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Executive Summary

This internship report provides a comprehensive analysis of my experience at Global Assistant Education Consultant, where I worked as an Education Consultant, Digital Marketing Manager, and HR Assistant. The report highlights the various functions of the organization, Its HRM Practices, and the key findings from my observations and interactions with employees and management.
The study begins with an Introduction, outlining the objectives, methodology, sources of data, and limitations of the report. This is followed by a Literature Review, which explores the fundamental concepts of Human Resource Management (HRM) and its importance in organizational success, drawing insights from academic texts and journal articles.
The Company Overview section presents a detailed background of Global Assistant Pvt. Limited, including its mission, vision, services, organizational structure, and market positioning. It highlights the company’s role in providing consultancy services to students aspiring to study abroad, its approach to student counselling, and its marketing strategies.
A significant portion of the report is dedicated to the HRM Functions of the Company, where various HR practices such as recruitment, training, performance appraisal, and employee engagement are analyzed. The Analysis of Data and Findings section presents key insights gathered through interviews and observations, structured in a descriptive format followed by a Q&A session-based analysis. This section also includes detailed discussions on the company’s Evaluation Process, Recruitment Process, and Appraisal System, offering a deep dive into its HRM operations.
One of the most critical aspects of the report is the Appraisal of the Company, where an in-depth assessment of the organization’s strengths, weakness, opportunities, and challenges is conducted. The analysis highlights the company’s strong market presence, dynamic work environment, and performance-based incentives, while also identifying challenges such as high employee turnover, lack of formal HR policies, and the absence of a structured performance appraisal system.
Finally, the report concludes with Recommendations and Conclusion, summarizing key findings and suggesting actionable steps for the company’s long-term growth and sustainability. The Bibliography/References and Appendix sections provide supporting materials, including references to academic sources and interview questionnaires used for data collection.

This report serves as a reflection of my practical learning experience, bridging the gap between academic knowledge and real-world business operations. Through this internship, I gained hands-on experience in HR functions, marketing strategies, and education consultancy service, enhancing my professional skills and industry understanding. The insights and recommendations presented in this report aim to contribute to the company’s HRM improvement and overall business effectiveness.
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1. [bookmark: _Toc191772706]Introduction


This Internship report serves as an integral component of the Bachelor of Business Administration (BBA) program, with a concentration in Human Resource Management (HRM). 
It encapsulates the practical experiences acquired during the internship tenure at Global Assistant Education Consultant.
The primary aim of this report is to document the intern’s experiences, analyze the learning outcomes, and bridge the gap between theoretical knowledge and practical application in the HRM domain. This document reflects the fieldwork undertaken as a part of the BBA curriculum and illustrates the application of academic resources in a real-world workplace setting.

Throughout the internship, the intern had the opportunity to observe and engage in various facets of the company’s operations, particularly within the Human Resource Management sector. This exposure provided valuable insights into the functioning of a reputable organization and its interactions with other industries. The report aims to correlate academic learnings with practical experiences, thereby enhancing the intern’s future career prospects.











[bookmark: _Toc191772707]1.1 Report Topic
The report focuses on the role and responsibilities as a student consultant, digital marketing manager also serving few HR responsibilities covering few HR functions such as performance evaluation, training, development and employee engagement at Global Assistant Pvt. Limited.  The topic aims to highlight how these functions are implemented in practice and the key skills required to perform them effectively. 
What was learned from the internship period and what was got in field relevant that was studied during the education period is described in this report thoroughly. How the Intern handled all the projects and directions which was got from the seniors from the company is also wrote down in this report.

[bookmark: _Toc191772708]1.2 Purpose of the Report
The report has multiple purpose to offer. Such as;

Primary Purpose:
· To fulfill the academic requirement of the internship program.
· To provide an overview of the HR activities which the Intern was involved in.
· To analyze the challenges and tasks faced during the internship and how they were solved.
· To evaluate the effectiveness of academic knowledge when applied in a professional setting.
· To provide recommendations for the organization and future inters based on the observations and experiences.
· To describe real-life work experience.
· Enhancing professional skills.

Additional Purpose:
· Developing key competencies such as communication, teamwork, and problem-solving within a real-world HR setting.
· Understanding HR Technology application in work life. 
· To gain hands-on experience with Human Resource Management (HRM) systems and other technological tools used for managing employee data and streamlining HR processes. 
· Exploring more employee relations dynamics. Observing and participating in maintaining positive employee relation.
· Assessing organizational development. Analyzing strategies implementing to improve organizational effectiveness, culture and also processes.

[bookmark: _Toc191772709]1.3 Methodology

Methods used to collect Data-
· Interview.
· Questionnaire.
· Company’s Handbook.
· Observations.
· Internet.

[bookmark: _Toc191772710]1.4 Source of Data
The preparation of this report involved a systematic approach, relying on both primary and secondary sources of data. Such as;

· Primary Data: This data was collected through active participation in HR tasks, personal observations, interactions with co-workers and supervisors and also involvement organizational meetings. 
· Secondary Data: Organizational documents, policies, rules & regulations, training manuals, monthly and annual reports, also online resources were reviewed to supplements the primary data and provide a comprehensive understanding of the HR processes.

The data and insights in this report were primarily obtained from:
· The HR team and supervisors, through one-on-one discussions and feedback sessions.
· Company-provided materials such as employee handbooks, training schedules and performance review templates.
· First-hand experience during day-to-day activities in the organization.







[bookmark: _Toc191772711]1.5 Limitations

Despite the best efforts to ensure the accuracy and comprehensiveness of this report, certain limitations were encountered: 
1. Time Constraints: The internship period is limited which restricts the ability to gain in-depth exposure to all HR functions. While can to be collected everything in one time.
2. Access to Confidential Data: Certain HR policies, salary structures, and strategic decisions were slightly confidential and inaccessible. 
3. Limited Scope of Activities: Limited decision making authority and was mostly involved in assisting with operational tasks. 
4. Learning Curve: Adapting to a professional environment and understanding organizational culture within a short period was a very challenging thing.

Despite these limitations, this report provides an honest account of the Intern’s experiences, focusing on the skills developed, knowledge acquired and challenges overcome during the internship. It also aims to offer valuable insights for academic and professional growth in Human Resource Management.
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[bookmark: _Toc191772713]2.1 HRM Functions

Human Resource Management (HRM) is a critical component of any organization, encompassing a variety of functions to ensure the optimal performance of its workforce. 
The primary functions of HRM, as described in the textbooks include:
· Human Resource Planning: HRP is the most essential part for understanding the strategic role   in organizational success. HRP ensures that an organization has the right amount of people, also with the right skill, following the right places on the right time. This process involves forecasting future human resource needs, analyzing current workplace capabilities, also developing strategies to bridge any gaps. 
Effective Human Resource Planning aligns human resource policies with the organization’s strategic objectives, facilitating proactive management of workforce challenges and opportunities. By reviewing existing literature on HRP, a person can explore various models, frameworks, and best practices that organizations employ to anticipate and meet their human resource requirements. Analyzing provides a comprehensive understanding of how HRP contributes to organizational performance and adaptability in a dynamic business environment.
· Recruitment and Selection: This process involves finding and hiring the best candidates for a job. Recruitment identifies job vacancies and hiring needs and Selection involves screening and shortlisting candidates. Recruitment and Selection are fundamental components of Human Resource management that focus on attracting, identifying, and hiring the right talent for the organization. According to Dessler (2016), recruitment is a process of generating a pool of qualified candidates through various sources such as job portals, advertisements, referrals, and also campus recruitment. 
Selection, on the other hand involves assessing these candidates through structure methods like interviews, aptitude tests, and background checks to identify the most suitable individual for the role. Effective recruitment and selection strategies not only sure that the organization hires candidates with the right skills and qualifications but also align with its strategic goals by fostering employee engagement, reducing turnover, and enhancing organizational performance 
This function focuses on the systematic process of attracting, screening, and selecting qualified candidates for employment. As per Human Resource Management: A Contemporary Approach by Torrington et al. (2017), a well-defined recruitment process helps ensure that an organization hires the right talent for the right role.

· Training and Development: This process helps employees improve their skills and knowledge to perform their jobs better. It can also help a company grow. Training and development involve improving the effectiveness of organizations and the individuals and teams within them. Training may be viewed as being related to the progress of longer-term organizational and employee goals. While training and development technically have differing definitions, the terms are often used interchangeably. This two have historically been topics within education and applied psychology, but in last few decades they became associated with Human Resource Management.
Effective training programs help employees enhance their skills and competencies, ensuring that they are equipped to meet organizational needs. According to Human Resource Management by Dessler (2016), development programs are designed to prepare employees for higher roles, fostering career growth and organizational success. 

· Compensation and Benefits: These are the rewards an employer gives to an employee for their work. Compensation and Benefits can include monetary payments, like salary, wages, bonuses, commissions, overtime and non-monetary like health insurance, retirement plans etc. These terms are very important for attracting, retaining, and motivating employees. This can also help employee’s satisfaction, health and productivity. 
This function includes designing competitive compensation structures and offerings benefits to retain top talent. According to Armstrong’s Handbook of Human Resource Management Practice by Armstrong (2020), a fair and attractive compensation system motivates employees and ensures job satisfaction.
Compensation and benefits are essentials aspects of Human resource Management, designed to attract, retain, and motivating employees while fostering organizational commitment and productivity. Compensation refers to the monetary rewards provided to the employees in exchange for their work, including base salaries, bonuses, commission, and performance incentives (Armstrong 2022). 
Benefits, on the other hand, encompass non-monetary rewards such as health insurance, retirement plans, paid leave, wellness programs, and other perks. Together, these components from a comprehensive total rewards system that reflects the organization’s commitment to its workforce. 
A well-designed compensation and benefits system is not only a tool for employee satisfaction but also a strategic approach to align individual performance with organizational objectives. As Desseler (2016) emphasizes, competitive compensation structures motivate employees to perform better, reduce turnover rates, and enhance overall job satisfaction. Moreover, benefits play a critical role in meeting employee’s personal and professional needs, contributing to their sense of security.
Modern organizations are increasingly leveraging innovative compensation strategies to stay competitive. These includes variable pay structures, pay for performance systems, and employee stock ownership plans (ESOPs). Benefits have also evolved to include wellness initiatives, mental health support, and flexible work arrangements to address the diverse needs of a multi-generational workforce. As Torrington et al. (2017) note, organizations that prioritize holistic compensation and benefits strategies are better equipped to attract top talent, foster employee’s loyalty, and achieve sustainable growth.
In summary, compensation and benefits play a dual role in ensuring employee satisfaction and advancing organizational goals. They are not merely cost elements but strategic investments in human capital, creating a motivated and engaged workforce that drives long term success 

· Performance Management: This is a process that helps employee perform well and achieve organizational goals. It involves communication between employees and managers to set expectations, identify goals, and provide feedback.  Performance management is like a tool that helps managers to monitor and evaluate employee’s work. 
The ultimate goal of the term is to create an environment where people can perform to the best of their abilities and in alignment with the organization’s overall goals. This term is widely used in both private and public sectors.
Performance management is also a critical function within Human Resource Management that focuses on aligning individual employee goals with the organization’s overall objectives. According to Armstrong (2020), performance management is a continuous process that involves setting clear performance expectations, monitoring progress, providing feedback, and evaluating outcomes to ensure high levels of productivity and engagement. Effective performance management systems are essential for identifying skill gaps, rewarding high-performing employees, and addressing underperformance in a constructive manner.
Dessler (2016) emphasizes that a well-structured performance management system not only motivates employees but also fosters accountability and transparency within the organization. Tools such as appraisals, performance reviews, and key performance indicators (KPIs) are commonly used to assess and improve employee [performance. Ultimately, performance management plays a pivotal role in achieving organizational success by fostering a culture of continuous improvement and professional growth.
As emphasized in Human Resource Management by Griffin (2017), performance management involves evaluating employee performance and providing feedback to improve productivity. Regular performance appraisals contribute to both individual growth and organizational development.
· Employee Relations: This is the practice of building and maintaining positive relationships between employees and management. It’s a key part of Human Resource Management.
Employee relations refer to the efforts made by an organization to build and maintain a positive and productive relationship between employees’ and management. This also includes handling grievances, managing conflicts, promoting a healthy work environment, and ensuring fair treatment for all employees. Strong employee relations contribute to higher engagement, lower turnover, and better overall performance. Additionally, effective communication channels and employee involvement in decision-making processes are key components of a successful employee relations strategy, as highlighted by Armstrong (2020).

According to Human Resource Management by Gary Dessler (2016), this function focuses on maintaining a positive relationship between employees and management, ensuring a healthy work environment. It includes conflict resolution, communication, and the development of policies that promote fairness and mutual respect.



[bookmark: _Toc191772714]2.2 Importance of Human Resource Management

HRM is integral to the success of any organization. The importance of Human Resource Management can be observed in several areas:
1. Strategic Role: HRM plays a key role in aligning the workforce with the organizational strategy, ensuring that the right people are in the right positions. According to Human Resource Management by Dessler (2016), HRM’s strategic function is key to sustaining competitive advantage.
It’s a position in a company that focuses on business methods, management practices, and long-term goals. Strategic roles can help companies reduce risk, improve efficiency, and increase profitability.

2. Employee Engagement and Retention: HRM is vital in promoting employee engagement, which leads to greater productivity and reduces turnover. According to Armstrong (2020), engaged employees contribute to organizational success through their commitment and loyalty. 
It basically refers how emotionally connected and invested an employee feels towards their job and company, actively participating and contributing to its success, while “employee retention” is the ability to keep employees within a company by minimizing turnover and encouraging them to stay long-term.

3. Legal Compliance: HRM also ensures that organizations comply with employment laws and regulations, reducing the risk of litigation. This aspect is crucial in maintaining a lawful and ethical work environment. According to Griffin (2017), HRM ensures adherence to these legal standards.
It is a process of all the law, regulations, and policies that govern a business’s operation. It is important for companies to maintain legal compliance to avoid penalties, lawsuits, and reputational damage.

4. Innovation and Creativity: HRM fosters a culture of innovation by encouraging diversity and supporting employee’s ideas. Torrington et al. (2017) discuss how HRM policies encourage creative thinking, which is essential for organizational growth and adaptation to market changes.

5. Adaptation to Change: HRM helps organizations navigate changes in the business environment by developing agile and resilient workforces, according to Dessler (2016), HRM enables organizations to adapt through training, development, and change management practices.
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[bookmark: _Toc191772716]3.1 About the Organization

Global Assistant Pvt. Limited is one of the leading Multinational Agency and consultancy firm who has separate agency for each service includes;
· Global Assistant Education Consultant.
· Global Assistant Travel Agency.
· Global Assistant Healthcare Agency.
In the industry, they are giving service such as student consultancy about study in abroad, visa processing, travel package and also medical visa processing not only in Bangladesh also they have their branches in several country. The Company’s head office is located in Malaysia and Sub offices are in Dhaka, Bangladesh, Finland, USA, Singapore and Japan. 
From 2015, Global Assistant assisting international students studying abroad and with all the processing. They provide information regarding study abroad, scholarship, intakes, migration, and also visa processing including travel guide. 
As a consultancy firm, they share authentic information regarding study abroad, visa processing and travel. They believe in professional guidance to their clients. In addition, they are cordial in guiding students to fulfill the entire requirement of getting a visa properly. 
Global Assistant also have own academic writing specialist, therefore they also helps in writing assignment, resumes and proposals. 
They are always intending to extend business and do more collaboration.



[bookmark: _Toc191772717]3.2 About Founder & CEO of the Company:

M M Kobiruzzaman is the Founder & Chief executive officer of the dream project named Global Assistant Pvt Limited. He started his work as the Chief executive officer at the Global Assistant Consultant in 2015. Before joining here, he had five years of working experience in distinguished fields. In mid-2014, he started his first job at Iris Company as a human resource management manager, and finally, he got a promotion for his outstanding achievement.
Now, he is working as a creative content writer at Newsmoor.com, an online learning education website.  Additionally, he is working as the SEO at RPA Journals. As of July 2019, he founded and started to work as the CEO at Global Assistant Consultancy Firm.
During his career in HR, Kobi established himself as a renowned crisis communication consultant. He has completed his graduation in the communication department at the University Putra Malaysia, one of the leading public universities in Malaysia.
In the past, Kobiruzzaman proved to be very good at communication. When he was a student at the University of Putra Malaysia, he was involved in many social activities, such as social campaigns to make this world more convenient for living human beings. Apart from academic studies, he performed excellently in the co-curriculum.
He also has some publications in journals and also played an editorial assistant at the Pacific Asian communication association abbreviation PACA. In 2018, he joined Putra Business School as an international student admission representative.
M M Kobiruzzaman studied in China and Malaysia and has attended many international conferences as a volunteer and author of the publication.
He is also fluent in Bengali and English and moderate in Hindi, Urdu, Malay, and Chinese.
This multinational company was his dream project and now he is willing to make this dream diversify worldwide. He is a very visionary man and also man of his words who not only take cares of his company but also all the employees. He is expanding this project day by day to become one of the best worldwide.
His Motto is “I Never Dream about Success, I Work for It.”
Also, as a CEO of the company, he always motivates his employees to follow his footsteps toward his dream and never underestimates anyone. He gives full support about any new innovation or idea, which makes him positive towards the company’s well-being.


[bookmark: _Toc191772718]3.3 Vision

The vision of Global Assistant Education Consultant and Travel Agency is: “To be the best supporting Agency of the market and also becoming the most trustable and helpful in consultant industry, leading more innovation, collaboration and client satisfaction.”
Also expending its service network day by day. Always aware of exceeding client expectations and committed to meeting the applicant’s satisfaction.

[bookmark: _Toc191772719]3.4 Mission

The mission of the Global Assistant Education Consultant and Travel Agency is:
· Delivering high quality service.
· Contributing in good collaboration for more scholarship.
· Giving good tour packages.
· Building more customer belief.
· Being the best consultant team of the country.
· Building a good and effecting consulting firm.
· Be in the top 3 company in the present market.
· To ensure a smooth and efficient visa and admission process. 
· Assisting students to make correct decision regarding their academic and career paths.
· Build a strong relationship with universities and institutions worldwide.

[bookmark: _Toc191772720]3.5 Core Values

The organization upholds the following core values:
· Integrity: Maintaining honesty and transparency in all business operations and information.
· Innovation: Encouraging creativity to stay ahead in the competitive market.
· Collaboration: Doing more partnership and expanding more.
· Customer Focus: Prioritizing customer satisfaction through quality service. 
· Sustainability: Emphasizing environmental and social responsibilities.



[bookmark: _Toc191772721]3.6 Products\Services: 

Global Assistant Education Consultant and Travel Agency offers a wide range of services to offer, including;
1. Student Consult: 
Global Assistant Education Consultant and Global Assistant Travel Agency offer comprehensive visa processing services for both students and tourist from Bangladesh and also from Malaysia, Pakistan, Indonesia, Somalia. The Education Consultant division specializes in assisting students with securing schooling and student visas for countries like Malaysia, UK, USA, Canada etc. providing complete visa application support and up-to-date information. 
Concurrently, the Travel Agency The service this agency mainly gives is consulting students about abroad. The company works for many countries universities and schools including Malaysia, UK, USA, Spain, Cyprus, Turkey, Sweden, Denmark, Finland, Hungary, Japan and many more. The agency gives accurate information and pathway for processing.
2. University Admission Assistance: 
Helping the students to choose the right university or institute for higher studies and also right program based on their academic background and career aspirations. 
3. Visa Processing: 
Global Assistant Education Consultant and Global Assistant Travel Agency offer comprehensive visa processing services for both students and tourists from Bangladesh, Pakistan, India, Sri Lanka, Somalia, Indonesia etc. 
The Education Consultant division specializes in assisting students with securing schooling and student visas for countries such as Malaysia, UK, USA, Canada etc. They give complete visa application support and up-to-date information on global education systems and admission procedures.
Concurrently, the Travel Agency facilitates tourist e-visa applications, including destinations like all over the world ensuring a seamless and efficient process for travelers. Global Assistant aims to simplify international travel and education opportunities for Bangladeshi clients.
Global Assistant also does student visa processing including emergency or business visa.
4. Travel Package: 
Global Assistant Education Consultant and Travel Agency makes various kind of budget friendly travel package. Also, they offer Business Class package, Economy Package and Student Package.
5. Air Ticket Booking: 
Agency also does the air ticket booking for clients. Keep updates about every flight and gives away good packages and deals for students and tourists. Also, they had good vacation package with discounted air fare during vacation season. 
The Education Company also gifts free ticket to their potential students during events or programs.
6. Hotel Booking:
Global Assistant Travel Agency have hotel booking service by their own. Clients can choose economy, business or student deal as per season in all the country they process visa for. Client can do bookings as their need through by them.
7. Medical Visa: 
This agency also offers Thailand medical and also Malaysia visa in any circumstances. Clients can send their documents and book appointment via them.
Also, they will make the hotel reservations, air tickets for the patient and family.
8. Air Bus: 
Global Assistant Healthcare Agency offers specialized air ambulance services for medical emergencies, facilitating swift patient transfers from Bangladesh to Thailand. Their air ambulance is equipped with advanced medical equipment and staffed by trained professionals to ensure continuous medical care during transit. The agency manages all logistical aspects, including obtaining necessary permits and coordinating with both departure and arrival hospitals, ensuring a seamless transfer process. 
This service is crucial for patients requiring immediate medical attention, providing a reliable and efficient solution for cross border medical emergencies. For any emergency situation clients can book an airbus from the company.
9. Pre-Departure Support:
They also organize orientation sessions to help students adapt to new culture and academic interviews. Also, they gave some mock interview sessions for embassy interview.

They really have a wide range of services, because they are a multinational company who expended their business broadly and being globalized. Because of that they are willing to provide all kind of help a student or a tourist needs. Additionally, the medical visa is one of the best services they are providing.
Besides all these, Global Assistant gives free consultation and they do have a very strong consultant team to handle that. Also, they do not charge for any kind of abroad student file processing. 
Also, they not take any extra payment before visa for tourist visa. These are also in their service.





[bookmark: _Toc191772722]
3.7 Organizational Structure:

The organizational structure of Global Assistant Education Consultant and Travel Agency is designed to facilitate smooth operations and decision making.
The company follows a hierarchical structure with the following key department and they maintain from top level to mid-level hierarchy, after CEO there is HR Head, Admission Officer and then senior consultant and others. 
A small brief of the hierarchy;
1. CEO/Managing Director: Oversees overall business strategy and operations from Malaysia and Bangladesh both.
2. HR Manager: MD Shakil Khan who is HR Head and the Chief Marketing Officer of Global Assistant Pvt Limited. He is responsible for recruitment, selection, interviews, and training and employee relations. Also, he does all the major collaboration and marketing. He is ambitious, hardworking and visionary man who knows the company by birth. He always keeps a good relation with all the employees. He is also the chief executive officer of the company’s Dhaka office. 
3. Admission Officer: Md Shoumik Hasan, who is Admission Officer of Global Assistant Education Consultant. He does all the documentation, Mails, make drafts, Air ticket booking and al the admission procedure for students. He is hardworking, intellectual and supportive toward his coworker. 
4. Senior Education Consultant: Tayeeba Haque, who is Senior education consultant also does HR functions. She does al the head hunting and collaboration. Also, she handles interviews and other HR relationships with employees. She also handles finances and important decisions in Bangladesh office. She is responsible and helpful. She also does the digital marketing planning and execution. 
5. Visa & Documentation Officer: Minhaj Ahmed, Handle paper works, visa process also air tickets. 
6. Marketing Manager: Noushin Nower Urbi, Leads marketing campaigns and brand promotion. Does collaboration and also B2B with other agencies. Does student counselling, agent counselling and also arrange meetings for campaigns.
Also, does the screening of CV for new recruiters.
And, also there are other employees under every section. Total number of employees in this company is 52 including Malaysian office and agents.


4. [bookmark: _Toc191772723]HRM Functions of the Company


Human Resource Management (HRM) plays a critical role in ensuring smooth functioning of Global Assistant Education Consultant. Even though the company is service based, its success largely depends on the efficiency, motivation, and productivity of its employees. As an education consultancy firm, the organization focuses on recruiting skilled education consultants, visa officers, and also marketing professionals who can provide guidance and support to students aspiring to study abroad or family to go on a tourist visa.
During the internship, the intern observed how various HR Functions contributed to the company’s growth and employee satisfaction.
Although, the company does not have a fully structured HR Department as they are not so big agency with 100+ employees, but they follow a fundamental HR Practices, including recruitment, training, performance management, evolution, compensation and also employee relations.
A detailed analysis of these HR Functions and their impact on the organization;

[bookmark: _Toc191772724]4.1 HR Planning

While Human Resource Planning (HRP) is a critical function that ensures organization has the right number of employees with the necessary skills at the right time.
The HR planning process at Global Assistant Education Consultant follows several key steps;
1. Assessing Workforce Needs
The company evaluates its current and future staffing needs based on business expansion, seasonal demand and also industry trends. Since the company mostly needs knowledgeable advisors, HR ensures that the company has adequate personnel for counselling, marketing and administrative roles.
2. Forecasting Demand and Supply of Employees
HR also analyzes student enrollment trends, new affiliations, marketing outreach success and also service demand to predict the number of employees required in various departments. 
3. Managing Workforce Flexibility
Given dynamic nature and being a multinational, they offer part-time and remote work options for consultants during peak season. Also, the HR implements a performance-based contract system for seasonal employees.

[bookmark: _Toc191772725]4.1.1.	Challenges in HR Planning:
Despite having a structured HR planning process, the company often faces some challenges. Including;
· High employee turnover- Especially among junior consultants or joiners.
· Adapting to changing migration policies, affecting demand forecasting.
· Most of new joiners join as intern and leaves after getting good amount of experience.


[bookmark: _Toc191772726]4.2 Recruitment and Selection Process
Recruitment is one of the essential HR Functions at Global Assistant Education Consultant, as the company requires experienced consultants and supportive staff to ensure effective service delivery. 
As the intern get to know during her work, these are the recruitment process involves the following key steps:

[bookmark: _Toc191772727]4.2.1 Sourcing Candidates
The company hires new employees using several methods:
· Employee Referrals: A significant portion of new hires comes from recommendations by existing employees. Because the company is small and has so many confidential information so the company truly believes in closer person only. So, senior employees can refer someone good who has good communication skills. 
Also, they have a part while someone is not directly from the company but can work as an agent, all over the world and this portion is fully hired by personal referrals only.
· Social media posting: The Company frequently posts vacancies when they needed any employee. They do posts on Facebook, Instagram, LinkedIn, Facebook groups and also job portals with details and everything.
They also post on their personal Facebook page to get attention of job seekers.
· Walk in Interviews: When they got some vacant post, candidates sometimes can visit the office directly for interviews with updated CV.

[bookmark: _Toc191772728]4.2.2 Selection Process
The selection of Global Assistant Pvt. Limited, involves three main steps:
· Application Screening: Candidates who dropped their CV via mail or in person, they get shortlisted based on their appetencies, experience, communication skills and also educational background.
· Interview: After screening by Head HR or his assistance they get a call of text from management to attend the interview session. The shortlisted candidates are interview by Head HR or senior management to asses they knowledge, problem-solving ability, communication skills and also confidence. Also, they get checked if they are early learner or not.
· Job offer: Then selected candidate receives an offer letter from the HR department. In the offer letter everything gets quite mentioned including salary details, probationer period timing and also commission-based incentive percentage.

Few Challenges during/after Recruitment:
· High Turnover
As per report and observation method, it was seen that many employees leave within a few months due to limited long-term career prospects. As the company is a small one and there is not so much variation in hierarchy so the chances of variation or promotion is very limited which reminds employees that they will not get enough experience from here. This thought made them leave and again vacancy for some new joiner. 
· Lack of Structured Hiring Policies
The whole recruitment process is not so formally documented which leads to inconsistencies. While the company has employee referral system for recruitment, it is obvious that they do not maintain formality always.

[bookmark: _Toc191772729]4.3 Training and Development

Since education or tour consultancy requires employees to be very patience and well-versed during counselling, international admission process, visa regulations, explaining packagers pros and cons to the client, training is an integral HR Function.
However, the company follows some informal training approach because they have to be first learner to cop up with the company’s diversity, which includes;
[bookmark: _Toc191772730]4.3.1 On-the-Job Training:
New employees learn by handling real cases under the supervision of senior consultant. Means every new joiner goes under a senior’s as like a supervisor and they teach them how to talk and handle the case and also how to get more clients. This approach really helps them to gain practical knowledge overall but still lacks a formal structure because this whole training process is not documented and all the senior’s might be not same. They can also have some pro and cons and the new joiner could get confused. Because as a Consultant, every person has some own tricks to get more clients which are not always preferable to disclose or easy to reach somebody else. For that the new one could be distracted by informal words as well. 
This is why it rarely depends if the new joiner getting good supervisor or not to learn. It can probably impact on their learning.

[bookmark: _Toc191772731]4.3.2 Knowledge-sharing-sessions:
Experienced employees occasionally conduct some internal training sessions to share insights. Basically, these sessions are taken by CEO himself or sometimes HR Head. These are about:
· Admission procedures for different countries.
· Visa Documentation and requirements.
· How to collect students/clients from online and offline.
· How to handle social media.
· Arranging Zoom meetings with affiliated many university’s representatives.
· How to explain packages to the clients.
· About airline bookings and all.
· Marketing strategies.
· New student engagement. 
· About the rules and regulations of the company, and many more.

[bookmark: _Toc191772732]4.3.3 Challenges in Training & Improvement:
There is no basic formal training program for new employees. It’s always seniors giving a basic guideline which new joiners follows. Employees have to learn independently without a structured guidance. Because being a service providing company there are rules and things also knowledge changing every day. New rules are adding or new information’s are also adding for that it is quite impossible to give a fixed guideline to everyone.
But also, a small improvement could be made by introducing few structured onboarding training program for new hires. By which they will not feel lacking and will nit shift to another job in such short time. During probationer period they should have some structured sessions. Also, providing employees with access to educational resources and giving demo of previous seminars and session could also be helpful to learn easily. This can be a major improvement for the organization. 


[bookmark: _Toc191772733]4.4 Performance Management

Global Assistant Education Consultant operates in a target-driven industry, employee performance is evaluated based on Student Enrollments, Visa Success Rates, Number of Students moving Overseas and also Marketing Achievements.
However, the company does not have a fully structured KPI system. Instead, performance is assessed through: 



[bookmark: _Toc191772734]4.4.1	Monthly Performance Reviews
· Employees are informally evaluated by supervisors based on their productivity and contributions per month.
· The focus is primarily on student recruitment number and successful visa applications.
· Also depends on how many student/clients reached to the particular counselor.
· How much achieved as monthly target.
· Co-worker reviews are also counted.
· Employees receive performance-based bonuses depending on the number of students they successfully enroll.

[bookmark: _Toc191772735]4.5 Compensation and Benefits
The company follows a basic salary and also commission model for employees. The key elements of its compensation include:
· Fixed Salary- Employees receives a base salary, which varies depending on their role and experience level. It increases on promotion as well.
· Performance-Based Commission- Education consultants earn commissions based on the number of student’s successful enrollment. Visa officers also receive bonuses for higher approval rates. Medical department gets extra bonus for successful appointment in Thailand/Malaysia Medical or on Airbus as well.
Benefits-
· Employees gets lunch every last day of week.
· They can ask for a paid leave for a limited time if they have any educational purpose issue.
· Sick leaves can be paid if they manage to submit medical documents.
· Transportation during meetings.
· Mobile and Internet bills as per events.
· Day off after every event.
· Relatives of employees gets discount on visa processing.

[bookmark: _Toc191772736]4.6 Work Culture and Communication 
Employees maintains a good relationship with supervisors and colleagues. There is an informal yet positive and flexible work environment. Sometimes it may cause some misunderstanding between co-workers yet it can be explainable late on. 
The HRM functions at Global Assistant Education Consultant play a significant role in shaping the company’s success. While the company effectively manages Recruitment, Training, Performance Evaluation and compensation, also there is room for improvement in Formalizing HR policies, reducing turnover and implementing structured employee development program is the positive side of the company. 
[bookmark: _Toc191772737]4.6.1	Daily/Monthly Work Culture of the company
The company follows a Daily task and a daily report method. Every employee has given a framework and target setup by the HR and then follows a regular and monthly checking system. In simple way to explain, there is a fixed framework for everyone in the company which can be always changed after finishing a month and there is a fixed score of 100 on that framework and every employee has to gain at least up to 80 score every month which will be added later on yearly for promotion purpose.
Now the detailing of the framework:
· First, they have given a target to fill-up.
· Then they daily provide a Daily Task report to the Business WhatsApp group where CEO and HR monitors what tasks the employee has due throughout the day.
· It has to be mentioned though highest important task to lowest.
· After that, in of the day an official meeting conducts with CEO himself and he asks about the daily update.
· Next before leaving office, every employee has to mention their daily works they have done in online Google Doc file, what they have did whole day, which clients they had deal with and what tasks are incomplete and due to next day.
· After that they again have to give a final task report to HR head that they have been completed or is due to next day.
This daily task report is also a part of performance evaluation. By this the final points are counted.
· After a month, the Task report of Google Doc file is officially mailed to the CEO. He does the overall evaluation by a third party.
· Also, a very important part is added here which is Ratings by Co-worker. Every employee has been given a form every month where they can talk about their co-worker, good/bad or any improvement the company needs.


[bookmark: _Toc191772738]4.7 Evaluation Method
Few important Evaluation part to be mentioned;
1. Student Enrollment Success Rate:
The primary metric for education consultants in the company is the number of students they have been consulted, notified and successfully enrolled in partner universities. Also, the number of students flew overseas in a month higher enrollments lead to better performance ratings.
2. Visa Approval Rate:
Employees handling visa processing are evaluated based on the number of approved student visas. A higher visa success rate indicates efficiency in handling documentation and compliance procedures. The more clear and good documentation held by consultant brings good visa ration which adds numbers to evaluation.
3. Marketing Reach and Engagement:
The marketing team is evaluated based on the performance of promotional campaigns on online, social media engagement and student inquires generated through advertisements. Marketing teams has target to make quality full video content based on study, scholarship details, event announcement, daily updates, creating Bloggs mentioning fees and others also maintaining regular group post and update of official Facebook page.
Rather than consulting, it is very important to get clients/students first. So, giving updates about scholarships or tour packages is a most important task to evaluate that how effective an employee can do.

4. Client Satisfaction and Feedback:
The company values student and guardian feedback very much. Positive reviews by the students and client satisfaction play a key role in evaluating an employee’s ability to provide quality service. Company often takes feedback by third party from the clients that a consultant is enough responsible and attentive to counsel or not.
5. Overall Work Ethic and Contribution:
Employee punctuality, teamwork and adaptability are informally assessed by supervisors. Also, successful events by teamwork is also counted for evaluate. Which also get counted from Co-worker review. 
Monthly Evaluation Method- 
After every end of the Month, Top management collects all the data and submit it to a third party to give an unbiased opinion. It makes the score and also related to the incentive if any employee getting that in that month. Also, this evaluation helps employees to get promotion as well. 

[bookmark: _Toc191772739]4.7.1 Challenges of Evaluation System
First, the company has a very small hierarchy both in Malaysia and Dhaka office. Which makes some challenges for the evaluation system.
· Being a large consultant team, it’s not easy to fulfill the desired target every month.
· Co-worker reviews could be biased by favoritism.
· Everyone does not get the same ability so giving same task framework could be a hassle for them.
· It may affect the inside relationship between employees.
· One month getting highest number of visa approval and next month could be very low.
· It can cause mental pressure as well.
Despite all of this, these challenges are easily overcome if needed by management. Because, company has a strong evaluation process so if they maintain some structural guideline, it may cause more effectiveness.

[bookmark: _Toc191772740]5. Analysis of Data and Findings 
(Analysis taken from Interviews, Observation and Conversations)


This section presents an analysis of the HRM functions and operational processes at Global Assistant Education Consultant and Global Assistant Travel Agency, based on interviews and conversations with employees, supervisors and company leadership.
The data has been collected through one-on-one interviews, informal discussions, and observations during the internship. The findings highlight how HR functions, employee experiences, and organizational processes contribute to the company’s efficiency and success.
The purpose of this analysis is to understand the HRM strategies, challenges, and improvements within the organization. Since Global Assistant Education Consultant operates in the service industry, its HR policies and business model differ from traditional corporate structures.
The insights from this section will provide a practical perspective on HR operations in a service-based consultancy firm.
The analysis is done under SWOT Analysis system:

[bookmark: _Toc191772741]5.1 Strength of the Company
During the internship, the intern closely observed the HR processes within the organization which is the strongest side of the company. Which are;
· Recruitment and Selection: The Company primarily hires education consultants, visa officers, marketing professionals, admission officer, tourist guide and also marketing professionals. Most hiring is done through employee referrals, social media job posting, LinkedIn and also walk-in interviews. 
· Training and Development: New employees undergo on-the-job training under the supervision of senior consultants.
Training is most of the time informal and focused on case-based learning, where employees learn by handling real student/client cases.
· Performance Appraisal: Employee performance is evaluated monthly, based on the number of successful student enrollment, visa approvals, medical visa, tour appointments and marketing reach. There is no exact formal KPI system, but targets are set based on business needs. 
· Compensation and Benefits: Employees receive a fixed salary along with commission-based incentives for successful student enrollments. There are no fixed structured bonus or promotion policies. But high-performing, or high scorer employees are rewarded with incentives and also bonuses on special occasions.
· Work Environment and Employee Engagement: The Company maintains an open work culture, allowing employees to share ideas and suggestions freely.
However, workload pressure can be high during peak admission seasons.

[bookmark: _Toc191772742]5.2 Weakness of the Company
Through discussions with employees and Intern’s own experience, identified several weak side in the HR management of the company:
1. Lack of Formal HR Policies
The company does not have a well-documented HR policy, leading to inconsistencies in recruitment, training, and performance evaluation. Many employees expressed their concern about the lack of clear promotion criteria and structured career growth. 
2. High Employee Turnover
Due to the commission-based salary structure, some employees leave if they do not achieve expected earnings. Additionally, the absence of long-term career incentives leads to a high turnover rate, affecting business continuity.
3. Limited Training and Development Opportunities
Employees receive few trainings like discussion or on-the-job training and there is no specific or fixed training program for skill development.
Many employees’ express interest in workshops, certificates and professional development programs that could enhance their expertise. 
4. Workload Management Issues
During peak admission periods, employees face significant workload pressure, often working beyond official hours to deal international clients. This affects work-life balance and job satisfaction.
5. Need for a More Structured Performance Evaluation System
There is no exact formal KPI (Key Performance Indicator) system in place. While targets are set, they are not standardized for everyone, leading to subjective performance evaluations. Employees suggested implementing quarterly performance reviews with clear criteria.








[bookmark: _Toc191772743]5.3	Opportunities of the Company

Global Assistant Education Consultant operates in a growing sector of international education consulting and tourism, offering a range of opportunities for expansion and development. There are many opportunities the company can have in future:
· Expanding Market for Study Abroad Services
The demand for international education is rising day by day, particularly in countries like Australia, Canada, the UK and Sweden. With more guidance of new locations will get more opportunities. 
· Digital Transformation and Online Consulting
Technology is growing, so the company can offer virtual consulting service for international students also webinars or AI-based chat support. This would allow them to reach students in remote areas also and expand their client base.
· Partnerships with Universities and Colleges
Establishing partnerships with more universities and educational institutions worldwide can increase the company’s creditability and service offerings. Exclusive agreements can provide better placement opportunities for students.  
· Diversifications of Services
The company can introduce additional services which will help students like Test preparations assistance of IELTS, TOEFL, GMAT and all. Also, they can help to secure accommodations and part-time job opportunities for students.
· Strengthening Marketing Strategies
Investing more in digital marketing, social media and also influencer partnerships can attract more students. SEO-driven contents, updates YouTube tutorials and blogs can help establish thought leadership in consulting industry.
· Government and Scholarship Collaborations
By working with government agencies and scholarship providers, the company can guide students toward fully or partially funded study options.

[bookmark: _Toc191772744]5.4 Risks of the Company

Despite the opportunities, the company faces various risks that could impact its growth and stability. Which should be beware of like:
· Changing Immigration Policies
Sudden changes in policies of Government regulations and visa restrictions in popular study destinations can negatively affect student mobility and also can lead to a decline in applications.
· High Competition in the Industry
Many education consultants are competing for the same kind of target audience. Larger, well-established firms may attract more clients due to brand recognition.                 

· Economic Uncertainty
Fluctuations in currency exchange rates and economic downturns can impact students’ financial ability to study abroad. Which can be a big risk for company.
· Fraudulent Practices in the Industry
The presence of fraudulent agencies engaging in unethical practices can create a trust issue in the market. The company has to work hard to maintain transparency and credibility.


[bookmark: _Toc191772745]5.5 Findings from Interviews (Q&A Format)

To gain deeper insights, The Intern, herself conducted interviews with key personnel from different roles in the company. The interview was taken from 3 important persons of the company.

Below is a structured representative of their few responses:
HR Manager- 
After interviewing the HR manager of the company few questions raised like; how does the company manage recruitment and selection or do, they face any challenges or not and also if they have any affective performance appraisal. 
From the questions the answers from the HR was like they mostly hire through employee referrals and also from social media job posting. Since their work requires strong interpersonal and good communication skills, they always look for suitable candidates with good communication and convincing ability and also prior experience in consultancy or sales.
Then about challenges during recruitment, they do face a lot of challenge regarding this. High turnover is getting big issue now days. Many employees leave after a few months or just after probation period because they don’t see a long-term future. Now they are trying to work on having a structured career growth plan, after that retention might improve.
The company also tries to keep an affective appraisal system. They evaluate employees based on their student enrollment, successful visa approvals and also over all contribution. However, they do not have a structured KPI system yet. But they are considering implementing one.






One of the Senior Consultant-
Then a finding from A senior Education Consultant regarding work environment, Training and Development support and if any improvement the employees wants. 
The answers were like; The Company’s insider looks very fast-paced and dynamic. The management is very supportive. But during peak seasons, the workload is also intense.
The employees do have training but mostly training is on-the-job. It quite helps but they think formal training programs for new employees and workshops for skill-based works would improve their efficiency more.
The senior employees also suggested a more structured salary package with additional incentives for long-term employees. Also, introducing certification programs for consultants would increase their credibility.

Marketing Manager-
Also, some finding from a Marketing Manager of the company like what kind of marketing strategies they often use also does their HR policies affects their marketing performance and lastly as a Marketing Manager of the company do she suggest any improvement or not. 
The findings were like the company is heavily invested on social media marketing, group posting, organizing event, student testimonials and also university partnerships. Digital marketing has been key in attracting students. 
They also pay for online advertising. Next the information was about one of the HR policies which is the high turnover rate which disrupts marketing strategies a lot.  
New employees take time to adapt, and sometimes ongoing campaigns also suffers. The Marketing Manager suggested to introduce a long-term contacts and better commission structures which will encourage employees to stay longer.








[bookmark: _Toc191772746]5.6 Key Findings

From the interviews and observations, the Intern identified several areas that needs improvement:
· Formal HR Policies are needed to structure recruitment, performance evaluation, and promotions.
· Training programs should be implemented for continuous employee development.
· Retention strategies, such as better salary structures and career growth plans, should be introduced.
· Workload management should be improved to enhance job satisfaction.
· A standardized KPI system should be developed to assess employee performance fairly.





















6. [bookmark: _Toc191772747]Recommendation & Conclusion

[bookmark: _Toc191772748]6.1 Recommendations

Based on the internship experience at Global Assistant Education Consultant and the findings presented in the report, The Intern herself, proposed some recommendations to enhance the company’s HRM functions, employee management and overall business performance based on her academic learnings:
· Establish a Structured HR Policy
The company should develop clear HR Policies covering recruitment, training, performance evaluation, and employee benefits.
A formal HR framework will improve consistency in management and create a better work environment for employees.
· Introduce a Standardized Performance Appraisal System
A structured performance evaluation system with clear KPIs (Key Performance Indicator) will enhance transparency and fairness in promotions, salary increments, and recognition.
Employees should receive regular clear feedback to help them improve and grow within the company.
· Improve Employee Retention Strategies
High employee turnover can be reduced by offering competitive compensation packages, professional development opportunities, and career growth paths. Providing a mix of fixed salaries and performance-based incentives will create a more stable workforce.
· Implement a Formal Training and Development Program
New and existing employees should undergo structured training sessions on education consultancy processes, customer relationship management, travel visa guideline and HR best practices. This will enhance service quality and employee efficiency.
· Enhance Work-Life Balance Policies
Introducing reasonable workload management, flexible work arrangements, and paid leave policies can improve employee well-being and job satisfaction.
Addressing workload stress will help retain talented employees in long run.
· Leverage Technology for Process Automation
Inventing in some sort of software like; CRM (Customer Relationship Management) software can help streamline student application tracking, client communication, and also market automation.
This will improve efficiency and reduce manual workload.
· Expand Market Reach and Service Offerings
To remain competitive, the company should expand its partnership with more new international universities, explore new study destinations, and introduce more travel spot and additional student support services such as visa assistance, accommodation arrangements and part time jobs service.

[bookmark: _Toc191772749]6.2 Conclusion

This report has provided a comprehensive analysis of Global Assistant Education Consultant and Global Assistant Travel Agency, covering its HRM functions, recruitment and appraisal processes, company operations, and overall opportunities and risks. Through this study, it is evident that the company plays a crucial role in guiding students toward international education, offering valuable services such as university applications, visa processing, and career counseling. 
The HRM functions of the company, including workforce planning, recruitment, performance evaluation, and employee development, contribute significantly to its operational efficiency. The analysis of the recruitment process highlights a structured approach to selecting qualified candidates, ensuring alignment with the company’s objectives. 
Similarly, the appraisal system aims to enhance employee performance and motivation, directly impacting service quality.
Furthermore, the SWOT analysis has shed light on the organization’s strengths, growth opportunities, and challenges. While the company benefits from a rising demand for study-abroad services and digital expansion, it must navigate risks such as changing immigration policies, industry competition, and economic fluctuations. Addressing these challenges through strategic planning will be key to maintaining a competitive edge in the education consulting sector.
Overall, Global Assistant Pvt. Limited demonstrate strong potential for future growth. By continuously improving its HR strategies, embracing digital transformation, and strengthening university partnerships, the company can expand its market presence and sustain long-term success.
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Appendix

Questionnaire for Interviews- Here are some basic questions frequently and informally asked by the Intern to get more realistic data of the company.

Sample Questions for HR Manager:
1. Can you describe the overall HR structure of Global Assistant Education Consultant?
2. What is the company’s recruitment and selection process?
3. How does the organization evaluate employee performance?
4. What are the key challenges in managing HR functions in this company?
5. How does the company handle employee appraisals and promotions?
6. What strategies are in place to retain employees and reduce turnover?
7. How do you manage retention?
8. How does the company ensure employee motivation and job satisfaction?

Sample Question for Executives/Employees:
1. How would you describe your experience working at Global Assistant Pvt Limited?
2. What kind of training and professional development opportunities does the company offer?
3. How do you receive feedback on your performance?
4. How does the commission/incentive-based works?
5. What aspects of the company’s HR policies do you think need improvement?
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