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[bookmark: _Toc133836004]Executive Summary

This Internship report is based on the “overall HR practice of IPDC Finance limited”. This report is required for the bachelor degree at United International University.
The Introduction, which is the opening chapter, offers information on the report's background, goals, restrictions, methodology, purpose, and scope. In chapter 2, there is literature review and the information gathered from various type of journal and books and it presented in own words. Short explanations of purpose, vision, and strategic objective, core value, business overview, products and services are described in in chapter 3 that can easily summarize the organization before going on to the significant proportion. The fourth chapter, which describes the purpose of the report and the HR Functions at IPDC Finance, is the most important. Human resources planning, recruitment and selection processes training and development, performance appraisal, payroll and HR operations, legal and compliance factors are the main topics of this chapter. In fifth chapter there are analysis and findings part which found during internship session. The Recommendation and Conclusion is the sixth and last chapter. The reference appears right towards the end.
This report was put together using both primary and secondary sources. The three months of experiment and information gathered from existing HR staff for all HR processes at IPDC Finance provided the major portion of the data. With the use of manuals, journals, papers, and consulting websites, secondary information was collected.
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1.1 Introduction of the report:
In the current corporate environment, the human resources department is the rising industry. Up to now, large corporations overlooked HRM. Since then, things have changed, and most organizations already put a significant focus on HRM practices. In order to achieve long-term business success, it is essential to maintain these human resources. A recent study found that effective management of a company's human resources might provide it a global competitiveness. As result, human resources planning are an essential part of managing human resources. The goal of HRP is to make sure that the business has access to a workforce that can assist in facilitating and enhancing performance. HRP enables organizations to establish a favorable human resource position while considering future requirements, ensuring how they always had the appropriate combination and sort of candidate available.
I began an internship with Bangladesh-based financial organization IPDC Finance Limited as a requirement for my BBA degree. I was an intern in their human resources department. And based on what I observed and learned I prepared this report. My main motives to write internship report intend to identify the area of Human resource practice of IPDC Finance.  I have gained real-world project experience, given useful tasks, worked closely with HR policy and KPIs, employee engagement and recruitments, and more. I developed my communication skills, teamwork, time management, stress management, and interpersonal skills over three months of the internship, which will be a significant learning experience for me as I pursue a career in these areas.

1.2 Background of the study:

The opportunity to complete my undergraduate studies at United International University, a reputable and authorized private university in Bangladesh, is also a good opportunity for my future. In order to prepare for my career, I took a lot of lessons in practical knowledge and practice activities that were connected to the new normal scenario in the job sector.
One of the requirements for a bachelor's degree is an internship, which allows me to demonstrate the real lessons I have learned while attending university and working for the organization where I interned. This internship program enables me to work on variety of activities, align with an organization outside of my studies, implement strategies, and manage real-world situations regards to my major field. This report is mandatory for my internship program at United International University.
Throughout my internship program, I was supervised and assessed on by my respected faculty Ishrat Sultana, Assistant Professor, School of Business and Economics. My report on "overall HR practices of IPDC Finance Limited" was made possible and completed with the help of her advice. I had to read many research papers, articles, and news websites regarding non-financial organization, their business practices, and HR responsibilities while writing and preparing this report. The subject of my internship report fits the organization's present human resource responsibilities perfectly.

[bookmark: _Toc133836007]1.3 Objectives of the report: 

1. [bookmark: _Toc133836008]Broad Objective:

The main focus of all types of studies is the broad objective. It provides an explanation of the motivation behind the study. This report's overarching goal is: 
To gain a general understanding of overall HR practices used by IPDC Finance Limited that result to become familiar with the NBFI sector's internal structure.
2. [bookmark: _Toc133836009]Specific objectives:

To give the work the right direction, the study should be divided into a few much defined goals.
The specific goals of this research are:
· To know the overview of IPDC Finance Limited.
· To know overall HR practice of IPDC Finance Limited.
· To know the HR functions which followed by HR department of IPDC.
· To analyze the challenges and overall strategies of HR department.
· To provide some Suggestion to help HR managers design and implement effective HR practice to attract potential employees.

[bookmark: _Toc133836010]1.4 Methodology:

The consideration of an appropriate and effective methodology is significant to the fulfillment of a successful research study. For the successful preparation of this report, both primary and secondary data I use for collect data. I created this report by integrating and evaluating the data and information I had.
The two different methods I used to collect data are listed below:
1. [bookmark: _Toc133836011]Primary data:

Throughout internships, conversations with supervisors, seniors, and members of other departments, as well as my own observations of everyday functional and operational tasks, primary data was collected. To get more clear Information I prepared some questions and asked to my Supervisor that helped me a lot to complete my internship report.

2. [bookmark: _Toc133836012]Secondary data:

I gathered secondary from a variety of resources. The resources are:
· IPDC finance official website.
· Annual report of IPDC Finance.
· From different journal, reports, web news.
· From HR manual of IPDC Finance.

1.5 Limitation of the report:

Though I have done my best to produce this report with utmost effort and hard work, this report has few limitations. These are:
· The main limitation was time constraints. I experienced a lot in the time of my internship period. However, it was insufficient to learning and become more knowledgeable of all the department's actions and processes. Therefore, detailed analysis could not be achieved and included in the report.
· Every organization keeps its own secrets, not disclosed to the outside world. IPDC Finance Limited was no exception to this. My supervisor and some of my colleagues did not tell enough info to keep the organization confidential. In more cases, they were not allowed to share departmental confidential information because of business secrets. So I could make this report based on which information’s are accessible and which are not confidential.
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[bookmark: _Toc133836014]2.0 Literature Review:	
[bookmark: _Toc133836015]2.1 Importance of Human Resource Management:
The practice of praising employees for their accomplishments is common in human resource management. It makes an effort to develop interpersonal, adaptable, and supportive management system in such way that workers will become encouraged, skilled, and managed in such extent encourages people to contribute everything they have to complete the tasks assigned to them by the department. Effective HRM procedures have an impact on selection, reach in department objective, and efficiency. The HRM is the process of includes planning, recruiting and selecting candidates and giving them the proper training and assisting them in improving their skills. People's commitment to an organization tends to decline as a result of excessive corruption. A more adaptable organizational structure and the streamlining of the business will have an impact on the individuals and teams within the company. According to Rodrigues et al. (2014), better frameworks, direction, and leadership will increase employee confidence. How people feel about their occupations affects their level of happiness at work, according to (Waleed, 2011).
[bookmark: _Toc133836016]2.2 Functions of Human Resource Management:

[bookmark: _Toc133836017]2.2.1 Human resource planning:
Human resource planning is a concept of an organization aims to evaluate the labor needs and assess the volume, type, and resources of the supply that will be necessary for satisfying that demand, according to Reilly (1996). According to (Kinikci and Williams, 2006), HRP is unambiguous process that develops a comprehensive plan to determine the current state of an organization's human resource requirement and forecast them for future. Both of these actions increase human potential raises for significant and advantageous relationship between talent management and organizational efficiency. (Abdallah &amp; Phan, 2007; Al-Frijawy, 2019).
[bookmark: _Toc133836018]2.2.2 Recruitment and selection:	
The employee selection and process is frequently viewed by supervisor and organization owners in the corporate sector like a private matter, and then turn to regular channels to fill vacancies. Private businesses are not required by law to post positions available in social media or to keep disciplinary recruiting and selection procedures in place in way to fulfill positions (Absar, 2014). The organization only recruits when it’s extremely need, and then, after a thoroughly evaluating individual applicant. When making hiring decisions, business owner’s practical and technical skills managers frequently place a higher value on dedication previous experience than in an effort to support their ethical objectives with those belong to them. (Chowdhury S. &.2012)
According to Armstrong (Armstrong's Handbook of HRM Practice, 2009), there are four stages to recruitment and selection:
· Defining Requirement: Developing the rights and responsibilities of employees, developing role profiles, and developing person specifications are all examples of defining requirements.
· Creating recruitment strategies.
· Attracting candidates: Measuring and evaluating additional internal and external sources of candidates, such as advertisements, e-recruiting, agencies, and consultants, is part of the process of attracting candidates. 
· Choosing candidates - sorting applications, holding interviews, giving tests, assessing applicants, going to assessment centers, extending job offers, getting in touch with references, and creating employment contracts.
[bookmark: _Toc133836019]2.2.3 Training and development:
It is required to examining the different way of training and development; claim Casse and Banahan (2007). They are considerate that largely because of their own strategy and a previous interaction is important for Organizations. The need for a dynamic approach is evidence by the new training program ongoing difficulties of employee selection, maintaining functions ambiguity, and bringing new strategies in organization. They therefore provide guidance on all these topics.
It is possible to define training as the quantity of official training provided to employees. Technical and interpersonal training, multi-training, training for present and future skills, on-the-job training, off-the-job training, learning skill, and training for both recently employed and experienced people are a few examples of this type of training (Lee et al., 2010; Ahmad and Schroeder, 2003). Therefore, a company's investing functional experience and knowledge non-technical training will have a positive impact on the employees' growth as well as the degree to which the company succeeds.
[bookmark: _Toc133836020]2.2.4 Performance Appraisal:
According to Busola Kehinde-One of the emerging issues since the previous decade was performance evaluation and management. Employee performance management systems have replaced employee performance appraisal systems in many organizations. This essay aims to examine the development of the employee performance appraisal system, the criticism it received, and how the performance management system came to be used. Main goal is to make a distinction between the quality management and the employee performance appraisal system. This essay evaluates the evolution of the appraisal system using a review of the literature and makes the case for and against its criticisms.
Developing the performance of the employee is a systematic process for enhancing organizational performance, according to Armstrong (2006).He continued by saying that performance reviews enable the boss to maximize each employee's potential through capacity building. Performance evaluation reveals plans for professional development, aids in determining training requirements, and assists in bringing employee and organizational goals together.
[bookmark: _Toc133836021]2.2.5 Compensation and benefits:
Pay and benefits are among the aspects of human resources that are undergoing the most rapid changes, as many organizations explore new way of rewarding employee in an effort of improving output and job satisfaction. When discussing wages or reward schemes, such as salary variation for each position, performance-based incentive, reward-based incentive, commission-based incentive, long-term or short-term incentive etc. All forms of financial reward as well as material services and infrastructure that employee gets as aspect of a working relationship are related to as compensation. Additionally, the benefits of employees include payment, income protection, life insurance, work-life balance, vacation, and more. Additionally, the benefits of employees include pay, financial security, life insurance, work-life balance, vacation, and more. Opportunities are items or services that an employee gets in return for their work on behalf of the organization. ( Tang, Roberto,Toto. 2004).
Determining salary and benefits, performance evaluations are crucial in finding the system to help people develop their new roles and become ready for new changes. The most valuable asset for a company is its human capital. It is accountable for all decisions made, each steps taken, and every result achieved. Employees should receive the greatest compensation and benefits possible in accordance with industry norms in order to effectively manage them and maintain their motivation. The generous pay will do this in addition to aiding in the recruitment and retention of the best employees (Patnaik & Padhi, 2012).
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3.0 Organization Analysis:
[bookmark: _Toc133836022]3.1 Historical background:
IPDC Finance Limited had been formed in 1981 by an organization of outstanding shareholders, which includes the Commonwealth of Nations, the German Capital Investment Growth Company, the International Finance Corporation, and the Aga Khan Foundation for Economic Development. Development Corporation, UK and Bangladesh Government. IPDC was established in Bangladesh in 1981 as a largest corporate long-term loan, organization have a mission to enhancing sustainable growth in Bangladesh, Authority of Joint Stock Company and Company Registry in Dhaka. IPDC was additionally certified as a financial organization pursuant to Financial Institutions Act 1993 on February 7, 1995.
[bookmark: _Toc133836023]3.2 About IPDC Finance:
IPDC Finance Limited, earlier established as IPDC of Bangladesh Limited or IPDC, it is first corporate non-banking sector financial organization in BD. It is government hold organization that registered on the Dhaka Stock Exchange as well as the Chittagong Stock Exchange. From its formulation, IPDC has significantly influenced the economic progress of the nation's corporate sector by providing cutting-edge financial services and products. Today, An array of financial services are provided by IPDC, a diverse financial organization, including communication processes, finance, small and medium size supply chain finance, retail asset management, and retail finance.
Its aim is to meet the financial demands of its customer. IPDC finance was the first sponsor in a significant milestone schemes in Bangladesh. As such, IPDC is most lead and diversified corporate accounts of any financial institution. 
IPDC is Become nation’s desirable financial brand with a different focus on youth of women and low-income society. With such perception, IPDC Finance Limited has updated its operations in Bangladesh and renamed it’s from "Industrial Promotion and Development Company of Bangladesh Limited" to IPDC Finance Limited in keeping with its primary goal of becoming an essential part in the advancement of the nation's economy. A new policy developed by IPDC Finance Limited takes into account the adoption of numerous innovative approaches over the coming years.
[bookmark: _Toc133836024]3.3 Mission:
IPDC mission is to provide cutting-edge financial solutions in a supportive, effective, honest, and cost-efficient manner in order to empower our customers and communities to soar without limits and to realize their full potential.
[bookmark: _Toc133836025]3.4 Vision:
Their vision is to develop into the most enthusiastic financial brand in the nation, paying particular attention to young people, women, and low income communities.

[bookmark: _Toc133836026]3.5 Strategic objectives:

· Demonstrate the maximum standard of reliability in their way of conduct the business.
· Demonstrate a greater desire to prevail in the marketplace.
· Promote distinction in the workplace as well as society.
· Use technology to its full potential to offer customers with quality service.
· Set the benchmark for excellent corporate identity among the locals in the communities where they do business.

[bookmark: _Toc133836027]3.6 Core Value:

IPDC has developed several core value and creates some extraordinary customer experience by-
· Embracing customer with enthusiasm and integrity.
· Going farther than what is required by law means having no boundaries.
· Constant challenge for innovation.

[bookmark: _Toc133836028]3.7 Business overview of IPDC Finance:

The company's primary business relates to finance and it related operation. Their businesses incorporate corporate business and deposit, corporate communication, retail business and SMEs. IPDC finance provides their services over ten branches including Head Office. There are three principal division situated in Dhaka, these are in Gulshan (Head Office), Moyijheel and Uttara. IPDC also has six branches outside Dhaka city, those are located in Shylet, Chittagong, Jashore, Gazipur, Narayanganj and Bogra.

[bookmark: _Toc133836029]3.8 Corporate information:

	Corporate information of IPDC

	Name
	IPDC Finance Limited

	Type
	Public limited company

	Industry
	Financial service

	Founded
	1981

	Head Office
	Hosna centre, 106 Gulshan avenue,Dhaka-1212

	Key people
	Abdul Karim(Chairman), Mominul Islam(MD &CEO)

	Products
	Corporate Business, Retail and SME

	Website
	www.ipdcbd.com

	Mail
	email@ipdcbd.com



[bookmark: _Toc133836030]3.9 Products and Services:
IPDC finance is a non-bank financial organization and it the financial and savings needs of corporate, SME and individual customers. IPDC provides a simple, customer-oriented solution with the shortest possible time period. In addition, IPDC provides corporate and SME clients with counseling services on new business in the area of ​​structured finance. The products and services that IPDC offer as per following. 
[bookmark: _Toc133836031]3.9.1 Corporate Finance:	
For both major public and private businesses, the Corporate Financial Department of IPDC provides a comprehensive range of corporate finance services. It primarily concerned with meeting customer needs, paying close attention to best representation, project delivery partners, and ideas, as well as providing informed advice.  Services that corporate finance offers are as follow:
Term Loan:
Term Loans are created for long-term company needs. Term loans are typically offered to cover a variety of capital and fixed expenses, including production line balancing, manufacturing process upgrading, capacity and space expansion and so on.
Short term Financing:
To help businesses fulfill their immediate financial needs and carry out daily operations, corporate finance provides working capital borrowing. According to the client's needs and requirements, the finance may be set up in several ways.
Lease Financing:
It provides lease financing for newly acquired industrial machinery, commercial equipment, generators, vehicles, ships, large industrial appliance, etc. It is also possible to lease industrial machinery, business resources, office equipment, power sources, automobiles, ships, appliance, etc. that have already been purchased or are in use.
Project Financing:
For projects demanding significant funding, IPDC will assist various financial organization to collect funds over syndication, with IPDC acting as the sole organizer of the financial support, project financing over the establishment of new entities that complement current product lines and availability, start-up companies in current groups, new partnership projects in existing companies and others.
Preference share investment:
Once the client raises capital through preferred stock, IPDC's corporate division completes the financing through the purchase of shares. IPDC is typically receiving payments by compensating preferred shares through tenure.

[bookmark: _Toc133836032]3.9.2 Retail Business:
The Personal Financial Services segment proposed a mixture range of particular financial services to meet the demands of different customers. Liability Systems mainly gives to his customer two different kind of systems. These include deposit and savings schemes. With these two systems, we have a variety of deposit services that could be both profitable and beneficial according to customer needs. Units provide quality service coupled with top security. Depositors can acquire a competitive return on their hard-earned funds and have access to credit lines against their deposits. There is a brief explanation of the products of the Retail Business segment. Given below:
Deposit scheme:
Different variety of products is provided in this scheme. They are Annual revenue, Cumulative Profit, General Term Deposit, Monthly revenue, Double Cash Deposit, and Quarterly revenue schedule.
Saving scheme:
The services under saving scheme are millionaire deposit, deposit premium, ultiflex deposit scheme.
Home loan:
The Home and Mortgage part want to satisfy each customer’s desire for housing facilities by offering a wide range of home loan choices.
Club Royal:
This is an extensive package of complimentary service for high-value service users that also include personalized financial counselling.
[bookmark: _Toc133836033]3.9.3 Small and Medium Enterprises (SMEs) business:
IPDC Finance Limited facilitates potential dominant small business entrepreneurs by providing cost-effective results as an economic partner. The following items qualify for SMEs:
Long term finance:
SMEs offer funding all business operations to cover various recurring investment expenses.
Short term finance:
SMEs provide short-term loans to various businesses to meet their urgent financial needs during the transition period.
Lease finance:
Leasing financing is provided to small businesses to purchase fixed assets such as commercial/office machinery, machinery, generators, vehicles, and vessels.
Women Entrepreneurs financing:
This service is specially designed to give business women something special and help them succeed.













Chapter-4
HRM Functions of IPDC Finance Limited
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[bookmark: _Toc133836034]4.0 HRM Functions in IPDC:
IPDC finance believes that its strong HRD are one of the key competitive advantages. The organization holds to creating and achieving effective human asset strategies to motivate its employees and ensure their optimal involvement. By the strong belief that HR gives the organization a substantial strategic opportunity, they carry on to hire the talented employee. The human resource division is liable for several important components of organization's activities, such as labor law commitments, documentation, recruiting and training, pay, relational support, and help with resolving particular stability concerns. These skills are essential because without them, other skills cannot be completed. HRM functions in IPDC Finance Limited are: 
 4.1 Human Resource planning:  

[image: What Are the Benefits of Human Resource Planning? - Wisestep]In terms of human resources planning and staffing, the HR department is important for the operation of the organization, both in terms of getting ready for the organization's goals and in the form of developing innovative concepts for boosting engagement among workers.
IPDC provides its employees with a rewarding career where they are carefully monitored, trained, developed, and appreciated. Managing changes in strategy can be facilitated by human resources actions. Determining the contribution of a company's human resources to the accomplishment of its corporate objectives is essential. The Human Resource Planning Process is used to ensure that the correct people are available for the right job at the right time. Although lengthy, this phenomenon is important to the organization. The Managing Director should be informed that such planning is supposed to be performed soon and should work with the relevant department heads to develop valuable planning for the coming years, together with the budget and staff. The goal of HRP is to determine the organization's needs for human resources, forecast demand for potential personnel, and carry out a supply analysis to fill those needs.
4.2 Recruitment & Selection:

[image: ]Throughout the annual planning process, all department heads must obtain Management Committee consent for any new employment needed for the year. The same needs to be planned monthly and forwarded to HR for planning recruiting. Every month, HR should meet with the heads of the company to review a three-month rolling manpower strategy and make adjustments to talent acquisition strategies. The relevant line manager is required to submit an Application Forms that has been approved by the Managing Director and his subordinates, has the necessary explanations and a job description, and provides Human Resources with the eligibility requirements, position qualifications, and estimated compensation variation. When a new post is proposed but wasn't authorized under the yearly budget system, the Managing Director will need to give special permission as long as the increase in staff is within the year's allocated headcount. The Board must give its consent for any posts that report directly to the Managing Director.
· Evaluation and Selection process:
To begin the hiring process, a Procurement Memo that has been properly approved and must be submitted to Human Resources. Both internal and external candidates must deserve similar assessment in this approach. In order to the requirements guideline of the position, every option will take into consideration to find potential applicant. Organizational Job Postings, employee suggestion, the IPDC website, online career site, social sites. HR continuously gives their effort to uphold better employment model and link with potential prospects. In addition to every job position, IPDC gets a consistent volume of application.




[bookmark: _Toc133836037]4.3 Training & Development:

[image: ]The organizational planning process incorporates with conducting regular training with the goal of maximizing employee potential and capacity. Along with to on-the-job training, a specific portion of the fund is allocate aside every fiscal year for training and development program in accordance with the results of the training needs evaluation conduct by Human Resources. Depending on the relevance of post, assessment of their training needs, and consent of their respective Department Head and MD, employees need to be selected both by local and global training. Training and development process in IPDC is as follow:
· Training selection process:
Training incorporates the skills and knowledge between skills and knowledge and gap between current and desired level. Training and develop each individual may boost employee productivity that will help to increase the performance of the whole organization in our changing environment. The organization should first adapt to three major elements to increase employee professional competence, these are- the ‘know’, ‘should know’ and ‘nice to know’ steps and such elements must be in sequential and systematic manner.
Over to the other with on-the-job training, that is one of the perfect ways to improve knowledge and skills, required to fill HR will adapt various internal training sessions with the support of department heads to fulfill required training requirement.
IPDC will agree to pay all necessary costs when taking outside training is required to get advance practical knowledge and professional understandings. The organization need to fulfill the provided requirement. These are:
· The department head and Managing director must approve first for the required session.
· Type of employment (full time or permanent basis) involvement.
· Relevance of job position and required training.
· Once the training is finished, then the value will added in the organization success. 

[bookmark: _Toc133836038]4.4 Performance Appraisal:

[image: The Ultimate Performance Appraisal Guide]Assessing or managing performance within organizations is a strategy for determining how businesses can get the most outrageous focus from their employees. The three development concepts of targets, assessment, and information can be assigned as the best management strategy for managing execution assessment. The fundamental step is to define quantifiable, verifiable, and reliable delivery objectives for the relationship as a whole. The technique of execution assessment should take place after that. The organization of execution combines the design of work systems, assistance with data use, creation, and communicating, as well as assessment and reward structures. However, this wonder has been backed up by various researchers who claim that presenting the supervisors is an excellent way to select and coordinate experts output within the company so that it would be less difficult to oversee and achieve the best performance.
It is a surprising strategy to carry out and assess a key procedure that can clearly identify the council who is responsible for results within a relationship. Human resource structures are linked because the effects of individual actions, such as work satisfaction, employee turnover, non-appearance motivation, and duty, are proximal in any situation. As much as human resource practices are necessary to achieve this area, their impact can also have an impact on the results that were just mentioned. For any affiliation, execution evaluation is regarded as the most important factor. It helps with determining whether the representative met the given objective and carried out the task at hand. If it happened in a legal way, it is generally profitable. The 9Box hypothesis Method is a brand-new type of assessment methodology developed by IPDC Finance Ltd. They had previously used 360Degree assessment tools for implementation job evaluation, but starting in July 2017 they successfully adjusted to this new approach for assessment tools.

9box evaluation process: In general, 9Box Evaluation Tools are used evaluation tools. It indicates that these assessment techniques are quite effective, because they believe it is a tool that lets employees know how potential they are to accomplish the target in accordance with their capability level of contributing effort; organizations often prefer employing these effective tools. Employees using this tool must select their primary objectives on their own while also providing and completing the necessary job-related information. The concept of evaluation is based on KPIs.

IPDC Finance also measure employee performance with their job result. Managers and chiefs are given a wealth of reliable information concerning a representative's overall activity result while working for IPDC Finance Ltd. throughout execution evaluation. With this technique, the representative's outcomes are evaluated against predetermined goal performance criteria provided by the company and are customized to certain work jobs. This execution assessment technique is typically employed to mutually quantify the results; the quantity of work produced, for instance, the volume of the store and the credit, timeframes and the skipped.  




4.5 Payroll and HR operations:

[image: 12 must-have Qualities for HR Professionals]Pay is essential for contemporary relationships since it helps to recruit and retain highly skilled professionals at competitive pay rates and it activates the perfect associate in terms of verification and credibility. This newly implemented compensation would also increase work force motivation.
Non-monetary remuneration are addressed through stock options, risky openings, or other forms of significant worth sharing that increase the premium and the delegate's desire while dividing the risks across a larger group of participants.
The recently mentioned belonging distribution addresses both long-term planning for remuneration and temporary rewards. They are handled with by benefit sharing strategies designed to empower the agents toward group work or to regulate the final results. The company adheres to its own pay policy, which is established by a specific team in accordance with HR regulations.
Benefits for employees:
· Personal loan, auto loan and home loan.
· Group insurance, life insurance and hospitalization insurance.
· Festival bonus, gratuity of employee.
· Washing allowances and mobile allowance.
·  Employee welfare fund.
· Employee birthday celebration and also give them gift hamper.

Policies for employee:
· Leave policy: 
Privileged leave: Employees are allowed to take 30 days of privileged leave per year, from January to December. Weekends and days that have been designated as holidays must be factored into the calculation of privileged leave if they fall within the period of privileged leave. All employees will need to use their privilege leave within the given calendar year, it should be acknowledged.
To reduce problem that may result from communication problems, the departmental colleagues must be informed of the leave verbally, via mail or both. 

Sick leave: Workers are allowed to take up to 15 calendar days of sick leave each year. An employee must properly notify their supervisor and departmental coworkers of their absence from work due to illness by phone call or SMS, along with a copy to Human Resources. If situations prevent this, the supervisor should be given written notice of the information within three days.

· Provident fund policy:
Those employees who are permanent are eligible to enter the organizations related to Provident Fund. Each worker is requisite to give 10% of his or her minimum wages to a provident fund each month after successfully completing the probationary term and being confirmed as a permanent employee. The company will match that contribution in accordance with the fund's provident fund program. If an employee has completed their three-month probationary period, they are eligible for the Provident Fund as a benefit at the end of their employment. Besides that, unless an employee has worked for the company for five years straight from the date of joining, they are not able to get the company's contribution. 
· Transfer policy:
As previously stated, an employee's retirement date is determined as the final day of the month following their 58th birthday. Unless both parties agree to a renewal of services, the employment will end on that day without additional notice.
[bookmark: _Toc133836040]4.6 Legal and Compliance:

[image: How to Generate Billable Hours in Small Law Firms? - Legodesk]Legal and compliance is the procedure used to make sure an organization complies with all legal requirements, rules, and regulations. Quality service and performance, responsibility, reactivity, and teamwork inside and between departments are all highly valued by IPDC. Employee have to perform his or her responsibilities honestly, diligently, and loyally to give the organization to the full effort and skill to faithfully follow the management's orders and directives and to at all times check to and complying by the organization’s rules and regulations as they are from time to time issued. Any infraction of the same is misconduct. Workers must maintain a level of performance and conduct consistent with their job with IPDC. Staff employees may face disciplinary action for behavior that does not meet the criteria stated in the Service Rules & Regulations, the Organization’s culture and its values or as a result of bad performance.
 Maternity leave- After completing 6 months of constant employment with the employer, female employees are qualified for maternity leave.  According to Bangladeshi Labor Law, maternity leave entitlement is 6 months, or 180 days. Furthermore, mothers who miscarry or have their pregnancy medically terminated may be eligible for maternity leave for up to 45 days immediately following the event. It should be noted that female employees are only permitted to take up to two pregnancies at a time.
Employee safety-The safety regulations, which have been established for everyone's benefit, must be followed by employees. Employees are expected to do their part to keep work areas and pathways free of trash or impediments in office spaces. Any potential health or safety risks must be immediately notified to the supervisor, as well as the departments of administration, human resources, and information technology.
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[bookmark: _Toc133836041]Analysis and Findings

5.0 Analysis of the study:

I prepared some question and by taking interview I gathered various type of information that helped me a lot to accomplish my study on the HR functions of IPDC finance. Here I will briefly interpret about the HR functions of IPDC what I analyze during interview and my internship period.

[bookmark: _Toc133836042]5.1 Recruitment & selection process:

HR department of IPDC Finance use two different requirement strategies. These strategies are relying on sourcing suitable candidates externally and internally. Methods are:
· Need based: When an opportunity comes suddenly, the process is executed in accordance with need-based recruiting.
· Yearly based: According to the HR strategy, recruitment takes place annually, and it does so every year.
	Source of Recruitment:
· On campus recruiting and hiring suitable candidate.
· Employee acknowledgement.
· Shortlist of candidate from IPDC career website. 

                Selection tools of Recruitment:
· Panel discussion.
· Written exam.
· Computer test.
· Behavioral event assessment.
· Analysis center. 


5.2 Training and Development:

· Training needs assessment: The supervisor and human resources are largely responsible for determining the training needs, although facility experience and performance observation can also be used to make this assessment. The organization of training is necessary if performance continues to fall short of expectations. Every effective training process must have a main objective to be reached. Based on need an evaluation, training should assist employees learn the skills necessary to carry out their existing jobs and build opportunities for growth so they can initially gain more challenges. Alternative sources for identifying training needs include job assessments, performance appraisal, performance evaluations, and performance surveys.
· Training evaluation: Feedback, job evaluations, interviews, written tests, refresher courses, accidental experiences, troubleshooting, etc. are just a few of the different methods that evaluation can be done. Depending on the type and nature of the training, all such evaluation may or may not be necessary. Employees are obliged to submit a properly completed Training Assessment & Evaluation form to Human Resources after successfully completing a training program in order to receive insightful comments.

· Training budget: Every year, as part of the budget planning process, IPDC assign a specific sum of money for training and development in accordance with the training schedule for the next year.

[bookmark: _Toc133836044]5.3 Performance Appraisal:

At IPDC, performance appraisal is a cycle of ongoing performance improvement made up of three main phases, each of which involves specific tasks to be completed during the annual performance cycle. The primary instrument for determining individual objectives for professional growth and selecting people for succession planning is performance appraisal. These three are:

I. Performance planning: Setting realistic and measurable performance goals, outputs, and targets is the supervisor or department head responsibility. These goals serve as the foundation for creating the initiative for the coming year.
II. Improvement, evaluation and feedback: Frequent improvement, review and feedback are essential elements of performance evaluation because they guarantee open lines of communication. IPDC works to create a friendly workplace where staff members and managers can openly discuss issues or ideas relating to the workplace in order to boost productivity. Employees should feel comfortable bringing up concerns about their work to their supervisors with the knowledge that the issue will be seriously considered; supervisors are then accountable for reviewing progress and offering helpful criticism as a vital element of the performance appraisal period.
III. Yearly performance evaluation: Every employee is informed of the dates and the associated process for the yearly performance review process which has a set time frame. It is advised that every employee, their department head and the department head outline the main topics for discussion, significant accomplishments and potential improvement areas prior to the review. As a result, neither side should expect any shocks or grounds of dispute at the formal performance evaluation meeting that will actually take place under the direction of the Managing Director. The Performance Evaluation Formation of subsequently sent to HR for further processing and documentation after being properly filled and signed.

[bookmark: _Toc133836045]5.4 Payroll and HR operation:

 The management of the manager compensates of wages and salary to their employees is the responsibility of the payroll system. Often, it involves handling benefits and deductions as well as collecting employee time statistics for a particular time frame. The following are the payroll's IPDC estimation steps:
· Remind employees to submit their timesheets and collect them.
· Review and allow their timesheet.
· Record working hours.
· Determine the gross salary.
· Determine net pay and
· Analysis.
           Employee salary calculation:
Total compensation for a permanent employee = basic or net pay (50%) + medical insurance (20%) + housing rent (60%) + conveyance (20%) - families on unpaid leave.
The HR division of IPDC enters each employee's wage information as a permanent employee in their database in this manner. Their salaries will increase from their previous basic salary by 10% to 20%. This will increase other benefits as well.

Bonus: Employees are entitled to receive a 1 month payment of his/her basic as a festival bonus in every Eid festival in accordance with provisions stated in their letter of appointment, providing that they are on the organization’s payroll at the time of payment disbursement.
Gratuity: According to the company's gratuity policies, permanent employees are entitled to obtain 1 month of final carried basic salary in gratuity for every year that has been completed. It should be mentioned that in any length of time lasting longer than 6 months considered to be 1 full year of service for the purposes of calculating gratuities. Employees who have completed 10 years of continuous service are eligible for a gratuity of 1.5 months of their basic salary.
Annual review: Employee compensation packages are typically reviewed annually as part of the performance evaluation practice. Organization may have the option to assess salaries and wages based on the performance of every individual throughout yearly duration and the department head will recommend. Each and every changes are done throughout the annual review procedure are going to be put into effect on April.
	
5.5 Legal and compliance:
The Employee will not disclose to any person any information regarding the company's practices, business deals, international issues, the employee's salary, any of its customers, or as to any other issue which may come to his/her knowledge as a result of said employment. Employees must take the oath of integrity and promise never to share any confidential or secret information with anyone outside the organization. In the event of breach, he will be required to give the company compensation and will also have his employment terminated.
Disciplinary action:
Line managers are in charge of ensuring that the employees under their supervision behave appropriately, perform at the appropriate level, and are disciplined. They also have a duty to provide regular feedback. When compensatory action is required, Human Resources must make sure that disciplinary action is taken at the level appropriate to the wrongdoing, conduct, or performance and that any disciplinary measure complies with regional labor laws.

The following offenses will at first be considered minor offenses:
· Regularly arriving late.
· Unapproved absence during working hour and abuse of leave regulation.
· Interfering with another employee’s ability to do their job.
· Abusing office resources.
   
Major offenses include the following actions and several situations that are similar to them:
· Intentional disrespect or inappropriate behavior.
· Theft, misconduct, or fraud in relation to IPDC's activities or property.
· Unapproved external commitments and information disclosure.
· Long absences without any approval or ones that aren’t connect to health problem.
· Minor offenses that are committed repeatedly for which there is already disciplinary action.  

[bookmark: _Toc133836046]Overtime policy: 

Non-Management workers are eligible to overtime pay, and the amount depends on how many hours they put in other than regular business hours. In this case, a maximum of 76 hours per month are permitted. The Bangladesh Labor Act of 2006 and the 2015 Labor Guidelines cover the calculation of overtime.

[bookmark: _Toc133836047]5.6 HR practice during and after Covid-19 at IPDC Finance:

[bookmark: _Toc133836048]5.6.1 During Covid-19, HR practice at IPDC:

IPDC Finance Ltd. adheres to the same processes during COVID-19. There were not many elements of the Human Resource operations team during COVID-19. This noted that every document was filled out, approved, and followed by a chain email. This states that the confirmation letter cannot be physically given because all paperwork must first be approved online. For all employees and their dependents, reputed and reliable hospitals in Bangladesh are offering discounts and modifications to the permanent employee insurance claim procedure. There won't be a pay cut in 2020 because of COVID-19. Instead, IPDC assured annual salary increases, performance bonuses, and promotions based on the employees' performance in the month of April 2020. To ensure that all signatures are present, during team must thoroughly review every email COVID-19 pandemic before taking a print. Employees must take particular precautions with the email threads and this takes time.
During the COVID-19 pandemic, virtual trainings allowed for a considerable reduction in training costs. Before starting a more serious disciplinary process, the Performance Improvement Plan gives Line Managers and direct reports the chance to discuss and calmly resolve performance difficulties. PIP sessions, which formerly took place in person, are now delivered online to assist staff in performing at the expected level. Additionally, all workers' 2019 performance reviews were conducted in a seamless manner online through MS Teams in April 2020.

[bookmark: _Toc133836049]5.6.2 After Covid-19, HR practice at IPDC:

The COVID-19 pandemic prompted substantial changes in workplace habits. Things like the Good Dismissal and silent resigning happen as employees put in the bare minimum effort to survive and resist being fired. All of them boil down to the following: Employees started putting their emotional wellbeing before everything else. Future workers will place a high value on career stability and the option to work overseas rather than seeking a profession regardless of the circumstances. This is the major HR challenge we'll probably face, so it's critical them to be prepared to meet the requirements.
To build human capital management that is focused on care for people and their evaluation, development, and training, HR in IPDC will need to take the lead. IPDC wanted to help contribute to knowing the actual HR areas of change and look at how HR positions are coping with "being on the frontline" of an extraordinary organizational evolution in order to effectively address this shift, which is one of the largest challenges, in order to address it. Six focus groups with a maximum of ten participants each were conducted.
When assistance is required, IPDC is there for its business clients. IPDC also wants to lessen any potential financial effects of the coronavirus outbreak. Because of this, IPDC is putting rules into place to support your company's continued success throughout the crisis and to get ready for life after the pandemic.
5.7 Findings:

Financial market association in Bangladesh's trading center is being driven by IPDC Finance Ltd. While working with them, I learned a few things about each of them. Those are:
· I haven't noticed any major issues while working for IPDC Finance Ltd because they are ensuring and adhering to the best practices for maintaining their workplace. But it's important to note that the HR hierarchy of leadership is extremely basic and difficult to obtain and replace any request to actually implement.
· They need to make some progress because it aims to reduce process criticalities.
· It is clearly evident that some employees are unaware of the application process for leave. One of the problems that need to be understood is by providing the necessary instruction.
· Candidates occasionally become disappointed with the recruitment and selection process because it is so drawn out and time consuming.
· It needs to be improved right away because the employee profile picture occasionally doesn't appear on their ID.
· Modern hierarchical behavior is a fundamental problem to depict correctly. There are no tools available to measure conduct, nor can it be quantified. The association primarily emphasizes social issues, and the intrinsic working environment is largely dependent on that.
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[bookmark: _Toc133836051]Recommendation

After finishing the internship period, I got few recommendations from my findings for IPDC Finance for their improvement. Those are:
· Although it has a lot of problems to communicate from top to bottom in the administration, IPDC Finance Limited should maintain a flexible structure of leadership.
· They need to make it a little bit easier for their fundamental leadership goals because their HR initiatives are becoming increasingly difficult to implement successfully.
· Internal political difficulties should be disregarded because, occasionally, they might create complex circumstances that harm their company culture.
· Even though the company is completely IT-based, they still need to make improvements to some of its most ongoing operational products.
· Their corporate strategy, performance appraisal and support system all must be improved so that the work will proceed even more sequentially.
· The organization should be sensitively informed by HRD of all participation and leave records for all level of employees.
· A proper understanding of NBFIs is lacking among students and younger generations. Since students make up a significant portion of the today’s innovation, IPDC Finance Limited should work harder to inform today’s generation of their presence. It will not only enhance the likelihood of doing numerous businesses once the students start acting as developing customers, and that will draw intelligent people to their organization as well as help it reach its full potential.

IPDC finance must annually oversee corporate social responsibility training programs so they may train their employees if any adjustments were necessary or occurred during execution. With the intention of examining the center adjustments expected for their employees, new effectiveness, and development as required as their next aim to accomplish, the HR group holds meetings, workshops, and office counseling offices.



[bookmark: _Toc133836052]Conclusion:

One of Bangladesh's leading finance and leasing organizations IPDC Finance Limited is a necessity for the NBFI market in our country because it is in the financial sector. This financial organization, IPDC, encourages investment, helps in business and market operations, and takes part in economic expansionary activities, among other things. IPDC is evolving at a rate that coincides with the advanced stage of social growth. IPDC needs to pay more attention to its employees and resources if it wants to use them in a way that will lead to future growth at its maximum and motivate customers and investors to make deposits, investments, and financial commitments. It should also take action to reduce high costs. The organization will produce its highest capacity in the future if its expenses are kept at a reasonable level.
IPDC Finance Limited has created a positive reputation by offering innovative products and services. In addition to focusing on online banking, SME banking, and other areas, IPDC performs quite well. Since without exposed to practical situations, it might be impossible to compare the theory that one has studied with its practical application. I greatly enjoyed performing the IPDC Financial Basic analysis. The analysis of IPDC Finance Limited's HR Policy and Process was the main goal of this study. In order to keep its workforce current at all stages, it maintains well-organized HR procedures and offers them a ton of training. The conclusion given makes it clear that while the current technique and process are excellent, the IPDC employees' high expectations for their company force it to compete with itself. If it emphasizes on specific elements like fairness, transparency, responsiveness, employee improvement profitability, assurance, effectiveness, and protection, it will be a perfect opportunity for the IPDC to reach employee outcomes in terms of the organization and business.
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Questions for overall HR Practice of IPDC Finance:
1.  Recruitment & Selection:
· What are the overall recruitment processes?
· What IPDC do in their selection/evaluation process and which type of tools they used in selection process?
· After receiving joining letter, within how many days employee have to join in office?
· What type of document checklist needs?
· Do employees need any medical examination?

2. Training & Development:
· What type of training they give? On-the-job or off-the-job?
· How they assess employee who need training who don’t need?
· How they evaluate that training is going to be effective or not?
· How they allocate their training budget?

3. Performance Appraisal:
· How IPDC measure their employee performance?
· How they evaluate annual performance? Based on what they evaluate employee performance?

4. Payroll and HR operations:
· In which day of calendar month they provide employee salary?
· How IPDC do their annual review?
· Their Festival bonus policy?
· How employee received gratuity from IPDC?
· What is their provident fund policy?
· What type of allowance they give to their employee?
· Any loans give to their employee?
· What is their transfer policy?
· Their leave policy?
· What type of rewards they give to their employee?




5. Legal and compliance: 
· What are their service rule and regulation?
· Maternity Leave policy?
· What is their disciplinary action?
·  The working schedule? Have any overtime policy for employee?
· What they do against employee safety?



HR practice during Covid-19 and after this pandemic at IPDC Finance Limited:
· How you people handle the situation during covid-19?
· How IPDC deal with their customer during covid-19 situation?
· During covid-19 how IPDC continue their recruitment and other process?
· After covid-19 how IPDC maintain their work?
· After covid-19 how IPDC handle their financial condition and their customer?
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