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Executive Summary:

As it is a part of educational requirement content of completion of BBA program, I have been assigned to complete internship report on “Recruitment and Selection Process of Digicon Technologies Limited” under a guideline.
“Recruitment and Selection process” is a mandatory section of human resources; for that I decide to select this topic to make it clear. I divided this report into some sub segments. Within the little tenure of 3 months, as a young intern I tried my level best to go through their Recruitment and selection process in a BPO Company like Digicon Technologies Limited.
I started the report to knowing about the “Digicon Technologies Limited” and also talk about its purpose, scope and limitation. Then the report goes through with the general talk about “Digicon Technologies ltd.” It started their journey at 2010. Digicon is such a new era for the service industry where top telecom companies feel comfortable to handover their customer care to third party. Digicon Technologies ltd. is the pioneer in BPO industries limited. Here also discuss about Digicon Technologies ltd. mission, vision and purpose of it. After that the report continues with the literature review of Human Resources Management. Then it goes through the job part, which was assign for me. 
After completing all the formalities I focus my main of the report- “Recruitment and Selection Process of Digicon Technologies ltd.” The first part is requisition of manpower and each department follows the rules according to its HR planning to HR Department. After getting the approval from the MD of the company, advertisement is given internally within the organization or in external media like BdJobs.com and career website of Digicon Technologies ltd.  After that they follows the rules and regulation of recruitment procedure of selecting candidate by arranging with written exam, taking one or more interviews, and finally the mental ability and presentation skill of the candidate. After finishing all the procedure of selection the best candidate has been added to the part of Digicon Technologies ltd.. After that find out some findings and give some recommendation for Digicon Technologies ltd. After all the discussion I found that the procedure of the Recruitment and Selection of Digicon Technologies ltd are quite fair, ethical and effective for the organization as per my observation.    
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[bookmark: _Toc503049231]1.1 Background of the study:
This term paper is based on Organization Human Resource Management Program which is requirement of my major concern in BBA program which is in Human Resource Management. This study is an educational requirement for completion of BBA curriculum at united international University. The main purpose of the paper is to get the student reveal to the real scenario of Human Resource management program. Being a graduate student the main challenge was to interpret the theoretical concepts into real life experience.

The internship report and the study have following purposes: 
·  To develop skills in the application of theory in my practical work station. 
·  To develop skills and techniques this is directly involve with my career. 
·  To expose myself to real work environment experience gain knowledge in writing report in technical works. 
·  To build the strength, efficient, teambuilding and self-confidence for practical work life. 
·  To enhance the ability of improve creativity skills and sharing ideas. 
·  To build a good communication skill with group of workers and learn to proper behavior of corporate life.  
·  To be able instilled with good moral values such as Organizational culture, ethics, Responsibility, commitment and trustworthy during my internship period. 
·  To get and organize detail knowledge about the Human Resource Management System. 
·  To get experience on the real field of Human resource management. 
·  To compare with the real scenario and the lessons learned throughout the entire internship period.
·  To fulfill the all requirement about the BBA course. 


[bookmark: _Toc503049232]1.2 Objective of the report:
The objective of the report can be formulated in two forms: 
a) General Objective 
b) Specific Objective 
1.2.1 General Objective: 
The main objective of the term paper is prepared primarily to fulfill the requirement of the internship program. 
1.2.2 Specific Objective: 
More specifically, this study prepare on the following aspects: 
·  To give an overview of Digicon Technologies Limited. 
·  To follow up on the entire Human Resource Management system of Digicon Technologies Limited. 
·  To discuss about the Recruitment and selection process of Digicon Technologies Limited. 
To obtain Practical knowledge on how to implement the topics learned from the text books.

[bookmark: _Toc503049233]1.3 Scope of the Report 
The main purpose is to preparing of the study is the Human Resource Management System of this organization is to find, understand and follow up of the processes carried by Digicon Technologies Limited and inter related them with the industry to get an actual picture of the overall Human resource management scenario. The report covers details about the department of Human resource management, overview and also a comparative analysis of the company. However the study is only related to the Recruitment and selection process under the Human resources Management system as my assign work only in this section. 

[bookmark: _Toc503049234]1.4 Methodologies 
This is a systematic procedure of the study from very beginning of selection the topic to the final report preparation. The integral part of this study was identify and collect data which was described, analyzed, interpreted and presented in a systematic manner to discover the essential point of them. In this study the overall process of the methodology is explained through the further discussion. 

1.4.1 Selection of the Topic 
The supervisor guided me to select the topic of the study. Before chosen the topic I was thoroughly discussed about the organization and the topic so that, a well-organized report could be prepared. 

1.4.2 Sources of Data
The data was collected from two different sources. 

1.4.2.1 Primary Sources: 
The Primary Data was developed from the practical workplace. Throughout the entire internship time I have discussed the topic related matters with my supervisor and colleges in my work place. 

1.4.2.2 Secondary Sources: 
External source- Websites information about the organization. 


[bookmark: _Toc503049235]1.5 Limitations: 
This paper was developed on basic level of understanding of BPO industry as this one develops one. Beside there was lack of proper source of information for cross trend analysis and better view of the industry situation. My work duration was only three month which is not enough for this kind of study. There was also lots of work pressure. In spite of having all these limitations I have tried my level best to prepare the paper as useful one and hope this will reflect a proper image of the requirements of the Organization throughout my internship period.
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[bookmark: _Toc503049238]2.1 Overview of the Company and Industry Background 

[bookmark: _Toc503049239]2.1.1 Company Profile and Industry Background 

I. Company Profile:
Digicon Technologies Ltd, the leading Business Process Outsourcing (BPO) Company in Bangladesh, proudly presents unparalleled experience and expertise in Customer Service through Contact Center, Telesales, HR Outsourcing, Payroll Processing, variety of back office and technology Support Services. Digicon has established itself as a leading IT and BPO firm in Bangladesh and has been recognized as such. For the constant market growth, the BPO industry is becoming exceedingly relevant. Businesses are seldom alone in the industry which they are affiliated with – competition is fierce. They consider gaining customer loyalty and providing excellent services as their competitive advantage. 
Each of their 1,800 customer care call center representatives welcome the challenge to help and impress their customers, aptly leaving a positive experience about their company.

Their contribution to BPO industry was recognized at the Digital World 2015, Dhaka for Outstanding Performance in BPO Industry and was given ‘Asia’s Best Employer Brand Award 2017’ at the 12th Employer Branding Awards in Singapore.


Digicon technologies company profile:

	Corporate Headquarter & Registered Office 
	242, Tejgaon I/A, (Industrial area) Gulshan Tejgaon link road, Dhaka-1208.

	Operations centers
	· 4th floor, rajuk Trade center, Nikunja2, khilkhet.
· 17th Dilkusha, Motijheel, dhaka.
· 49, Karwan bazar, Dhaka.

	Phone
	+880-2-8879224-5

	Fax
	+880-2-8870922

	Email
	info@digicontechnologies.com

	Number of employee
	1200+

	1st Customer 
	Airtel Bangladesh ltd.

	Principle Business lane
	Call center, IT Enable Solution, Trainings.

	Date of incorporation 
	October 2010







II. Industry Background:

“Business Process Outsourcing” is relatively a new domain of employment in Bangladesh. It started with a limited number of outsourced call centers for international customers back in early 2000. However, landmark year of BPO industry was 2009 when Telecom industry taken the lead and started outsourcing to local BPO service providers. Since then many companies local and multinational started outsourcing their back office operations, which was highly pivotal in the inception of local BPO industry. However predominance of call centers and customer cares in BPO industry do not signal real potential and capacity of Bangladeshi human capital. Bangladesh is a country that is producing every year nearly half million graduates on business, information technology, engineering, medical and humanities discipline.


	Service Readiness of Local BPO Industry

	Customer care and contact center
	Market research & Analysis

	Data Capture/ Management
	Research & Analytics

	Document Management 
	Customer interaction &support Services

	Email Support
	Finance & Accounting

	Insurance Claim Processing 
	Engineering and R&D

	Card Cheque proessing 
	HR Processing Services

	Human Resource Services
	Testing Services

	Payroll Processing
	Legal Services

	Tele Marketing 
	Procurement Services




Abundance of skilled workforce and lowest relative wage rate – these two factors should also be considered by the local and international customers seeking for outsourced service partners in Bangladesh. Graduate unemployment and under employment rate is high in Bangladesh which allows BPO companies to explore varieties and fill vacancies quickly. This also has an impact on the skilled wage rate; making it as low as unskilled wage rate. Even considering a hefty human resource development cost, average hourly cost of employing a graduate would be around 25% less than any other country. Cost growth is also phenomenally low. Therefore engaging knowledge based outsourced center in Bangladesh would not only ensure high quality but also low risk and mammoth cost savings. 

The industry and the Government of Bangladesh had captured the current picture and potential of the BPO industry. The industry associations Bangladesh Association of Call Center and Outsourcing (BACCO) is working closely with government to capitalize on the opportunities emerged for the industry. The government had already initiated handfuls of capacity development projects which will open up avenue of IT outsourcing in Bangladesh significantly.

The industry and the Government of Bangladesh had captured the current picture and potential of the BPO industry. The industry associations Bangladesh Association of Call Center and Outsourcing (BACCO) is working closely with government to capitalize on the opportunities emerged for the industry. The government had already initiated handfuls of capacity development projects which will open up avenue of IT outsourcing in Bangladesh significantly. 


[bookmark: _Toc503049240] 2.1.2 VISION:
They strive to achieve excellence in their endeavors through their multidimensional approach to challenges.

[bookmark: _Toc503049241]2.1.3 Mission:
They provide comprehensive business process management solutions to achieve superior customer satisfaction.

[bookmark: _Toc503049242]2.1.4 Best Practices: 
· Strive to provide global best practices through constant innovation. 
·  Encourage unconventional thinking. 
·  Stand on our integrity. 
· Attract, Develop and Retain Great Talent by Creating an Exciting Environment. 
·  Believe in the power of collaboration. 
·  Create excellent leadership. 
·  Respect diverse perspectives. 
·  Provide high-quality job opportunities. 
·  Commit to client partnerships. 
·  Embrace responsibility. 
·  Strive to achieve Continuous Improvement, Quality and Innovation.

[bookmark: _Toc503049243]2.2. Management: 
Digicon was founded by a group of US-educated IT professionals. The founders have extensive technology management and technology sales expertise and have worked for leading IT companies in the US. From managing call centers for Microsoft to running sales of leading software companies in the U.S, Digicon's founders are poised to build the first-of-its-kind BPO Company in Bangladesh. The founders of Digicon have more than 15 years of combined IT industry experience and have worked for large companies like Intel and Microsoft.
MANAGING DIRECTOR: Wahidur Rahman Sharif
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[bookmark: _Toc503049244]2.3 Service list:

	Customer Support 
Call Centre 
Remote and On-site Support
Live Chat and Email Support
Customer Relationship Management and Survey 

	Sales and Distribution
Sales Advisory 
Telesales 
Distribution Channel Management 
Ecommerce Development 


	Marketing 
Promotion Advisory 
Digital Marketing 
Social Media Marketing 
Product Marketing
Public Relation 

	Finance and Accounting 
Finance and Accounting Advisory 
Cloud Accounting System 
Receivables and Payables Management 
Data Management 


	Human Resource Management 
Recruitment and Selection 
Training and Development 
Performance Management 
Compensation (Remuneration)
Employee service
Employee Relation Management 

	Technology 
Call Centre Infrastructure 
Cloud CRM Solution 
IT Help Desk 
Enterprise Energy Management 





[bookmark: _Toc503049245]2.4 Esteemed Client: 

	01
	Airtel Bangladesh Limited
	02
	GrameenPhone Limited

	03
	Teletalk Bangladesh Limited 
	04
	OLLO wireless Internet 

	05
	ASUS Global Private Limited 
	06
	National Credit & Commerce Bank limited.

	07
	Beximco Communication Limited
	08
	BEXCOM__ Real UV

	09
	Beximco Pharmaceuticals Limited 
	10
	Rencon Motors Bike Limited

	11
	CoCa CoLa
	12
	Eicher Motors

	13
	NBR
	14
	Grameen phone e-Commerce

	15
	Gp Profiling 
	16
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[bookmark: _Toc503049260]4. My Internship at Digicon Technologies limited:

I was given the opportunity to work in Digicon Technologies Limited for three months from 4th October of 2017 to 4th January of 2018.  This was the part of my educational study. It was a great opportunity to me that as my major was in Human Resource Management and I worked in the same field as an intern where I had learnt several practices of human resources in Digicon Technologies Limited.

[bookmark: _Toc503049261]4.1. Description of The job: 

As I had an opportunity of three months in digicon technologies Limited, I have done Differen tasks that are conduct by the recruitment and selection process under the Human Resources Department. Vary First day, I was met the manager of Human Resource Department. Then he introduced me to my supervisor, ELMA SULTANA. Then she introduced me to the other HR personnel whom I would do my work in my entire internship period.  She assigned me some regular activities and gave a details brief on that, so that I do all the work properly. The assign works are given bellow:
· Collecting the resumes
· Screening of those Resumes. 
· Preparing list for text message to the candidates’
· Preparing attendance sheet for candidates’
· Preparing Attendance for written, Viva and Practical test
· Preparing top sheet and exam paper.
· Allocating questions and exam papers.
· Checking answer scripts
· Input final result
· Maintaining rejected resumes
· Give briefing about their tests.
· Co-ordinate the interview section.
· Communicate with the different department personnel.
·  Preparing Selected Candidates’ list.
· Communicate with the selected candidate.
· Complete the joining procedure.


· Collecting the resumes:

For the recruitment of various positions like Customer Services representative, IT Support engineer, quality Analysis etc. applicant submit their resumes in two ways. Some applicants are preferred to forward their resume by post and some are through internet. I collected all the CVs and maintained them as well. 
·  Screening Resumes:
After collecting those resumes, I did screening all of those resumes. The Digicon Technologies ltd. receives a huge bunch of resumes. There are some require areas where must be concentrate while I look for screening resumes. Those requires areas like Age Education Qualifications, Regional location etc. After that I send it to the requie department for the final selection.  
· Preparing list for text message to the candidates’:
After selected final applicants, I input it in software according to candidates’ name, mobile no, educational qualification etc, Then I prepare that excel sheet for send them attending interview message. 

·    Preparing attendance sheet for candidates’:
Again I prepared a excel sheet about candidates’ name, mobile no and signing box for attending interview section. After that I print it and gave it to the reception for attending to the candidates’. 

· Preparing top sheet and exam paper for Candidates::
Before starting the recruitment procedure I prepare the top sheet about the interview assessment from and different types of terms and condition and their exam paper.

·  Checking answer scripts:
After finish the exam I checked that the candidates meet the desire requirement or not. If selected than pass it for the next procedure and take care of it. If not then separate those sheet from the selected sheet. 



·  Input final result:
After ending the procedure I input all those selected and rejected candidates’ update with proper remarks ad save it for future quarries. 

· Maintaining Rejected Resumes: 
It also needed to maintain the rejected candidates’ resumes for the future observation with proper date and name.  And I also do that.
· Give briefing about their tests:
Before starting the interview I brief all the candidates about the interview procedure. And also brief all part of the interview.

· Co-ordinate the interview section:
I co-ordinate the everyday interview section like their written test, Viva, voice test, Physical test etc. and also concentrate about the environment.

· Communicate with the different department personnel:
For co-ordinate the interview I communicate all the require department personnel. 

·  Preparing Selected Candidates’ list:
Done with all interview procedure I prepare the selected candidate list for congratulate them and pass it to the service team for the further procedure.

· Communicate with the selected candidate:
After preparing the selected candidates’ list need to communicate for the joining procedure. 

· Complete the joining procedure:
For complete the joining procedure I instruct all the new joiner of the organization together.  



[bookmark: _Toc503049262]4.2. Recruitment Process:

· The recruitment process which I followed:
   

· Compare with the selection Process and the Academic Lessons:
 
The Selection Process of Digicon Technologies is quite transparent. They never compromise about their candidates’ quality. They always hire the potential candidates’ about their organization require. They also never sacrifice their candidates’ quality because of their higher referral position.

 
[bookmark: _Toc503049263]4.3. Lesson learned from internship Program:

· Time Maintenance: 

There I always work for arranging, scheduling and budgeting my time to finish my work at a time. It will help me to develop my skill on time management with effectively and efficiently. 

· Communication Skill:

There I had to communicate with different types of people like candidate, meet people with different department for various purpose, deal with the new joiner for completing their joining, for which its develop my communication skill. 

· Stress Management:

There were huge pressures in recruitment and selection activity, I had to do this with stress, because there had so many candidates for interview. So that time I have to learn how to manage the situation without stress. 

· Team Work:

I must say HR Team of Digicon Technologies ltd. is so much helpful, so much co-operative. There I understood that teamwork is an essential, for completing any task in any Organization.
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[bookmark: _Toc503049266]5. Human Resource Process of Digicon technologies ltd.: 

[bookmark: _Toc503049267]5.1. Introduce HRM process: 

I. Introduce:
The company Digicon Technologies Ltd. is a BPO Company and was incorporated in the year 2010.
Digicon Technologies ltd. is believes that success depends on the collective effort of entire work force. The HR department of Digicon Technologies ltd. is follows their comprehensive policy and procedure that practices best approaches with legal and ethical consideration. They never give any consideration about their Organizational policy as well as Recruitment policy too.
Objective of HRM process:
The objective of this HR Manual is to provide a guideline/policy for smooth running/functioning of HR related matters of all the employees of the company.
II. Scope:
The employees of the company will find it easier to execute their jobs easily after going through this HR manual, which has been formulated on the basis of Bangladesh Labor Law - 2006.

III. Extent:
This manual is equally applied to all full-time employees of DIGICON.





  







[bookmark: _Toc503049268]5.2. General Human Resource Policy:

Planning is the core area of all the functions of management. It is the foundation upon which the other three areas should be built. Planning requires management to evaluate where human resource of the company is currently, and where it like to be in future. From there an appropriate course of action to attain the company’s goals and objective is determined and implemented. Same like Digicon also follow some policy about their Human resource procedure. Those are, 
  
	Section 1
	:
	Employee Grading Scheme / Organization Structure.

	Section 2
	:
	Employment Policy.

	Section 3
	:
	Employment Procedure

	Section 4
	:
	Induction Procedure

	Section 5
	:
	Terms of Employment & Service Rules

	Section 6
	:
	Disciplinary Procedure & Awarding Punishment

	Section 7
	:
	Leave & Holiday Policy

	Section 8
	:
	Compensation & Benefits Policy

	Section 9
	:
	Training & Development Policy

	Section 10
	:
	Employee Communication

	Section 11
	:
	Occupational Health & Safety

	Section 12
	:
	Internship Policy

	Section 13
	:
	Conclusion 




[bookmark: _Toc503049269]5.3. Employment Policy of Digicon Technologies Limited:

[bookmark: _Toc503049270]5.3.1 Objective:
· Ensure right person in right position on right time.
· Ensure fair judgment throughout the recruitment process.
· Ensure recruitment procedure is followed properly, systematically & smoothly.
· Ensure a physically & mentally fit workforce is in hose.

[bookmark: _Toc503049271]5.3.2 General Employment policy:

· No employment in any category can be made unless the position has been approved in writing by the competent authority,
· DIGICON shall not recruit any person less than 18 years.
· DIGICON does not believe any forced labor.
· All employment at DIGICON shall be based on fulfillment of respective minimum qualification & requirements for respective position.
· DIGICON shall ensure equal opportunity and no discrimination. No discrimination is made in selection due to religion, cast, creed, gender or regional consideration.
· DIGICON believes that fair judgment is one the major criteria to get the best talent in the right place.
· Increments & Promotions are given based on only individual performance and efficiency of the person without any discrimination.
· Maternity benefits of the female employees are given as indicated in the law of the land.
· No dismissed worker of the company shall be re-employed except under the requirements of the law.
· Those who have been convicted by any court of law for criminal offences shall not be considered for employment if it has been declared to the management. In the event the management finds out a later date, will not allow the person to work as he/she made a false declaration at the time of interview.
· The date on which the employee reports to work after recruitment shall be the date of his appointment in the company. The probation period of that employee shall begin thereafter as usual.

[bookmark: _Toc503049272]5.4. Employment Procedure of Digicon Technologies limited:

[bookmark: _Toc503049273]5.4.1. Objective:
· Ensure recruitment and selection is done in an organized & systematic manner.
· Ensure every candidate gets equal opportunity to compete.
· Ensure manpower plan and recruitment procedure are followed properly.
[bookmark: _Toc503049274]5.4.2. Attribute of Recruitment:
· Increase in the sanctioned manpower plan.
· Separation of employee/s due to resignation, termination, discharge, dismiss and retirement.

[bookmark: _Toc503049275]5.4.3. Pre Recruitment Activities:
1. Concerned HOD shall submit manpower requisition on company's prescribed form to HR department at least 15 days before selection & placement. The following documents need to be submitted by concerned HOD with manpower requisition form:

a. Job evaluation for required position
b. Approved manpower plan


a. Job evaluation for required position:

Position Details:
In Digicon Technologies ltd. head of Concern Department will write down the position name, department name, Types of Vacancy, Number of employee needed, by which personnel is required to join. There are two types of vacancy. These are:
i. Replacement
ii. New position
If vacancy is against replacement, Head of concern department must mention previous employees name and resignation issue. If the vacancy is against new position, then head of Concern must show the judgment why the new position is raised and it must approved by the HR department. 

Job Description:
In Job description Head of Concern Department mention about the task of vacant job. If job description is same as their job description book, concern will write, “as role play”.

Job Specification:
In job specification, Concern Head will point out which skill they want for perform. He also portray about experience in the relevant field. If experience is not needed Concern Head will write that, “Experience is not Mandatory but preferable”. 


b. Approved manpower plan:
For approved manpower plan there is a box and there just need to taking signature by whom who raise the requisition. After that, Head of HR will sign too. After all singing HOD of HR will send it to HR personnel to take necessary step. 

2. Recruitment team of HR shall review the manpower requisition and take necessary steps to get Management approval, if required.
3. Recruitment team of HR formally starts sourcing the applications through below methods:

a) Internal Source

Through their internal sources they collect resumes. Internal sources are reduces their advertisement cost. Their utilized internal sources are:

· Employee Referrals:
The Digicon Technologies ltd has huge number of employees. Employees’ referrals are great and strong source for the Digicon Technologies ltd for gathering resumes. 

· Management Committee referrals:
Here, Management committee referrals are very strong position for full fill the man power. The sources are very trustworthy and strong source. For that referrals committee member must give knowledge to the recruitment personnel. 

· Notice Board:
They published their required post on their notice board as an advertisement.  They never post their lower level post on online or any newspaper like Pion, security Guard, Driver etc




· Transfer and job promotion:

HR department follows this source if vacant position is immediately needed and they called it IJP (Internal Job promotion). 



b) External Source:

Through these source Digicon technologies ltd gathers huge and good number of applicants. Those sources are:


· Online Advertisement:

HR division of the Digicon Technologies ltd. has contract with bdjobs. Com. HR manager has full access to post a circular here. Here, they advertise about mid-level and high level job. For posting job on BdJobs.Com, they have to pay according to BdJobs requirements. 

· Interns:

Interns are one of the external sources for Digicon Technologies ltd. HR department wants inters’ from different educational institutions with same back ground subject. Sometimes student end their CV to their career web site.  

· CV Bank:

HR Department of Digicon Technologies ltd. has 2types of CV Bank. One is their career web site and another is their attending of different job fairs.  






[bookmark: _Toc503049276]5.4.4. Sort out Applicants:

After collecting resume, recruitment personnel of HR department are started their selection process. Resumes are chosen in two approaches.  At first, HR department select applicants’ resumes according to their vacant requirement. Next they decorate resumes and send these resumes to concerned department. After that, concerned department dose the final selection and gives back to HR department.


[bookmark: _Toc503049277]5.4.5. Make call list and informing candidates:

Next work is to inform applicants for attending exam. For this, Recruitment team make call list. This call list includes applicants’ name, location, achieving degree, mobile number and remarks. HR department call applicants through two ways. If applicants number list is short, HR department call them by themselves. If applicants’ number is large, they send text message by their bulk sms service. 

[bookmark: _Toc503049278]5.4.6. Preparing Attendance Sheet:

Before starting the writing/Viva/ Practical exam, HR department will prepare attendance sheet. There include Applicants’ name, mobile number, and signature box. Ever candidate are must be sign there. 
 
[bookmark: _Toc503049279]5.4.4. Selection Procedure:

A. Preliminary Interview:
HR department shall arrange preliminary interview as soon as minimum application ratio gets filled up or application closing date approaches. The recruitment team shall shortlist the candidates and selects them for 2nd Interview based on the below points:

· Candidate's appearance 
· Candidate’s age limitation (21-32).
· Must be graduated.
· Based on Geographic Location.
· Oral communication skill (both Bangla & English).
· Intelligence & learning ability.
· Basic computer skill.


B. 2nd Interview:
The candidate successfully overcome the preliminary interview shall appear for the tests below:

· Written Test (Where Required)
· Communication Test
· Technical Test (Where Required)
· Computer Proficiency Test.
· Voice Test.

a) Written Test (Where Required):

	Tests to be Administered
	Committee Members

	General written capacity, IQ, Reading
capacity, Arithmetic, Aptitude test,
Leadership quality test.
	Recruitment Personnel,
Concerned HOD

	General written capacity, IQ, Reading
capacity, Arithmetic, Aptitude test, future
Leadership quality identification test.
	Recruitment Personnel

	General written capacity, IQ, Reading
capacity, Arithmetic & Aptitude test,
Leadership quality identification test.
	Recruitment Personnel,
Concerned HOD

	General written capacity, IQ, Reading capacity Arithmetic 
	Recruitment Personnel





b) Communication Test:

	Program
	Coordinator

	Group Discussion
	Recruitment Personnel, Concerned department
representative

	Speaking skill
	Recruitment Personnel, Concerned department
Representative





c) Technical Test (Where Required):

	Department
	Technical Test Program
	Coordinator

	IT, Maintenance, Quality Audit
	Trouble shooting of live issues, Maintenance checkup test etc.
	IT Manager, Admin Manager, Head of Operations.





d) Computer Proficiency Test:
	Test Program
	Activity Details
	Coordinator

	Microsoft Office
Package


	Advance Level Applications (excel functions, graphing tools, pivot table. etc.)
	Recruitment Personnel,
Concerned department representative/IT personnel,



e) Voice Test:
	Department
	Technical Test Program
	Coordinator

	IT, Maintenance, Quality Assurance
	Trouble shooting of voice clarity, local accent, pronunciations etc.
	HR personnel, Admin Manager, Head of Operations.




C. Final interview:
Successful candidates done of 2nd interview shall appear for final interview: The finale interview taken by-
	Members of Interview Board

	Head of HR. 

	Director & MD

	Operations Personnel 

	Concerned HOD



The purposes of final interview are:  
· The panel shall cross check the evaluation done in the preliminary panels and then come to an independent decision.
· Detailed comments of the interview panel are to be recorded in the company application form. Panel may also select waitlist or reject the candidate.
· Give final approval for selection of the candidate/s.


D. Psychometric Test:
The selected candidate/s shall go through the psychometric test specially to judge his / her management trait, leadership qualities, IQ and evaluating again about the selection of the candidate/s. This test would be for knowledge worker. There will be two sets of tests applicable as below: 

· Entry level of test module.
· Advanced level of test module.


E. Post Interview Formalities:

· Verification of Reference:
HR department shall verify the references given by the candidate/s during the application process/ interview process. Recruitment Personnel shall intimate the references and obtain their reports on reference reporting format.



· Issuing Appointment Letter:
Head of HR. shall issue the appointment letter to the candidate only after verification of the certificates. On issuance of the appointment letter the candidate must sign the acceptance of the terms and conditions as specified in the appointment letter.



















	Flow Chart



	Recruitment, selection & Placement




Raising Manpower Requisition
Raising Entitle & Facility Requisition
Choose of Recruitment Media
CV Sourcing & Sorting
Choose of Selection Mode (Written, Interview)
Run Selection Process
Approval of Selected Candidate
Communicate to Selected Candidate
Issue of Appointment Letter
Joining of Selected Candidate
Induction of new employee
Ensure Entitlement & Facility
Approval of New Manpower
End
Start
















Chapter 6
[bookmark: _Toc503049280]Findings and Analysis






[bookmark: _Toc503049281]6.1. Findings:

[bookmark: _Toc503049282]6.1.1 Employee Turnover rate:
During the three month of my internship period I have closely worked with recruitment and selection process of Digicon Technologies ltd. Their recruitment is a continuous process because their employee turnover rate is so high which is not a good sign is for the Digicon Technologies ltd. 

[bookmark: _Toc503049283]6.1.2. Reason: 

Reason behind the employee turnover rate is:
· Salary:
Comparing to the other competitors the salary package of Digicon technologies is quite poor. On the other hand though it’s a full time job nature it’s quite difficult to do this for a graduate student along with this salary package in the present environmental condition. 
· Time flexibility:
Though they are believe in youth generation, but they do not get them a flexible time. Core Employees working hours are decide by the organization that’s why they do not get any preference of their personal activities. For that employees are do not get any preference to their exam issues whether they loss Masters and MBA students as their potential candidates.
· Call pressure:
Digicon Technologies ltd is a BPO industry so that their main service is over phone customer service. Here, customer call pressures are so high. An employee pick at least 300+ call within a day. For that reason they do not survive in those fields. 

· Management less concentration on Employees: 
Another important reason of employee turnover is management lack concentration on their employee. They only think about their Operations level of services. But they are not think about the employee satisfaction.



[bookmark: _Toc503049284]6.2. Recommendation:
Recommendations for Organization are as follows:
· In this very competitive market they should offer competitive salary package for their employees.
· They should think about the employees’ satisfaction level. Try to give their employees better environment.
· They should provide some flexibility of working hour outside of their system.
· They should always concern about their technological support though it’s an IT base organization. 
· Try to less the call pressure to their employee by recruiting more or reduce the employee turnover rate.


[bookmark: _Toc503049285]6.3. Conclusion: 

Recruitment is a part and parcel of every Organization. It allows an Organization to assess their vacant position and choose the best personnel who will be the great resource for the organization in future. For that every Organization should more concentration about their Recruitment and Selection process. A person who can carry forward the organization development, Values, ethics and more importantly Organization Culture in better he will be the organization asset.  
.


[bookmark: _Toc503049286]6.4. Bibliography: 
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