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EXECUTIVE SUMMARY
 

GETCO Business Solution Limited is a worry organization of GETCO bunch which fundamentally works for the CEC group of Unilever Bangladesh and different associations. In straightforward words it very well may be called wings of call focal point of Unilever Bangladesh. GETCO bunch has numerous organizations working for variations of top organizations of Bangladesh. I found the opportunity to work in GETCO BSL which allowed me the chance to work for the main organization Unilever Bangladesh. I endeavored to concentrated on the enrollment and choice procedure of GETCO BSL Ltd. As this organization is associated with Unilever Bangladesh, the enrollment and determination process does not confine just to GETCO BSL. I made this investigate my three months experience which I assembled from the organization. For better outcome I generally scrutinized my group head and line supervisor to give me adequate data, however a portion of their data is private. GETCO BSL pursues their enlistment and determination methodology so as to meet their authoritative need objective and standard to keep up the standard given by Unilever Bangladesh. As Unilever Bangladesh never bargains with their nature of administrations and workers, they generally ensure that they are procuring the best representatives to meet their authoritative objectives and accomplish their objective in long terms process. I attempted to discover all the data with respect to enlistment and determination of GETCO BSL and make this report productive.
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Chapter One 
The Organization






 

1.1 Introduction:

GETCO Business Solution Limited is a Bangladesh-based Call Center Outsourcing Services organization that gives execution driven and top notch re-appropriating administrations. It means to essentially reshape the substance of redistributing and client relationship the board through vital arrangements that satisfy its customers' general mission GETCO BSL Customer encourages. Through GETCO Business Solution Limited I got the open door for working Unilever Bangladesh Limited (Ltd.)


1.2 History:

GETCO is an all around famous combination in Bangladesh having expanded business. It fills in as Consultants, merchants, wholesalers of various world class organizations. GETCO was set up in 1972 as a private restricted organization. They have in excess of 12 informal breakfasts. Their head office situated in Shyamoli transport stand and informal breakfast office are situated in various territories. Over these years, it has assembled viable business association with different government and semi government associations just as privately owned businesses. GETCO takes a shot at sake of its Principals to verify contracts and gives vital after deals administrations to its clients. On account of turnkey ventures, it gives calculated, managerial, and warning administrations to the Principals with the end goal for them to execute the contract(s) in an auspicious and expert way. 

Since its origin, GETCO has devoted its assets in building up an abnormal state of skill in showcasing and offers of motors, machines, generators, telecom items and administrations, IT related items and administrations. It likewise manages different items and administrations identified with oil and gas, power, aeronautics and safeguard areas. In doing as such, GETCO has fabricated a decent notoriety for uprightness, dependability, genius and administrations. GETCO has set up an association with Can exchange Capital Inc. (CCI) in Canada to speak to GETCO in North America with the end goal of sourcing principals and anticipating the organization in Americas and Europe.


1.3Product/Service Offerings:

While working in GETCO Business Solution Limited, I was given the opportunity to work with Pureit department. Pureit is a water business, and we provide service about Unilever pureit water purifier. Pureit have two care line numbers those are 09613105105 and 16627. We all know that Unilever Bangladesh is an FMCG company. The brands of Unilever operating in Bangladesh are given below:  


In Pureit department, we work for Pureitwater purifier. Our department only focuses on Pureit.HPC departmen0t works for all the other products. So basically, we were working for pureit water purifier of Unilever Bangladesh Limited.  



1.4 Goals and Objectives of GETCO Business Solution Limited:

The objective of this report is divided into two parts given below:  

Broad objective: 
The broad objective of doing this study is to gain practical knowledge and experience about the recruitment and selection process of GETCO BSL and different strategies which a customer relationship officer does (in the perspective of GETCO Business Solution Limited).  

Specific objectives: 
· To know how to select candidates for a right position. 
· To learn how to lead a team strategically
· To know how make a good relationship with customer. 
· To know how to provide a better customer service.
· To know about the customer and corporate behavior. 
· To know how to develop a higher level of consumer satisfaction 
·  To know corporate sales structure, tasks and their operational activity operates.  
· To understand different markets and their buying as well as sales.
· To get the idea or action of the current competitors of Unilever.  
· To get the knowledge how to become a top performer. 

1.5 Organizational Chart
[image: ]












1.6 Mission:
The mission of GETCO BSL is to provide world class service to its client company. Unilever Bangladesh is GETCO BSL’s one and only client so they always try to provide their best customer service. So that their partnership may always remain strong.


1.7 Vision:
The Vision of GETCO Business Solution Ltd. is to be the number one customer service provider in Bangladesh, and be in the top position of present market scenario. Double the size of their business and be always the number one business partner of Unilever Bangladesh Limited.  
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Chapter Two
Job Description



 

2.1 Job Title: Internship

2.2 Position: Intern in Customer Service Relationship

2.3 Job Responsibility:
· Assisting the team leader on HR activities though I Worked on customer service
· Taking inbound calls and provide service customer over the phone
· Making the list and helping the team leader to make the schedule for executives as in GETCO BSL, schedules are planned on a weekly basis 
· Forwarding complaint mails and all kinds of critical issues to the care line manager and brand manager of Unilever Bangladesh for customer satisfaction
· Responding consumer through social media websites, Newspaper, TV adds.

Description:

As an understudy of Human Resource (HR), I was doled out to concentrate on HR commitment exercises and speculations of GETCO BSL. Besides, my team leader gave me a task to do research on CEC (Consumer Engagement Center) which will make the job easier as the CEC department of Unilever Bangladesh is solely managed and supervised by GETCO BSL. I had to assist my team leader with his HR activities such as making the schedule, measuring the employees’ productivity, coming up with proper training idea. If needed to improve the quality of performance. I also had to interact with consumers of Unilever Bangladesh through social media websites. If there was any complaint from any consumer, I had to go through the case thoroughly, make a complaint file and email it to my team leader and to the CEC manager of Unilever Bangladesh. Also at the end of each day, I needed to present an answer to my group head on the advancement I had made up until this point.


Critical Observation and Recommendation:

My total internship period was 4 months, this time period is not enough to understand totally a company’s HR policies and all the recruiting and selecting process. . Right off the bat, the HR division of GETCO BSL pursues the conventions of Unilever Bangladesh with regards to enrolling and choosing representatives for various offices. Secondly, the actual and final decision is always taken by the managers of Unilever Bangladesh. Thirdly, the authority and management cannot finalize any candidate whom they might think as suitable and perfect for any vacancy.  
According to me, there is nothing much to recommend as it follows the rules-regulations of Unilever Bangladesh. However, I feel the interns should get opportunity to work under the managers of Unilever Bangladesh for at least 15 days as most of the works are observed and evaluated by them. I also feel that the management team of GETCO BSL should also have some right while taking the final decision as the employees will be working with them and they have to train them and make the employees capable of working for Unilever Bangladesh.
Page | 6 

  

































Chapter Two
The Project



 

3.1 Summary:

GETCO BSL works as a third party or business partner for many government, semi government and private organizations. Currently their biggest business partner is Unilever Bangladesh. GETCO BSL is working solely on the Pureit and HPC & Trade department of Unilever Bangladesh and provides sales and marketing and also after sales services to its customers. To provide with best result, GETCO BSL always tries to train its employees regarding sales and marketing properly. The company has many multi-skilled employees in every sector who are highly trained and well educated with lots of experience.  

I worked as an intern in GETCO BSL. As an intern I had to assist and support my team leader in different activities. I have to call selected candidates for interview, for written exam I used to coordinate the candidates and provide them with proper instructions, and helped them understand the next and last procedure of their interview in Unilever Bangladesh. I have to create new employee files and prepared their schedule. GETCO BSL, employee selecting process is kind of a lengthy. As it is affiliated with Unilever Bangladesh, they have to follow all the rules and regulations provided by Unilever Bangladesh. Not only that, the final selection or decision is taken by Unilever Bangladesh. Rest of the details of GETCO BSL recruitment and selection process will be explained below. 

3.2 Objective of the Study:

Primary Objective: The essential goal of this report is to examine and distinguished the real procedure of choice and enlistment procedure of GETCO BSL in HR division.

Specific Objective:
 Recruitment & Selection Process of GETCO Business Solution Limited

3.3 Methodology:
· Primary Data: Face to confront meet and nitty gritty dialog with the Line Manager and Team Leader .
· Secondary Data: GETCOBSLwebsite, Unilever Bangladesh website, diaries and reports, etc.


3.4 Limitations:

· The authority and management doesn’t want to in share information because of confidential
· Duration of Internship allowed minimum exposure  
· Line chief couldn't ready to impart inside information and nitty gritty data to the representative 
· The workers of GETCO BSL are not so much intrigued to share all the particular subtleties with one another due to restriction
· Huge workload and pressure both the managers and employees
· 
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Chapter Four 
Job Part



 

4.1 Calling Candidates for Interview:

During the interview and written test, GETCO BSL HR makes a list of the candidate and call them accordingly just before 2 0r 3 days of interview date. The HR line manager provides me the list and all the relevant information of the candidates. That was a part of my work to call and fix appointment time with the applicants according to the given schedule made by the line manager as well as the HR department. 

4.2 Interview and Written Exam Coordination:

On the date of interview and written exam day my duty was to ensure that each And every applicant is presented before on time. On the day of interview, I have assigned for the duty of taking signature and other documents from each of the candidates who are attended. During the written exam I have to been provided the script and I had to pass it to the applicants after making them sit on their specific place according to their names and I had to invigilate the applicants for the post. And later on, I had to call them for face to face interview one by one who was selected in written examination.

4.3 Coordinate the Joining of New Employees:

After the final selection of an applicant for GETCO Business Solution, the new employee have to fill up different forms provided by the HR department and I was helped them. One of my duties was to guide the employee and assist for filling up the joining letter properly. 

4.4 Coordinate the Joining of Interns:

GETCO BSL does not provide that much internship opportunities. They hire maximum two to three interns for each department each trimester of the year. I had to understand the new intern about their basic duties and also, I used to give them a form in which all the work related information, schedule system, attendance, break time and other details were explained. GETCO BSL also follow has many deduction policies from employees’ salaries which are also needed to be explained before joining and I had to provide those information to the employees and interns.

4.5 Preparing the Salary Sheet of Interns:

GETCO BSL pays all the interns on a daily basis, it means if an intern is absent for a day, his/her one days salary will be deducted from main salary. Each department has different attendance book for the employees and interns. Every day after the working hour starts, I needed to gather every one of the marks in the participation sheet and after that document in a particular exceed expectations she. After that I had to submit it to the line manager. If someone is late, then a LP with red mark is put beside that employees or interns name. And for three days late present, one day’s salary has been deducted. 
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Chapter Five 
Recruitment & Selection Process




 

People think that recruitment and selection is the same thing but which is not. Recruitment involves allocating individuals, with appropriate qualifications which qualification will fit with the job description and in sufficient numbers and encouraging the candidates to apply for jobs. The next step is the Selection process. These processes are completed by following some steps. Selecting candidates is the main process where suitable and appropriate candidates are selected for a specific job or position who match with a specific job description Enlisting and choosing the best possibility for a position is particularly critical and essential as the reasonable competitor will assist an association with getting its definitive objective and goal.

5.1 Internal Recruitment:

Most of the time GETCO BSL don’t go for internal recruitment. They prefer external recruitment. But sometimes if they feel that they have suitable candidate in right position, the HR department sends an email internally to inform about the vacancy in between the employees to apply. Then they follow the rest of the procedures to recruitment and selection of a candidate.  

5.2 External Recruitment:

GETCO BSL never hires any third parties or other HR agencies or farm for their recruitment Process or activities. They do all the formalities by own. The HR department of GETCO BSL handles it very effectively and efficiently by following all the rules assigned by their partnered company. But at the end of all formalities and procedures, candidates are sent to Unilever  Customer Relationship Manager for a final interview and the care line manager and brand manager take the final decision about recruitment.

5.3 Preliminary Steps for Recruitment:
There are some primary steps followed by GETCO BSL Human Resource department for recruitment and selection process. Those are given below:  

· Requisition: Whenever there is a vacancy open in a department, the line manager of that particular department immediately informs the HR department. Then GETCO BSL HR department starts its further procedures.  
· Timing: The HR department of GETCO BSL usually takes 20-30 days for the recruiting and selecting procedure. They try not to exceed 35 days their recruitment process. Still for further extension the decision of the HR department and Unilever CRM  is finalized.  
· Recruitment budget: GETCO BSL follows a fixed budget for their recruitment and selection and most of the time the budget depends on Unilever Bangladesh. For example, this year Unilever Bangladesh has locked their budget for year, which is why GETCO BSL will not be hiring any management level employees.  

Sources of candidates: GETCO BSL follows the current trend of recruiting and selecting process which is the online method as they think this way is more efficient. They always post about their vacancies in various online job portals, websites, and Facebook pages: such as
“www.prothom-alojobs.com”, www.bdjobs.com Vacancy announcement BD Facebook page or in various university websites such as in Carrier Counseling Center only for UIU students. Most of the time they call candidates from these websites for interview preliminary.

5.4 Recruitment and Selection Process: 

There are six stages in the enlistment and choice procedure of GETCO BSL, which are first appeared as a stream diagram underneath and later it has been talked about in detail: 
Demand of representative enlistment 
Promote about empty position 
Arranging of CV's 
Composed Test 
Oral Interview 
Last Selection


Requisition of employee recruitment: 

Labor order structure is a vital procedure for enroll another representative for an empty position. Above all else, the empty division fills the order structure and sends it to the HR office. The HR division experiences every one of the subtleties customs, gathers all the essential data about what number of opportunities are there. What kind of capabilities must be required for that empty position, etc? By then according to the particular criteria, the HR part of GETCO BSL completes their obligation in like way, and enrolled individuals the best possible contender for their vacant position.

Advertise about vacant position: 

At the point when labor demand structure is marked by the HR head of GETCO BSL, they give add on "www.prothom-alojobs.com" and www.bdjobs.comand in different college sites, for example, Career Counseling Center of UIU understudies and furthermore numerous Facebook pages. In that activity promotion they obviously notice what number of opening they have, instructive capabilities and sex of representative they lean toward, what sort of experience they are looking for and in some cases they likewise notice the compensation run and so on. As a rule there is no fixed due date referenced for employment application. GETCO BSL calls competitors inside 2-3 weeks haphazardly. At first, GETCO BSL gathers all the delicate duplicates of the CV's, and after that they request printed copies while taking the meeting.


Scanning of CV’s: 

In the wake of getting CV's from every one of the applicants, GETCO BSL goes for the following procedure arranging of the CV's. Above all else, the HR division sorts the CV's as indicated by instructive capabilities, quality and after that they go for the working encounters. In the wake of finding the reasonable CV's, the HR division calls the suitable contender for the empty position of meeting. 




Written Test: 

In GETCO BSL, composed test is constantly required for enlistment. For section level occupation position, GETCO BSL dependably ensures competitors are sitting for a composed test first. In composed test representatives are fundamentally tried whether they have enough information about Pureit gadget or not. As Unilever Bangladesh works with pureit items, so it is an obligatory undertaking for a worker to have learning on these as well. Likewise, the applicants are tried how much skilled they are regarding client administrations for this particular gadget. Be that as it may, for senior dimension positions, composed test isn't obligatory dependably.

Oral Interview: 

Candidates who are called for an entry level job position are often called for an interview after qualifying the written test. GETCO BSL always conduct two interviews: 

· First interview 
· Second interview 

GETCO BSL always goes for double interviews. The first one is taken by them in their head office. Once they are done with their first interview, they call the candidates in Unilever Bangladesh head office for the final interview with Customer Relationship Manager. During the second and final interview, manager select the fi9nal candidate for vacancy position.


Final Selection: 

At last, after the second and last meeting, the brand administrator Mr. AKM Tanvir Hossain and care line administrator chooses competitor who is proper and ideal for the empty position. So fundamentally, hopefuls need to confront the administrators of Unilever Bangladesh to get procured at long last.
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Chapter Six 
Analysis



 

Analysis:

· GETCO BSL selects their candidates for interview from a vast number of applicants.  
· GETCO BSL at first give importance to those candidates who have past working experience in care line sector. 
· For internal recruitment process, GETCO BSL always announces about the vacancy in between their employees and they called it IJP (Internal Job Promotion).  If there is a suitable candidate among the current employees, immediately they offer him/her for that position. 
· For external recruitment GETCO BBSL goes for the advertisement in various job websites, news portal such as bdjobs.com, prothom-alojobs.com and also posts in various university websites for example Vacancy Announcement BD and UIU CCC (United International University Carrere counseling center).  
· Interns are recruit based on their performance in interview.  
· GETCO BSL employees do not think that recruitment and selection process doesn’t happen the same way. They think mostly it happens internally and externally also. 
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Chapter Seven
Conclusion






Conclusion:

Unilever Bangladesh is leading the entire FMCG industry of Bangladesh and also other countries around the world. It has been considered as market most giant organization in every form of its products, from pureit water purifier to dish wash, from skin care to home care as well as snacks foods everything. I am very much lucky to be able to work for Unilever Bangladesh under GETCO BSL.  This opportunity allowed me to learn and explore a lot about Unilever Bangladesh. They always provide a warm working environment for the employees with different recruiting and selecting process. GETCO BSL always follows rules and regulations of Unilever Bangladesh. They are very much concern about employee welfare and their wellbeing. They do all their activities in a systematic way. They are also very much concern about their customer service activities. At last I wanted to say one thing that I learn a lot to work there.
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GETCO BSL

1st November, 2018

Nadia Afroz

House # 95/3/1, Middle PirerBagh, Mirpur, Dhaka-1216
Phone : 01835206422

Ref. No : GBSL/DOMS/APPL/011118/214

Sub: Letter of Appointment for the post of Domestic Call Center Agent

Dear Nadia,
We are pleased to inform you that you have been selected for the post of Call Center Agent for the Call Center of our company under
the following terms and conditions:

1.

2.

Joining Date: You will have to join on 1st November, 2018 positively failing which this offer will be treated as cancelled.

Salary: You will be paid a consolidated salary of Tk. 13,000.00 (Thirteen Thousand Taka) [11,000.00 (Taka Eleven
Thousand) as basic salary and Tk 2,000.00 (Taka Two Thousand) as KPI] only per month. Missing a day at work will
automatically be considered as a deduction from your total salary for that particular day at 1:30 ratio. Your performance
will be evaluated every day/every week for improvement. Incentive bonus will be paid based on your sales performance.

Probation/Confirmation: You will be on a Probation period for One Year. At the end of this probation period your service
will be confirmed as permanent employee of the company based on your performance and also you will enjoy all the
other benefits of the company. For improvement of your unsatisfactory performance, your probation period June be
extended for a further period or Management June terminate you at any time during the probation period.

Secrecy: You will be required to maintain utmost secrecy in respect of Project documents, commercial offer, design
documents, Project cost & Estimation, Technology, Software packages license, Company's polices, Company’s patterns
& Trade Mark and Company’s Human assets profile.

Leave: You will be eligible to the benefits of the Company's Leave Rules on your confirmation in the Company’s Service.

The Management reserves the right to terminate your services at any time if they feel the relationship is no longer
mutually beneficial.

During your employment you shall devote the whole of your time, attention and ability to the business and affairs of the
Company and shall use your best endeavors to promote the Company's interests.

If the above terms and conditions are acceptable to you please put your signature below and return one copy of this letter to us which
will be officially treated as acceptance of this Letter of Appointment.
We welcome you to GETCOBSL family and look forward to a fruitful collaboration.

Sincerely yours,
For Getco BSL

Jaxav N

Igbal Ahmed
Director & COO
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GETCO BUSINESS SOLUTIONS LTD.

26 Shyamoli, Bir Uttam AW. Chowdhury Road, Dhaka-1207

Tel +88 02 58151790, 58155487
Fax +88029120761
Email  :info@getco-bsl.com, Web: www.getco-bsl.com

TERMS & CONDITIONS

We are enclosing your letter of appointment in duplicate. Kindly sign the duplicate copy of your letter of appointment and return that to
us at the earliest along with documents mentioned below.

Your appointment will be effective on submission of the requisite documents.

On the date of joining, you would need to submit the photocopies of the following documents:

All educational / technical certificates beginning with tenth standard
Relieving and Experience Certificates from all the previous employer(s).
Passport size photographs (2 Nos.)

Photocopy of National ID OR Passport. (All Blank & Non-blank pages)
Soft copy of your latest C.V

A WON

Please do bring the original testimonials for verification.

1.

2.

You will be required to comply with all such rules and regulations as the Company will frame from time to time.

Any of our technical or other important information which might come into your possession during the continuance of your service
with us shall not be disclosed, divulged or made public by you even thereafter.

If at any time in our opinion, which is final in this matter you are found non- performer or guilty of fraud, dishonest, disobedience,
disorderly behavior, negligence, indiscipline, absence from duty without permission or any other conduct considered by us
deterrent to our interest or of violation of one or more terms of this letter, your services will be terminated without notice and on
account of reason of any of the acts or omission the company shall be entitled to recover the damages from you

You will not accept any present, commission or any sort of gratification in cash or kind from any person, party or firm or Company
having dealing with the company and if you are offered any, you should immediately report the same to the Management.

This appointment letter is being issued to you on the basis of the information and particulars furnished by you in your application
(including bio-data), at the time of your interview and subsequent discussions. If it transpires that you have made a false
statement (or have not disclosed a material fact) resulting in your being offered this appointment, the Management will take such
action as it deems fit in its sole discretion, including termination of your employment.

You will be responsible for safekeeping and return in good condition and order of all Company property, which will be in your use,
custody or charge.

Nadia Afroz
Date :
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