organization.
Fire safety policy:
1. Fire Protection Equipment:  Portable and fixed fire protection equipment is provided for entire factory areas. The fire safety officer is responsible for monthly inspection, maintenance and required record keeping of all portable fire extinguishers and fire trolleys.
2. Fire Extinguishers (Portable): Properly marked 3 or 5 kg “ABC powder/ CO2’’ fire extinguishers are provide in ample quantity for all the production areas.
3. Fire Buckets: Properly marked fire buckets are provided to all the main production areas or floor staircase.
4. Tory Fashion has alternative staircase connecting with each floor and each floor and sufficient equipment /tools kept in sufficient number.
5. Chief Inspector come and checks that we maintain everything properly or not.
6.  In the organization the exit way connecting to a room are not be blocked or stopped that are clear.
7. All doors are made in such a way so that it can be immediately opened from inside and also be opened from outside.
8. The door is placed in between two room made in a way that the door can be opened during exit easily and locked during working hour.
9. The organization window, doors or other exit are clear so that employees can escape in case of fire .other than that there are written in bangle and marked in red letter of adequate size or by some other effective or clearly understood sign.
10.  Organization has effective sound system /alarm for giving whistle is case of fire.
11. Organization maintain the ground floor or explosive or highly inflammable materials are used or stored, so that effective measures shall be taken and all employees are familiar with the means of escape in case of fire and have adequately trained in the routine to be followed in such case .
12. As organization has more than 2000 employees so there are arrange the demo or more fire fighting raining give and the employer shall maintain a book of records in this regard.
Working hour & Leave policy:
1. Daily Working Hour: Organization maintain employee work hours according to law 8 hours. In monthly according to law 26 day and hourly 8 (26*8) =208 hour per month and if work more than 8 hour it will be counted as over time.
2. Interval for rest or meal: In Tory Fashion, for those who work 8 hours got 1 hour for rest or interval and who work more than 8 hour got 1 and half hour but 2 intervals.
3. Weekly working Hours: No adult worker shall ordinarily work or be required to work for more than 48 hours in a week in Tory Fashion Wear Ltd. The total working hour of such worker shall not exceed 60 hours in a week where the average working hour 56 in a week.
4. Weekly holiday: Every worker in Tory Fashion Wear Ltd. gets 1 day holiday in a week, and no deduction made from a wages of a worker for this holiday.
5. Night shift: Without an emergency organization does not follow night shift. 
6. Extra allowance for overtime: When a worker work more than the hours fixed in Tory Fashion Wear on any day he shall counted for overtime be entitled to allowance at the rate of twice of his ordinary rate of basic wages.
7. Casual leave: Every worker shall be entitled to casual leave for 10 days with full wages in a calendar year, and if such leave is not availed for any reason, it shall not be accumulated and the leave is not availed in the succeeding year in Tory Fashion Wear ltd.
8. Sick leave: Every worker shall be entitled for sick leave with full wages for 14 days in calendar year in Tory Fashion no such leave shall be granted unless a registered medical practitioner. Such leave shall not be accumulated and carried forward to the succeeding years.
9. Festival Leave: Every worker shall be allowed in calendar year 11 days of festival holiday with wages in Tory Fashion. The employer shall fix the day and dates of such leave in such manner as prescribed by Tory Fashion Wear.
10. Annual leave with wages: In Tory Fashion Wear every worker who has completed 1 year of continuous service shall be allowed for leave for every 18 days of work.
Penalty for Late Attendance
We are rescheduling the penalty for late attendance, it will go as follows (for managers and RMs, for others it will be same) -
· 3 days late attendance of 30 minutes is allowed in a month. So if entry time is 9am, cut off time is 9.10am, you can come within 9.40am 3 days a month. This 9.40am is called the last allowed time. From 4th day, for every single day, if someone comes within last allowed time or last allowed time with email (check next point), we will deduct a salary of 1/6 of a single working day.
· If someone come after *last allowed time* but within next 30 minutes, immediately send an email to the admin within next one hour, specifying why you are late. Delaying to send that email or sending no email would be treated as a disciplinary case and it may lead to be considered as no presence in office. These 30 minutes extra time is called the last allowed time with email, which is 10.10am if your entry time is 9am.
· if someone come after 10.10am, they have to send the same email within next one hour, and you will be treated as a late joiner for that day (half day unapproved leave).
· If someone is assigned for some tasks outside of office, they must send an email within that day mentioning when they left and when you entered office again. This email should be sent within that day.

Maternity benefit policy:
1. Prohibition of engagement of women worker in work in certain cases: Tory Fashion does not recruit any women who immediately got her delivery during before8 weeks or after 8 weeks. They do not provide any arduous nature work.
2. Maternity benefit and payment: Tory Fashion provide maternity benefit to a women in following way, after giving the notice first 8 weeks payment will be given within 3 days before delivery and after delivery got remain 8 weeks payment. This is the method what organization follows.
Security:
Tory Fashion have strong security policy such as security guards and CCTV system will be established within next 45 days for 24 hours only strong surveillance at all access points to increase deterrence of criminal act. Visitor’s in-out every record maintained with register and visitor carry out the company visitor card. They also provided with hand metal director.
Tory Fashions licensing and certificates-
· Trade License
· Tax License
· Factory License
· Bond License
· Fire License
· Boiler License
· Export Registration Certificate
· Import Registration Certificate
· TIN Certificate
· Doctor’s Certificate
· Membership Certificate
· Environment Clearance Certificate
· Generator Certificate
· Vat clearance Certificate
· Drinking Water Test Certificate
· BGMEA Certificate
· Layout Certificate
· Export Promotion Bureau
4.3.7 Grievance Handling: 
To handle the grievance company follow the regulations along with country labor law.
Legal rights of the employee and workers:
· Minimum wages and salary.
· Maximum 10 hour work day and 60 hours in a week.
· No female workers or employees are allows to work after 10 pm.
· Lawful overtime allowances.
· No employment of child labor
· Lunch and rest time as per law during working time.
Disciplinary procedure:
Tory Fashion has taken a policy to maintain a well environment, god relationship for workers and management. To take complain from the works the management has been introducing a good system the system is given below:
Receiving Complain



Negative Approach
    Positive Approach



	Following motivational	Following all legal 
                                  &	procedures as per
                   Counseling Method	company regulations

	    Figure No- 9#Complain System

Complain can come in three ways, Oral, Written, and through Complain box after getting the complain the feedback will be provide within 3-5 working days. When getting the complain it should be investigate whether it is valid or invalid complain. If found guilty and the complain is not very serious then Tory take positive approach through motivation and counseling and if the complain would be very serious then company take serious action. Like-
· Terminate
· Increment off
· Promotion off
· Cut salary
· Demotion
· Fine
Grievance may occur due to the number of reasons, those reasons are given below:
· Work environment
· Supervision
· Organizational change
· Employee relations
The effects of grievance in Tory Fashion:
1. On the production:
a) Low quality of production.
b) Low productivity.
c) Increase in the wastage of material.
d) Increase in the cost of production per unit.
2. On the employees:
a) Increase in the rate of absenteeism and turnover rate.
b) Reduce in the level of punctuality, sincerity and commitment.
c) Reduce in the level of employee morale.

4.3.8 Organizational Change & Development:
Our surrounding is changing always because of political effects, economical effects, technological effects, so change is inevitable. When any new rules and regulation come organization culture have to change, when any new machinery came some changes always came, and technology always changing so organizations have keep pace with these changes otherwise can’t survive with the competitors. When any new changes come then definitely some development will occur. Like when new software Tory brings then employees have to take training through these training their development is certain. Every organization when brings any changes employee become frustrated but after getting the training they will understand that the changes is for their betterment.
An organizational change is very essential to survive in this competent market otherwise company can’t compete with the competitors. With the flow of time, organizations are required to acquire new strategies based on demand of the market. Usually employee does not like any changes some tries to cope up with the changes but some wants to avoid the changes. Employee needs time to understand the changes to understand the benefit of changes then they will accept the changes. To initiate any change a responsible leader will be needed for 3 reasons-
4. A leader will tell everybody why the changes are essential.
5. The changes will be articulate by leader.
6. Implementation of changes should be linked with the vision.
How effectively communicate change at Tory:
1. Specify the nature of the change.
2. Explain why change is necessary.
3. Explain the scope of change even if it contains bad news.
4. Develop a graphic representation of the change project so that people can understand and hold it in their head.
5. Predict negative aspects of implementation.
6. Explain the criteria for success and how it will be measured.
7. Explain how people will be rewarded for success.
8. Repeat, repeat and repeat the purpose of change and actions.
9. Use a diverse set of communications style that is appropriate for the audience.
10. Make communication a two way scheme.
11. Be a poster boy or poster girl for change program.
4.3.9 People at Tory:	
I worked in the HR department but I coordinate with other departments too. All the department people were so good and quite friendly. At my first day of office was very nice and enjoyable. From the very first day they were too good with me as I was an intern I don’t know many things but they always assist me whenever I need them. As organization culture is friendly, co-operative and amiable they told me to call them vaiyya and apu rather than sir or madam. They made sure that I was feeling comfortable from the very first day. I never got any sort of unfair treatment from any department. Every department holds a good bonding with other department. When any problem arise their tem bonding was just excellent, they were co-operative and helpful. No politics were there they work like a family. I just overwhelmed to see their culture.
4.3.10 Working Principle of Tory Fashion Wear Ltd:
Believe in the individual: Tory Fashion knows that their success is dependent upon the contribution that the individuals make to achieve the objectives of the organization.
Teamwork is essential for success: A good team can achieve the success easily because everyone tries to give their best result with one opinion so teamwork is essential for success. Trust and respect for all is the basic foundation of teamwork.
Customer & their needs are the key ingredients: As it is a garments industry so customer and their needs have to maintain Tory, they are the key ingredients. Tory always anticipates to client expectations and needs. In which season what customer wants they always care about that so that customer expectation they can fulfill.
Committed employees are most important assets: Committed employees are loyal to the organization so they are the most important assets for Tory. Those employees are committed towards Tory they use their personal potential.
Financial success keeps in the business: Every business wants profit so financial prosper can make employee happy and as well as organization. Tory always maintains their financial strengths and financial performance are good. Financial status of Tory is always good that’s why they are successfully doing their business since so many years.
Integrity is never compromised: Integrity is important for business because it describes a positive workplace culture. An employee who performs his duties maintaining honesty and integrity is recognized one of the best employee. Such quality always preferred and looked for in the employee because he can put his earnest effort to the organization to achieve the goal. The quality of being honest is to think the right manner and behave with integrity. 


4.3.11 Culture of interpersonal relationship at Tory:
Culture is very important for any organization. Different organizations have different culture according to their own way. In Tory they always maintain a good relationship with their employee which is very good for working environment. This is the reason of their turnover rate is low. They always communicate with their employee, manager and the subordinates, which indicate a good interpersonal relationship.
Interpersonal relationship at work serves a critical role both for organizational progress and career success. Positive interpersonal relationships will allow effective communication among employees and good understanding among employees. 
Tory Fashion has a strong and kind of good relationship with their manager and officer. If came any sort of emergency or any news about which is very crucial then they immediately contact with others so that can take the initiate steps in a proper way. As they have a strong interpersonal relationship so the turnover rate is quite less comparing others. Managers and employees are satisfied with their organizational culture.
Top level always interacts with other managers and officers so that they do their jobs perfectly. Sometimes they arrange team work as a result their bonding will increase and also they can solve any critical problem. Tory Fashion always looks after good interpersonal skill. Interpersonal relationship has a direct effect on the organizational culture
How to manage conflict in interpersonal relationship at workplace? 
· An individual have to respect his colleagues no matter what.
· An individual have to keep separate personal life and professional life.
· Always have to remember between aggressive and rude.
· Have to think before speak so that no one could hurt.
· Avoid being arrogant have to polite everyone.
· Evaluate issues with awareness, do not jump into conclusion.
· Have to learn control emotion.
· Communicate in actual fact so that chances of error will be reducing.
4.3.12 Leadership style of Tory Fashion:
Leadership style is the manner and approach of providing direction and implementation of plan and motivating people. As seen by the employees, it includes the total pattern of explicit and implicit actions performed by their leader. A leader can be anyone on the team who has a meticulous talent, who is innovatively thinking out of the box and has a great idea regarding the garments and who has experience in a sscertain aspect of the business or project that can prove useful to the manager and the team. A leader has their own strengths, they do not believe in title.
Authoritarian or autocratic - The leader tells his or her employees what to do and how to do it, provide them proper guide without getting anyone advice.
Participative or democratic - The leader includes one or more employees in the decision making process, but the leader normally maintains the final decision making authority.
Delegate or laissez-fair - The leader allows the employees to make the decisions, however, the leader is still responsible for the decisions that are made
Although good leaders use all three styles, with one of them normally dominant, bad leaders tend to stick with the one style, normally autocratic.  
All the above three style leadership followed by the Tory Fashion Wear as a whole.
4.3.13 Business environment of Tory: 
We all know that basically a company can runs within two environment that is external environment and internal environment. There are two types of external environment which is-task environment and general environment. Tory Fashion all the time give emphasis to on general environment because it consist of economic, technological and socio cultural, political and legal dimension which are affected to management of Tory. Brief discussion is given below:
Economic Dimension: Economic dimension depends on countries situation whether it is in the recession or boom. Based on that export and import will be done. Tory Fashion export oriented so they have to very careful about that.
Technological Dimension: All machinery of Tory Fashion is highly developed technologies because they deal with the foreign countries so their equipment will always be plentiful to fulfill their requirement. such as auto machine; supervision included through satellite system ;communication system developed by modern ERP system and MIS system of Tory Fashion is remain very much up-to-date through computerize online own server along with the world..
Socio-cultural Dimension: This dimension varies with the nature of the organization. Tory Fashion is a manufacturing company of industrial and productive type in which employed more than 5000 worker operator. They always contribute in society and within the company so much appreciated with moral character, social values in all respect.
Political Legal Dimension: There is no company in Bangladesh that they will run the company without legal framework. Tory Fashion is also approved by Company Law and BGMA and BKMEA enlisted. Anti and pro business and political activities may cause of unfavorable effect. If any political unrest occurs Tory Fashion had to face enormous hassle to meet the shipment deadline.
International Dimension: Tory Fashion has multi-dimensional market in an international arena it’s because fully export oriented industrial sector which spread in European countries, America and African countries as usual.
Internal Environment: The internal business environment includes factors contained by the organization that impact the approach and success of operations. The internal environment assessment and analysis is conducted after the external environment analysis. While the external environment analysis seeks to classify opportunities and threats in the external environment, the internal environment analysis seeks to identify the strengths and weakness in business.  Strategy, Structure, Style, Staff, Skills, Systems and Shared values are the most effective component and factors of company modify to protect the external environmental effect.
In this context, Tory Fashion also changes the strategy and system when necessary to overcome others external factors to which affected smooth running of its operation. At the time of political unrest Tory Fashion easily handle the matter with the help of internal management and strategically change. In addition, Tory Fashion always abides by the rules and procedure if any modification needs which by the government or any other related agency. Tory at all times is attentive if any accidental incident and sensitive issue will occur.

4.4 SWOT Analysis:
SWOT analysis is the internal and external study of the Tory Fashion. Here I have focused on the organization strengths, weaknesses, opportunities and threats. Strengths and weaknesses are present and opportunities and threats are for future. Strengths mean positive implications of the present situation and a weakness means what lacking in the organization it adds value and competitive advantage. Here is the SWOT analysis of Tory Fashion Wear that is focused on their hr practices.  
Strengths:
Strengths are something that has a positive implication. It adds value or offers organization a competitive advantage.
1. Friendly work environment: Tory Fashion has friendly work environment which works as a motivation for employee.
2. Latest technology: Tory Fashion is using the modern latest technology that helps them to go advance compare to other garments.
3. Effective management: Management of Tory Fashion is higher skilled and highly experienced and educated. It makes it from others.
4. Huge production capacity: Tory Fashion has a huge production capacity and it helps them to handle much order at a time. 
5. Strong team bonding: Tory Fashion always maintains a strong team bonding as a result, the output of work will always positive.
6. Job safety: Tory Fashion for all time provides strong job safety to its employees, they do not suddenly terminate any employee.
Weaknesses:
Weaknesses are those things that detract from the value of offering or advantages when compared with other competitors.
1. Relationship with suppliers: Tory Fashion does not maintain good relationship with the suppliers which cause regular sourcing of supplier. Regular sourcing kills time. It hampers delay shipment.
2. Air shipment: Tory Fashion’s maximum shipment occurs through air ways. It causes increase of product cost.
3. Shortage of worker: Number of employee is limited: sometimes it becomes really difficult to produce all the goods timely & workload of the workers increase to a great extent if there is a large shipment.
4. Lower marketing in initiative: Tory does not take any marketing initiative, which is a threat for this company.
Opportunities:
Opportunities can occur for a variety of reasons and may result from changes within the market, customer lifestyles changes, and advance technology, new production methods etc.
1. Expansion: Tory Fashion is totally manufacturing garments. It can expand its business by establishing other factories. It will help them to increase their profitability and capture the market.
2. Development programs: Tory Fashion always cares about their employee they are planning to arrange different kind of development programs so that employee develops.
3. Hiring dynamic & fresh graduates: Talented and fresh graduates are willing to join in Tory Fashion.
4. Re location of industries from abroad are allowed.

Threats:
The final part of the SWOT process involves assessing the external risks what organization faces. These are referred to as threats and it made up of external factors that are beyond of control.
1. Competitor’s smart movement: Competitor industries are constantly offering innovative and substitute a product that is a big threat for this company.
2. Composite industry: Composite industry produces all trims and accessories together in their plant. So that they are getting the more advantage than Tory and they can reduce the cost as well.
3. Infrastructural problem: Infrastructure problem is becoming more and more acute day by day. So that our country is going back position with comparing the other country.
4. Political imbalance: One of the major threats for Tory is the current political instability; strike, deferment etc. are always hampering the production process quite badly.
5. Price pressure: Nowadays prices are increasing day by day so in this time lots of pressures are having Tory.

























Chapter 5-
Findings, Recommendations & Conclusion









5.1 Findings:
From my observation and practical experience I found that Tory Fashion Wear Ltd provides a good compensation and benefits to their workers. They follow the regulations strongly regarding the workers. Here I found some positive and negative findings which is given below-
Positive sides:
· On the beginning, Tory Fashion spends minimum to entry level employees, but it grows high based on the experience and performance.
· Management seems to be resourceful and matured enough.
· Most of the employees are happy with their work environment.
· Employees are work in 2 shifts night shift occurs when any emergency shipment have to do.
· Tory Fashions recruitment is 70% head office based and 30% factory based.
· Sufficient generation limit.
· No outsourcing for printing and washing plant.
· Factory encompassing is perfect.
· Employee satisfaction high
· Enough motivation of employee
· Very experienced administration authorities.
· Workers must have to wear ID cards.
· Management allows extra leave for the employees.
· Tory Fashions searches for needy employee, because their turnover rate is low and loyalty level is high.
· It takes an average 8 to 10 days to fill a position after it has been vacant.
· Tory Fashion practicing effective compliance activities.
· Tory Fashion follows according to labor law.



Negative sides: 
While I am working at Tory I found something negative according to my survey and observation which is given below--
· Lack of power can make issue for this business.
· Maintenance cost was not appropriately settled.
· Canteen was not there inside the factory.
· Management follow only 1 way of maternity benefit other 2 ways they doesn’t follow.
· Emerging business sector in India and China.
· Increased rivalry with nearby pieces of clothing.
· Loyalty scarcity among the workers.
· Extensive work pressure.
· Most of the employees do not practice corporate culture.
· Lack of ethics of workers.
· Excess of overtime.
· Sickness
· Workers don’t understand the values of the company.
· Rude behave of floor manager. 
· Back biting of employee.
· Not enough motivating tools.
Employee Satisfaction Survey at Tory Fashion:
Tory Fashion is always concerned about their employees and labor. They always want to know the feedback from their employees about their work life in Tory Fashion. To know these very specific for the first time Tory Fashion conducted a survey within the organization to know about their feelings. Employees anonymously participated to the survey by answering some questions. The survey was done in the middle of the internship program. Some major points came out from the survey response. Such as –
· Most of them are not sure about their career growth and development within the company.
· Most of them are not sure whether they want to work with Tory Fashion in next one year or not.
· Almost everyone enjoy being a member of their team.
· Most of them feel there is so much work pressure in Tory Fashion and they go beyond their limits sometimes.
· Most of them feel that they need more training to perform their own job.
· Because of work pressure it’s hard for most of them to keep the right balance between work life and family life.
· Some of them have confusion whether they have fair or unbiased evaluation system or not. 














5.2 Recommendations:
· They should spend more money for employee compensation and reward programs.
· Their employees are getting some basic on the job training. For better performance they need more various trainings based on their jobs.
· They need to find out the fact that why their employee retention is at risk and find proper solutions to prevent it.
· A competitive salary, management should pay and also bonus and increment in time.
· Management should revise their salary structure and align with market with immediate basis.
· Tory Fashion should provide more facilities to increase job satisfaction.
· Organization should follow all the 3 ways of maternity benefit as they follow only 1 way.
· Management should look after always the work environment for its betterment because garments environment are not safe for health so they should always care.
· Factory surrounding should be more clean and hygiene. Proper hygiene should be maintained because it affects on directly to our health.
· Proper arrangement should be there because of sick people like medical instruments.
· The production time should be strictly maintained, workers should get proper time otherwise they will fall sick.
· Canteen facilities should be provided because without canteen it is difficult to eat anything buy and buy again it is also time consuming.
· Refill date should be updated.
· Inspection card should be in place what always not in their place.
· Loyalty should be built up among the workers cause without loyalty employee will not work long time not in Tory but also others as well.
· HR floor is having space limitation, so it is necessary to renovate the facility.
· External training offers are limited in number as well as variety, so it should be increased.
· Tory Fashion should increase their training budget.
· Training records should be kept in electronic system but they do not keep it in electronic system.
4.3 Conclusion:
At conclusion I would like to say that, this report is completed report on “An overview of HR activities of Tory Fashion Wear’’. Through this report I tried to do my level best to make the topics understandable which contains almost all the theoretical and practical information on the basis of my observation. According to my own internal and external observation and practical knowledge I came through a positive idea about the organization.
The aim of the study was to identify whether the overall organization use HR activities in the whole organization properly or not. The key factors of Hr activities they follow such as- HR planning, recruitment and selection, compensation and reward, compliance management, grievance handling, training and development. There are more key factors are there which if affected by HR activities like working environment, health and hygiene, safety, security. There is no end of to improvement in any sector of an organization. There is always a room for improvement. Tory Fashion always takes the benefit of this scope. That is why the organization growing fast.HR department of Tory Fashion are optimistic about the future expansion as they already started working on it and still management team trying their best to cope up with the situation.
In simple words, human resource management is all about managing the people of an organization in such a way that a bridge could be maintained between top level-mid level and lower levels o an organization. Every organization should always be ready for any unexpected threats. It is always the Human Resource Inventory that provides the idea about the organization’s present capability for a proper response of any unexpected threats.

[bookmark: _Toc3841768][bookmark: _Toc4657777]



	
Appendix
[bookmark: _Toc3841769][bookmark: _Toc4657778]*** Employee Satisfaction Survey questions -
1. Is it clear to you what your role demands from you in meeting the company objectives?
· Yes
· No
· Not Sure
2. Do you believe that there is an opportunity for individual career growth and development within the company?
· Yes
· No
· Not Sure
3. Will you be working for Tory Fashion in next 1 year?
· Yes
· No
· Not sure
4. Do you enjoy being a member of your team?
· Yes
· No
· Neutral
5. Do you think you go beyond your limits to fulfill a task?
· Yes
· No
6. Do you feel you are rewarded for your dedication and commitment towards the work?
· Yes
· No
· Neutral
7. Do you feel that your opinions are heard and valued by your reporting manager?
· Always
· Never
· Sometimes
8. Do you think you have had enough training to solve your job duties?
· Yes
· No
9. Do you think the environment at work helps you strike the right balance between your work life and personal life?
· Yes
· No
· Neutral
10. Do you receive constructive feedback from your manager/reporting manager?
· Yes
· No
11. Does your job cause stress to you?
· Yes, huge stress that I am unable to handle.
· Yes, some stress, that I can handle but still I want to overcome it.
· No
· Not sure
12. Do you think Tory Fashion has fair & unbiased policies for evaluation for all employees?
· Yes
· No
13. [bookmark: _Toc4657779]Does your organization provide full delegation of autonomy to its employees?
· Yes
· No





*** Self Evaluation Questions - Another questioner was prepared for their evaluation. This evaluation took place at the time of their yearly increment. The questioner was about “Self-evaluation”. Employees answer these questions to clarify why they deserve increment and the management team decides what type of increment they deserve by evaluating their answer. Here are the questions –
1. Write your job description in short and to the point (according to your understanding). 
2. What is/are your most significant accomplishment(s) and contribution(s) since your last performance evaluation?
3. What is the one single task you think is very important but couldn’t do/get done since your last performance evaluation?
4. What other works are you performing that are not in your job description?
5. Write one factor that will make you at-least 20% productive in next 6 month?
6. Are you happy with your current position at Tory? If not, can you elaborate what is your expectation in this case?
7. What type of increment/promotion/designation do you think you deserve from this evaluation - monetary, non-monetary or both?
8. What do you think - where Tory Fashion Wear will be after 5 years?
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HR Activities


Recruitment & Selection


Compensation & Reward  Management


Human Resource Planning


Complaince Management


 Training & Development


Performance appraisal 


Grievance Handling


























On the Job training


Job rotation


Orientation


Job instruction training


Apprenticeship


Committee assignments


Mentoring























Job Rotation


Discover talents


Chance to explore


Reduce boredom


Shifts between jobs


Wider experience




















Off-the-job Training


Lectures & Conferances


Vestibule Training


Role Playing


Case Study









Total Compensation


Monetary


1. Salary
2. Increment
3. Bonus
4. Promotion


Non-Monetary


1. Praise
2.  Working condition
3. Job security
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