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Executive Summary

The internship report has been prepared as a partial requirement for the completion of my degree
n a meBachedhor of Businessdmi ni stration (BBA)O. lonmave wr |
practica work experience in aamra networks limited as an IniartHuman Resources and

Organization Development department.

| have conducted a study énldmanResourceManagemenlractices of aamra networks limited
and the changeduring Covid-190 .The main purpse of writing this paper is to describe
departmental operation of Hihd what changes they have made in the HRM practices following
this global crisid.have described the HR functions, Organization health & safety initiatives and
internship experience iis report and divided the whole write up ifitce chapters.

The first chapter includes amroductionsuch as background study, objectiv@stivation, Scope

of limitations,and methodologgf the report

The Second Chapter deals with the Companayile of aama networks limited such as Company
overview and historyanalysis of company Trend & Growth, customer segments, products
servicespusiness perations etc.

In third chapter | havexplained the HR functions such as new headcount procdtirancial

& Non-financial benefits Training & Developmen programs, Performance Appraisand
Organizational Health & Safeipitiatives duringCovid-19 and what alterations they have made

in these functional activities durir@ovid-19.

However, my iternship experiences such as positions, duties, responsibilities, training,
contributions to department, applied skills and application of academic knowledge are elaborated

in chapter four.

Finally, I have concluded this report in chapter five and addatk key points such as

recommendation and key understanding etc.

viii



Chapter |

Introduction



1.1 Background of the Report

In times of crisis such as the one we are currently experiencing; Human Resource department is
expected to contribute to adader response than ever. The work pattern has been changed due to
Covid-19. Since | completed my internship program during this pandemic, | have experienced the
impact of changed HRM practices in aamra networks limited. So, | requested my respected facult
member to submit my internship report on HRM Practices of aantveorks limited during
Covid-19.

1.2 Objectives of the Report

The objective behind initiating this stutbytoprovide an overview witlbverall HRM practicesf
aamranetworks limited dung pandemicThe report is complete analysigfunctional activities

of Human resource department suchPascess of Recruitment & Selection, Internal & External
Training programs, Performance Assessm@nmpensation & Payroll and Organizational Health
and Safety and how they have improvised their operational activaliesving this crisis situation.

1.3 Motivation of the Report

Human Resource Management practices has been changed gradually due to changes of work
norms. Employees prefer to work remgtahd are concerned more about their health and safety
than anything. The main motivation of this report is to gain an overall perspective on how HR
professionals are proceeding with these changes of business areas and alteration of work pattern
So, | wished to conducted a study in the Human Resource Department of aamra networks limited
to gain an understanding and find out the improvisatidARI practices duringovid-19

1.4 Scope and Limitations of the Report

Since | have completedy internship inthe human resource department, | had comparatively an
easy access to the information regarding functional and operational activities of this department.
So, | wanted to explore my study in the current human resource management practices and the
improvisatbns they made during the pandemic. However, there is a limitation | have been through

while preparing this report and that is confidentiality of information.
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1.5 Methodology of the Report

A qualitative researchas been conducted in this reprtgathennformation regarding Human

Resource Management practices of aamra networks limitbdve used both primary and

secondaryourcesof datawhile preparing this report. Since the following report is a descriptive

type report, | have not included any nuroativalues. The report is more related with practical
scenario. | mainly used verbal analysis to described how Human resources department functions
and what kind of practices they have considered to change by following this global pandemic.

The data souss are given below:

A Primary DataThe primary data was collected by Hands on experience through internship,
discussion with supervisor, senior colleagues and cross functional teams, Direct observation to
the overall functional and operational activities. et

A Secondary Data: The Secondary data was collected by company website, HR Manual, Annual

Report and academic knowledge.etc

1.6 Literature Review

Human Resources Planning (HRP) is the process
needs under cinging conditions and developing the activities necessary to satisfy these needs. It
helps ensure that the right numbers of the right kinds of people are available at the right times and

in the right places to translate Organizational plans into realitig. dlocess becomes strategic

when some attempt is made to anticipate long term HR supplies and demands relative to changing
conditions facing the Organization and use HR development programs in an effort to meet HR
needs.

HRP systematically forecash®rgani zati ond6s future demand for,
estimating the number and types of employees that will be needed, the human resources
department can better plan its recruitment, selection, training, career planning and other related
activities.HRP - or employment planning, as it is also caliedllows the department to staff the
Organization at the right time with the right people. Not only can it help companies meet their
affirmative action goal s; ef fterespandpeoack@lyYand mpr o\

in a socially responsible manner to the challenges it faces.
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Recruitment is the process of ATalent Acqui si
of recruitment rules, guided by a set of Recruitment Poli¢kile recruitment of entry level

officers helps to strengthen the human resources base, recruitment of experienced personnel helps
to acquire new ideas views and resources that are helpful in delivering quality service to the clients.
Any Organizatiorbelieves taattract, retain and motivate qualified and skilled employees within

the company. To do this, the company offers competitive compensation package and provides
equal opportunity for career development to all employees. It is believed that in order t@ achiev
the companyod6s goal , there must be efficient
company pays maximum attention and efforts in recruiting highly qualified and competent
employees who are willing to take challenges in achieving organizatioalal e role of HR in

respect to attracting, retaining, and motivating qualified and skilled employees is enormous.

In the context of the current volatile condition of the Organization industry, the primary assets of

a business are the talents of itsgepnot the tangible and financial assets that make up balance
sheets. The cost of finding key talent and replacing key staff that leave is expensive and time
consuming. As a result, the Organization has the following procedure to ensure that they can
cortinually develop and retain the talent that they groom thru proper recognition and career
enhancement. At the same time the Organization needs to ensure that their operations do not
become jeopardized due to the sudden departure of any key staff, solittyisafso allows for

some precautionary measures in terms of manpower planning.

Performance appraisal is a process of a communication between the person who assigns the work
and the person who performs it in terms of mutually determined performancirsisror
expectations set at the begging of a performance year. This essentially an assessment of
accomplishments during the specified period, say one year or six months or less, by the employee,

the supervisor, or the head of the department/division. &mppt e 6 s per f or mance t |
year or in specified period should be evaluated in affair and systematic manner.

The essence of appraisal process is that when appraisal is done correctly, an individual, supervisor
and the company all are benefitted. Amdi vi dual 6s efforts contrib
strategic focus of the company. Performance appraisal lets employee know what and how well

they are performing and what level of efforts and task directions are needed in future-for self
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developmenas well as for company effectiveness. Performance evaluation also helps in validating

recruitment procedure of the company.

Appropriate forms of training and enabling opportunities contribute to Human Resources
Development by the way of upgrading the ghills, existing potentials and growth which benefit
employee and the organization. For this purpose, the Organization helps employees to develop
their skill and knowledge therefore improving their contribution to the Organization. It is
recommended thatach employee should have opportunity to upgrade their knowledge and skill
through HRD interventions which could include training, workshops, exposures, exchange visits
and any other form of development opportunity provided by the Organization. Bestsoffree

given regular internal/ external training to help groom up their leadership quality including skill

and knowledge in Organization. Training is indeed an investment and is a continuous process.

Health, Safety and Environment issues must have hiighitgrand must also be managed by
objective. All concerned are encouraged to reduce workplace hazards and to implement new or
improve existing health and safety programs. It is an important issue that all concerned employees
and officials give importand® HSE. The working environment has to be evaluated as a company
issue and all efforts should be given for a good working environment. A good and safe working
environment in the company will enable all employees to render a high level of service to
customes and ensure high productivity and efficiency.
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2.1 Company Analysis

aanra networks limted s one of the successful SBUOGs of
Texas Group) over the last decade has consistentydeits customers with state of the @rt
communication solutions. Thettients have been able to rely on our ability to provide stable and
consistent connectivity solutions. Using the state of the art backbone and infrastructure, aamra
have ensured #t their clientdave had minimal worry when it comes to dependability of their IT
Communicabn. That in turn has ensured them enviable list of bluehip customers. When
Internet and related valsdded services are critical input to business, Corpd@angladesh has

but only one obvious choiesamra.

Vision

Excellence and innovation unlimited, through
Mission

To empower our customers, employees, partners and communities by providing the finest

products, services and practices.

2.1.1 Overview and History:

Year of Establishment 2001

Formerly Known as Global Online Limited

) - Corporate Internet
Business Type ?

- IT & Communication Infrastructure Service

Company Type Public Limited Company
Number of Employees 330+

» BASIS
Membership 4 EACCSCI

» ISPAB

7|Page
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2.1.2 Trend and Gowth:

aamra networks limited\NL places due importance on quickly adopting new technology by

investing 30% of its budget for R&D. The company also strives to maintain international standard

products ad services; ANL is upholding ISO9001:2015 certification for the last 8 yaansta is

united nations global comapt (UNGC) enlisted company iraBgladesh. aamra is amongst the top

Bangladeshi companies as per D&B.

2.1.3 Key Milestones:

T

= =4 4 A4 -4 -2 -

= =2 =4 4 A4 A -

Largest B2B IT Saltion Provider of the country

ISP services since 1998

In 2001, we installed the first radlmased internet connectivity in Bangladesh

In 2003, ANL became the first ISO certified ISP of the country

In 2005, we were the first to connect to submarine catti®ark

In 2017, we were the first company to light up SMW5 in Bangladesh

Caters to 1500+ top companies in Bangladesh sensitive to Quality of Service
Today 80% of the electronic communication of the exporters are enabled by aamra
networks limited

First ISPto offer 24/7 Contact Center facilities & professional ticketing system for
customer care

Partnership with major global IT companies

Nationwide Infrastructure & Service Centers

850+ WiFi Hotspots all over Bangladesh

13+ yearsexperience of handling Videsurveillance solution

7+ years of experience in video conferencing solution with 400+ local clients
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2.1.4 Customer Mix:

aamra networks has 1500+ clients in all over the Bangladesh. Their clients are mostly multinational
companies, Banks, Embassy, Bese, Production Companies, NGOs, Hospitals, Universities,
Restaurants, RMG Manufacturing companies & Government organizationsretcclient
portfolio of aamra networks limited is given below:

Y
LG é it Intertek Standard S N :
@ Life's Good H‘cﬁ:m J =Hermes m E%gﬂ Chartered § La"kaBa“g!ﬁ Clt|bank

Schiumberger & BOSCH ()

Invented for life Unillover

Chevron M ‘;:'
Fedix &g M § renaver Vi,

i Tupperware’ JCPenngy

Yo can bank on us

x| firam 8 s feficss ‘ ) TN
M”‘”a' Trust Bank Ltd. U CB ﬁ MikaSecurties {\ ,?:
] —_—— v . :;"m. ” :‘

W @ weraceank  DHAKAEN

Wwﬁm LT M1 TED

25 = - . LafargeHolcim Bangladesh Limited
A\ Nestlé Good Food, Good Lif A company of B cupencsse and @z bank for inclusve groweh DBBL

KB R M ! :( £aquine flectronica Lt a B!krochrg

A =
ORION 'ﬁ’
uumm & COMPANY LTD. ' ' cnnw" ';E!F—!!

o[ 9% @7 GROUP

Kamaphuln

Enterprise of Utara Group

. Board of Investment .“(g N arayangan
X lB@“ BANGLADESH De ; :O District Fogl/ba\l As%sm\or!

BANGLADESH Prime Minister's Office POWER IS YD

BHF i

E =
L}
& Bangladesh /=3
Biman o _Liberation W,
a BANGLADESH AIRLINES ki Mﬂsghﬁ-; Cral angelaBoeasrd P
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USAID

FROM THE AMERICAN PEOPLE

@yunHcr FRICE SsTA

POVERTY REDUCTION BY INCREASING
The UN Refugee Agency THE COMPETITIVENESS OF ENTERPRISES

B
B T s oy WOM
@/ ST WFP -
/ & - A N
7 \ = v - ey 2
/ UC'EP‘)"‘%\ "%&:é A S IS N 2 TCddr,b g 1Z
BANGLADESH R \gz;lgr?;g
. e O
@ Save the Children GWaterAld oyl ghb..m
_—e
¢ D SEE—— foundation WY Democrac
Gomcern  Compassion dgm&ggﬁ ASA modl international

®
[0 DIRD GROUP PIONEER 'Hab!tb Group

\: 0 University of
E el ! % G
MASCO GROUP | ) = sidmain i Mﬁ Asia Pacific
A 0 74
ake
ANANTA dbl ‘ % )
N N hhhhh = ASIAN UNIVERSITY ;(:I:) BANGLADESH INTERNATIONAL TUTORIAL W&
OROUE FOR WOMEN el
HOT
+ i % > @
ta d e S 3 & &
L H L B2 . = == o T, | B Y B B
consumerkmtex 4 MEL' @ EVINCE GROUP als Dhaka DPS STS SCHOOL
FAUJDARMAT CADET COLLEGE

f,
. | 2.5, HOTEL
Radisen® L MERIDIEN €2 sarina 2
United Apollo
" Hospital !

%“‘%""*4- % . Eaaptaras Care

L

IOSPITALS

) ¥ SQUARE

)
¥ Rzzatn 9 ) Hospitals Ltd.
PAN PJ\(‘]Flr();IiNON.'\R(}:\ON \%M’ m
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2.1.5 Product/Sevice Mix:

The wide range of Product & Service Portfolio of aamra networks limited is given-below

Digital
Services

Enterprise
Cloud Solution

| Sacial Media Marketing ]

Portal

4 '
Web & Mobile Website Design
Application & Development
. ) J/
= \ _—
aamra eduManager | Domain and Hosting ]
School Management System
aamra PeMAP h | Website Maintenance ]
People Management Application

Enterprise ERP Software

GYM Management Software

E-Commerce

VAT Automation Software

aamra e-PAY PGW ]

Digital Engagement ]

Data Analytics ] Mobile VAS
Al Solutions ]
Customtgrg%me Man ] —
BPM Solutions ] WEB PORTAL

Mabile Application Buildup

Online Marketplace ]

10T Solutions ]

Survive Portfolio (Internet & Infrastructure)

96000@

LAN IPVPN PLC

Internet Data |
Connectivity Connectivity

Express

Route

-~ -~

Colocation Data Center Micro Data

MPLS WAN

Container Containment
Center (MDC) Data Center Data Center

Direct Managed
Internet IT Service
Access (DIA)

bangladesh w

Network
Monitoring
System

¥ v 2 Y v

WiFi
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Internet of Things (IOT) Solutions

Firewall End-point Email Surveillance  Access Under Parking
Protection  Security Ccontrol Vehicle Management
Bateway Surveillance  System

Software.
as a Service

% cloud
Services

o8
=

Infrastructure Vi

rtual

%_m
==
i

.ﬁ{eNetWDrI(ing

. i ! !

= @
Executive Hosted Hosted Customer Enterprise Switch
Dashboard Anti-Spam Anti-Virus Relationship Resource
nnnnnnnnnnnnnnnnnnn Solution solution  Management (CRM)  Planning (ERP)

Router

Wireless
Network

Load Netwark Software
Balancer Monitoring Defined
& Analyzing  Networking
Solution (SDN)

Audio

Video .
Conferencing

! L | |

|
BEO0AEER

Conference Smart Smart Video Wall Smart Video
Room Solution  Boardroom Dffice Solution Display
Solution Solution

2.1.6 SWOT Analysis:

Strength

> >

They have

of aamra companies.

acce

> > >

others etc.

|

Video

S S

Conferencing Conferencing
as aProduct  as a Service

t o

800

PA System

IP Telephony Audio

Intercom

best

1 4

!
S| »

Backup  Storogeas  Virtual Databoseos Hosting

osaService Machine osaService oService DataCenter aservice Plaotform

Conferencing

Highly potential Human resource is available in the company.

mBusiness :
<@ Email Solution

i a

Office 365 Hosted Hosted  On
Zimbra

=

it Computing

SO
Server

Storage Backup

i

-Premise

C-Panel Email Solution

|
=9

Hyper

Converged
Infrastructure (HCI)
Q@ .
‘ Robotics

¥y,

Gallaborative robots

aamra networks limited B0+ years of experience in IT industry

G bandwi

They have a large client base in both private and public sectors

@

Automation

dt h

They have four data centers in total whicé strategically located in different places.

They are maintaining high level of partnership with Microsoft, Polycom, Cisco and many
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Weakness

A
A
A

aamra networks onlgnly sell B2B pralucts
Sometimes, it becomes expensive to deliver premium customer service for them.
They are yet to expand their business in some Divisions such as Rajshahi, Rangpur &

Barisal etc.

Opportunities

A

A
A
A
A

aamra networks limited can launch B2C products

They can exmre in Robotics and Automation

They can increase business in data centers and other infrastructure products
They can maintain partnerships with international companies and investors

They have an advantage of groining national market of ICT products.

Threats

A
A

Other top ranked ISP companies are available in the market

High TAX/VAT on various products & Services
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Chapter Il

Overall HRM
Practices



3.1 Recruitment & Selection Process

Recruitment and selection is a process of choosing and hiringgtitekind of stafffor the
Organization There are recruitment rules guided by an approved policy in every company for
talent acquisition. This function is considered as one of the most important practices of Human
Resource MnagementThe process of hing new headcount in aamra networks limited are given

below and this process has been conducted remotely diowid-19-

3.1.1 Requisition & Approval:

Line Manager or department head identifies the need of new employment and shall provide the
Requisitionusing the prescribed Head Count Requisition (HCR) Form along with Justification,

Job Description with & mont hsdé deliverables and approxi

appointment.

Recruitment Committee (RC) validates and recommend the HCR. If majoetg o mme nd A Y e s
will be forwarded to COO, I f fANoo will be dec

house developed software.

3.1.2 Job posting & Advertisement:

After recaving the approved HCR, The RR department usually publishes theirabac in
different job portals. They mostly use online platform to give advertisement on the job openings.
Sometimes they publish the job openings internally so that internal employees can submit their
application.

Job circulars generallgontain the fdowing information:

Job title

No of vacancies

Detailed JD & responsibilities (Role Definition)

Quialification & experience in details.

Work location

= =4 4 A A -

Educational Requirements
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1 Required Certifications
1 Application Deadline
1 Instructions to Apply

3.1.3 Intaview & Written Assessment:

Interview & Assessment process contains the following steps.

Il nitially screen out CVdés done by Line Manage

approved HCR Form.

A department wise online Core Competency Test (CGT¢anducted by HR of shortlisted
candidates before interview and whoever obtains 50% marks shall be considered as passed.

The shortlisted candidatesho passethe core competency test are invitedhe first interview

with the HR & Line manager. HR gerates the assessment report (CCT test marks and Viva
Result) and forward it to RPC (Recruitment Process Committee) and the Line Manager/Dept. After
that, Candidates are invited to a second interview session with recruitment committee members. If
the candlate is finalized, he will sit for a final interview with the Chief Operating Officer of aamra
networks limited. The interview sessions have been conducting though Google Meet or Microsoft

Teams during this pandemic.

3.1.4 Employment Ofer:

The HR depament offers the opening/replacement position to a potential candigeate
acceptance of the COOhe company considers the Remuneration package based on the
gualifications & experience of the selected candidate. The recruiter confirms the selectemteandid
by Email & Phone call, HR asks to submit the scanned copy of all personal document/credentials.
After the reference check, the Appointment letter is issued to the hiring candidate prior to his/her

joining in the offered position.

3.1.5 Joining:
The hring candidate must submit the following documents such as updategdhowocopy of all

Academic Certificates, Latest colour photograph (PP-jz€learance from previous employer
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(Applicable only for the experienced candidates), Experience/ReleaseaiertCertification of
Internship Photocopy of National ID card/Birth Certificate.

Procedure paamra HR:

1 Appointment Letter

1 Joining Pack (Joining Form, Code of Conduct, NDA & Employee Information Form)

3.1.6 Probation:

Any selected candidate is place probation for six (6) monthéfter completing the probation

period, the employee will be able to receive some benefits as per company policy such as Provident
fund, Insurance, Maternity/Paternity Leave, Earned Leave and Pilgrimage Leave etc. If the
performance of an Employds found not up to the market and he/she is unable to meet the
expectationthe probation period is usually extended for additional three months. During this
periodthe line manager helps the employee to understand his/her panfcergaps and provides

on the job training to fulfil the job responsibilities.

3.2 Compensation & Benefits

Basic Employee Benefits for Peament Employees are given below

3.2.1 Salary:
All employees of aamra networks limited whether they are temporaryrractual are entitle to
a fixed monthly salary. There were some changes in the regular salary structure for few months

due to the ups and downs of business following@ugid-19 situation.

3.2.2 Provident Fund:

Every permanenémployee is entitledo receive the benefit of provident Fund. The employee
usually contributes the 10% of his/her basic salary to the provident and the company also
contributes an equal amount at the same time. The provident fund matures at the completion of
three years ofraemployment period. There was no change in this provident fund policy during
Covid-19.
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3.2.3 Festival Bonus

All empl oyees of the Organization are entitl e
"Gross Salary"

One Bonus equal to 50% of one moh6s ( Gr oss) pay is paid to
Organization. On the date of disbursement, the concerned employees must be the payroll of the
company. Although are were ups and downs in business, all employees have been given two

festival bonuses durg this pandemic situation.

3.2.4 Meal Allowance:
The Organization provide meal facilities for the employees at a subsidized rate. Since most of the
empl oyees have been working remotely during

provide office lurch for few months.

3.2.5 Travel Allowance:
The organization provides travel allowance based on the designation of employees, if they need to

go on a business trip.

3.2.6 Mobile Allowance:
Mobile Allowance is provided to both Permanent & Contractual Byg#s as per entitlement of

their position. The amount of mobile all owanc

3.2.7 Insurance:

Insurance program represents an important part of the employee benefits. This is one type of
indirect compensation to themeloyee. There are two types of Insurance Scheme in the
organization such as Medical Insurance and Life Insurance.

In cases where an employee is hospitalized during his service, proportionate costs of treatments
are borne by the organization, under cogeraf medical insurance policy. During this pandemic,

there were some employees who had been infected by this corona virus. The company have
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provided their medical treatment cost proportionately under the coverage of medical insurance

policy.

3.2.8 FuelAllowance:

If an employee owns his own vehicle and holds the position of a manager are entitled to fuel
allowance. The amount of fuel allowance varies based on the seniority level of the employees.
Since most of the employees have been working remotelggdthiis pandemic situation, the

company didndot provide fuel all owance for few

3.2.9 Financial Assistance:

As per entitlement of the job positions, the company sometimes provide Loan against their
provident fund.

The loan is provided consideritige following situations:

Medical Treatment for self or dependents

death of spouse, children or other dependents

Own marriage

Marriage of siblings / children

Education for children

= =4 4 A4 A -

Other emergencies (at the discretion of the management)

3.3 Performance Management

Performance Appraisal is a formal process of dining the performance assessment of concerned
employees. At the beginning of a performance year, both the line managers and employees discuss
about their job deliverables, responsibilities and rauxpectations. After the discussions,

Employee develop an action plan to meet the objectives.

Line managers generally provide constant performance feedback to the employees. The

performance appraisal is usually conducted in every performance year atig amdhe end of
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probationary period, promotion and increment. This procedure is totally paperless and the
performance appraisal process is conducted through an in house developed software named
Employee Management system (EMS). The HR department has draeticing this policy

successfully dring this pandemic situation.

3.3.1 Performance Riting:
There is five points rating scale being used in aamra networks limited for appraisal purpose. They

are outstanding, very good, good, fair and poor.

3.3.2 Peformance Criteria:

The appraisal system of the company is such that it take®l@ied performance criteria into

account at the time of completing employeeso® ¢

are

A General criteria: Quality of work,usiness commitment, job related knowledge, attitude and
initiatives etc. that are common criteria that are applicable and used for all employees of the
company.

A Technical Criteria: The required skills, competence and expertise are different for different
positions. These criteriare determined at the beginning of the performance year in a
participatory manner.

A Management Competence: Deputy managers and
evaluated in respect to performance factors such as leaderstoprceesnanagement,

planning, organizing skills etc.

3.3.3 Performance Appraisal Outcome:

An employee who is rated as outstanding is considered to competent for promotion or increment.
An employee who is rated as good may be recommended for confirmagamptoyment or for
issuance of letter of appreciation. An employee who is rated as fair may be recommended for
training or extension of probationary period. An employee who is rated as poor may be

recommended for discontinuation of employment.
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3.4 Training and Employee Development

The training and development program is considered as the most significant function of HR
department in aamra networks limited. There are some training programs that are exclusively
conducted from HR department. They have sigfag conducted those training programs though

Microsoft Teams in thi€ovid-19 situation.

3.4.1 Training Needs:
The departmental heads are initially hold responsible for assessing the employee training needs.

HR helps the line managers to conduct tsseasment.

3.4.2 Eligibility:
All employees are eligible to job oriented training. However, one year of service is required for

long term studies.

3.4.3 Induction and Qrientation:

When a new employee joins aamra networks limited, he or she needs tmbtaded to his/her

job as well as to the company. The objective of orientation is to welcome the new employee, orient
hi m/ her about the job to be done, to brief hi
general HR Policies and benefits. This ot&ion is exclusively conducted from HR department.

The orientation usually takes place in the conference room and employees are invited through an
Email from HR departments. On the date of orientation, new employees are welcomed by flower

and gifts.Unfo t unat ely, the HR department coul dnét a
during Covid-19. New incumbents have been receiving their orientation though online platform

using Microsoft Teams in this pandemic situation.

3.4.4 Departmental Orientation:

Likewise, when an employee joins aamra networks limited, he/she needs to be introduced to all
the departments of the company. The objective of this departmental training is o provide new
employees with an overview of operational and functional actiwfiedl the departments.
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Training Module

A The departmental orientation is a 5 days training program that consists of 13 sessions based

on the number of departments and each session is assigned to a particular department.

A Itis conducted by the supereigdepartmental heads of all the concerned departments.

A This orientation session takes place in the conference room following an orientation

schedule

A Employees and concerned departmental head shall gather together on their assigned time

and discuss abotite core tasks of the concerned department.

A New employees receive certificate by the HR department after the orientation ends.
Since they have been maintaining physical distance in the office premise Goridel9, the
departmental
Orientation have beetonducted remotely using Microsoft Teams.

3.4.5 Inrhouse and External Training:
aamra networks | imited arranges training
within its own premises or a rented venue arranged by HR in collaboration witerned

department. Senior staff, in house trainers or consultants are hired to provide such training.

prog

HR is also responsible for coordinating with the concerned department and external training

institutes in connection with processing need basedumty external training. The line manager

nominates employee for a specific training course based on training needs analysis and request HR

to confirm the nomination of the participant.

3.4.6 Overseas Training:

Based the organi z atSerdto Overseasdrairdng in different coyneiesdikea r e

china, Singapore and India etc. The HR manager assesses the quality and effectiveness of the

overseas training programs, through the analysis of feedback provided by trainees and supervisors.

3.4.7 Onthe job Training Program:

New employees are also given on the job training at the workplace. During this training program,

employees are acquainted with the working environments and receivesomaedperience

regarding their day to day job deliverablEsployees usually receives this type of training from
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a senior colleague or peers through verbal and written demonstrations of work. Since most of the
staffs have been working remotely during this pandemic situation, employees are receiving on the

job traning through online meetings.

3.4.8 Exclusive Training Pograms by HR Department:
HR department had conducted two exclusive online training programs dbowvig-19. The
Training modules are KPI and General Company Policies and benefits of aamra nktwta#s

These two training sessions was really effective for all the employees of aamra.

3.4.9 Payment of the Training:

The Company mostly prefers the ce$fective training programs and considers for paying all
parts of the employee training prograncisas Course, Food, accommodation and travel etc.

3.4.10 Evaluation of a Training Program:
After returning from any training or workshop, employee must fill up a training evaluation form
which is reviewed and c¢omme ntimedf evalyating &teainihgr ai n e

program, traineeb6s reaction, |l earning, i mmed:i

3.5 Organizational Health & Safety

aamra networks limited believes that a good and safe working environment may enable the
employees to be more to be productive and efficient in the workp@uganizational health &
safetyissues have been given high prioyring Covid-19. At first, they have introduced home

of fice policy so that empl oy e edd tharoeguat offibeav e t ¢

works remotely.
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3.5.1 Health and Safety Measures:

HR departments have taken health & safety measures collaborating with Admin & Logistics

department in the workplace following this global pandemic. Such as

A
A
A

There were hand saragr & soap readily available to all employees.

There were thermal cameras in office for checking temperatures at the door.

They clean and disinfect at least two times a day of objects and surfaces such as cubicles,
floors and bathrooms etc.

They have kepa wet floor mat to disinfect the shoes while entering to the office.

3.5.2 Health & Safety Guidelines:

On behalf of the management of aamra companies, HR department have set several guidelines for

all the employees tbe adjusted with the new normal.

A

A
A
A
A

>\

Employees were strictly instructed to wear face masks and hand gloves in the office
Employees were not allowed to invite any visitors and clients in the office premises
Events, conferences and meetings should be arranged remotely using Microsoft Teams

3 meters of physical distance should be minted by the employees in the workplace
Employees should avoid physical greetings like handshaking and social gathering in the
workplace

Employees must not enter the office if they are suffering from fever or cold.

Line managers have been advised to introduce roaster duty for their departments to reduce
the physical presence of employees in the workplace.

If any employee gets infected with corona virus, he has to bésekdfed for at least 14

days and show the mexdil test report which shows negative result prior rejoining to the

work.
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Chapter IV

Internship
Experience



4.1 Position, Duties and Responsibilities
| was appointed as an Intern under human Resources & Organizational Development Department
in aamra networks limited on July 01, 2020. The duration of my internship period was 3 months.
In the beginning of my internship | have only assisted my senior colleagues to do basic
operational & Functional activities of HR department. Later on | was gheeresponsibility of
recruitment & Selection process. The summary of my duties and responsibilities are given
below

A CV sorting
Interview call

Interview coeordination

> > >

Documents print (Code of Conducts, Employee Info Collection Form, Non Discloser
Agreenent Joining Letter, Office Rules, Welcome Note)

Ensuring proper paperwork for new joining and other documentation

Il ntroductory presentation Regarding compan
Personal filing

Scan joining documents related to HR

Maintainingdifferent employee databases and prepare time to time reports

> > > > > >

Issuing different kind of internal or external letters (Invitation, employment certificates
etc.)

A Maintain regular internal communications (Birthday mail, Obituary mail, HROD mail,
office circulars etc.)

A Custodian of employee insurance facility and claims.

4.2 Training
As a fresher |1 didndét have any professional e
the whole internship period was actually a training phase for me. In the vergdysof my
Internship, | was given orientation on Company overview of aamra networks limited and general
HR Policies & Benefits.

| have also received a subjective knowledge regarding the overall Human Resource Management
Practices of the company withirf' iveek. | was gradually acquainted with all the documents

related to recruitment & Selection and employee separation. | was given training on Microsoft
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Excel so that | can prepare or maintain employee database. | have received hands on training on
recruitment & selection process of the company, employee separation procedure and writing

different kind of Email for internal communication with other departments.

4.3 Contribution to Departmental Functions

Apart from the regular job responsibilities, | haweh involved in different course of works. |

have assisted in developing contents for a Training session regarding occupational health & safety.
HR department wanted to upgrade their existing Training Requisition Form and upload it to
employee managemengyssem (EMS) software. So, | have prepared some samples of Training
Requisition Form and submitted it to my supervisor. Once The company wished to arrange a senior
management training on Leadership Skills. So, | have communicated with several HR Consultancy
firms (Grow n Excel, EnrouteCentre for development, Talent Centric & Future Leaders) and
requested them to provide us a training proposal regarding Leadership skills. After getting a
feedback, | have made a comparison among all the training proposatelrsheet and submitted

it to our Chief operating officer.

4.4 Evaluation

My performance has been evaluated by my supervisor before completing my internship program.
Since | coul dndét see the performanceordhes es s me
performance measurement criterions. In the last month of my Internship program, | have got the

job offer to work as an Executive under Human Resource & Organization Development
department in aamra networks limited. | have commenced my work as aentiz&en this very

department from October 01, 2020 just after completing my Internship period. Now | can say that

I might be evaluated as a good intern and identified as a potential full time employee for the

company.
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4.5 Skills Applied

As a fresher irthis field, | have applied my positive attitude, professional approach, sincerity,
Punctuality and dedication to my work. Apart from that, | have applied my software knowledge
such as Microsoft word, PowerPoint, Excel to prepare monthly reports, preseskdes, Survey

Questionnaires and forms etc.

4.6 New Skills Developed

During my Internship, | have developed my write up skills and Interpersonal skills the most. | have
improved my communication skills to deal with cross fictional teams and seflieagues. As |

said earlier, | was given training on Microsoft excel to prepare and maintain employee database,
budgets, Proposal comparisons using graphs, HR forms etc. | have learned to write office circulars,

formal internal and external emails, invitm letters etc.

4.7 Application of Academic Knowledge

Since my job responsibilities were mostly rel
have the opportunity to apply that much of academic knowledge to my work. But in some cases, |
have tied to demonstrate my academic knowledge. Once my supervisor asked me to make a report
on Performance management tools that are being practiced by the local business conglomerates in
Bangladesh. So, | have followed his instructions and submitted a wregpent regarding the
performance assessment tools using my academic knowledge. | have also assisted in developing
contents for a Training program on occupational health & safety utilizing my knowledge about

industrial & labor law.
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Chapter V

Conclusion & Key
Facts



5.1 Recommendations for Improving Departmental Operations

In aamra networks limited, there are separate departments for Human Resource Management and
Admin & Logistics. So the HR department is not involved in much clerical work aydattee
sincerely practicing Human Resource Management in the company. They constantly develop and

improvise the functional and operational activities.

The Recommendations for improving depatital operations are as follows

1 They can create a separate EniBillike carrer@aamra.com.bid communicate with

candidates and collect CVs and avoid using employee Email IDs.
Candidates should always be communicated via Email for interview.
They can use social media likededook and LinkedIn to collect CVs from potential
candidates.
1 They should usa job offer letér to confirm the candidates for joining in the offered
position.
They can make the joining documentation more paperless to minimize the clerical work.
They shalld preserve a soft copy of employee files to minimize the risk of paper damages.

Birthday Emails should be auto generated.

= =_ =2 =2

Performance Assessment should be done yearly so that employees become sincerer to

their work.

5.2 Key Understanding
My key undestanding is that the HR department can alwagsure goodand safe work
environment to its employeeB.hey may contri bute to the compan
best talents from the job market. They do the Training need assessments and arranige severa
training programs for the employees so that the employees understand their job description and
can develop themselves accordingly They want to ensure that the performance appraisal is done
correctly so that the efficient employees could be rewardedpratimotions and increments and
the inefficient employees gets the opportunity to improve themselves and become sincerer to their
work. Apart from the direct financial benefits, HR department always work for introducing
different nonfinancial benefits likeCelebration of Employee Work anniversary, Employee
Farewell ceremony, Birthday Assembly etc for employee wellbeing. D@awgd-19, They had
30|Page


mailto:carrer@aamra.com.bd

to make some changes in the regular human resource management practices of the company to be
adjusted with new namal such as the whole recruitment and selection process was conducted
remotely; the newly hired employees were given online orientation and the departmental training
programs were also arranged in online platform; monthly assembly & birthday assemieliygre b
suspended; no cultural programs or office ceremonies or annual picnics have been arranged.
Hence, the company were not able to provide som&gnom anci al benefits to
the employees were not deprived from direct financial benefitelivere no drastic changes in

the functional activities of the HR department and the HR department were required to introduce

some new policies like home office, roaster duties etc.

5.3 Conclusion

We all know that aamra networks limited is consideredrago of t he most succe:
amra companies which is consistently providin
clients. They have currently more than 340 em

employee on the basis of gende religion.

On behalf of the management of aamra companies, The HR department always ensure a safe and
friendly environment in the company. They want their employees to work in an environment where
they feel recognized, valued, and supported by tlr thanagers and their colleagues. They
intend to take safety measures and precautions to avoid occupational hazards situations in the

workplace.

The HR department may contribute to the compa
organization. Tiey are continuously working for the betterment of employees in the workplace.

Their main focus always remains in employee turnover. They intend to retain qualified and
proficient employees within the company by offering lucrative compensation package and
provides opportunities for their career development. aamra networks limited has some exclusive
employee retention programs such as lucrative remuneration package, equal opportunity for
promotion and Increment, recognition and reward system like work asaryecelebration,

birthday assembly, effective teamwork & employee orientation program etc. They also have the

best practices in developing the culture of workplace.
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aamra acknowledges that Performance appraisal is a formal process to assess the employee
competency and performance gaps. It helps the employees to understand how well they are
performing and what level @fforts are needed to reduce thpsgformance gapsnd to improve

their competencyThe performance appraisal is usually conducted inygwerformance year and

mostly at the end of probationary period, promotion and increment.

The company also believes that effective employee training program may enable the opportunities
for employees to contribut e d¢oecompetenpcy jolyséills, s ucc
proficiency. There are some existing internal and external training programs in the company. HR

department facilitates employee orientation programs for new incumbents in each month

Apart from the completive compensatiorchage, HR department on behalf of aamra companies
takes some good initiatives on employee willing. They arrange annual picnic, employee, cultural
program various inter and int@mpany sports events etc. to strengthen the team building and

interpersonal bnding of employees.

| sincerely hope the report has been able to provide us an overview of functional and operational
activities of Human resource department such as Talent Acquisition Process, Employee Training
& Development Program, Performance AssemssinCompensation & Payroll and Organizational
Health and Safety and the initiated taken by HR department to be adjusted in new normal.

32|Page



References

Aamranetworks.com. 202@amra Networks Limited Largest Internet Service Provider In
Bangladesh[online] Available at: <https://www.aamranetworks.com/> [Accessed 26 December
2020].

Ft.Ik. 2020.The Impact OCOVID-19 On Human Resource Management And The Way Forward
| Daily FT. [online] Available at: <http://www.ft.Ik/columns/Thenpactof COVID-19-on-humarn
resourcemanagemenrandthe-way-forward/4708803> [Accessed 26 December 2020].

HR, G. and Practices&hellip;, 7., 2020Human Resource Best Practices | A Miiide To
HRM. [online] AIHR Digital. Available at: <https://www.digitalhrtech.com/hurr@sourcebest

practices/> [Accessed 26 December 2020].

Who.int. 2020. Coronavirus Disease (COVIDB): Health And Safety In The Workplace. [online]
Available at: <https://www.who.int/new®om/ga-detail/coronavirugliseasecovid-19-health
andsafetyin-theworkplace#:~text=Measures@0t0%20preventZ0transmssian%200f,more%
20according?0to%20the% 20national> [Accessed 26 December 2020].

33|Page



