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[bookmark: _Toc29065043]Abstract/Executive Summary

I got the opportunity to work with DATCO agency as I am a student of United International University to complete the Bachelor degree program. My supervisor “Shakila Aziz” madam assigned me to work on the total Business process, SWORT Analysis, Customer Satisfaction and Industry analysis of “DATCO”. This report is made on the standard format which is created by United International University.
Manpower market totally refers to professional service industry. This industry is mostly powerful, because it increases the inflow of remittance in Bangladesh. This remittance inflow is affecting the economy. The two regulatory authorities (BMET & Ministry of EW&OE) are keeping big hand on regulating this industry.
DATCO holds the prestigious position in manpower agency services. Firstly the agency creates strong alliance with the Employer Company and secondly recruits employee from parent country and finally does the joint venture agreement with clients. All the expenditure happens in the manpower exporting, DATCO collects the cost and profit from the local employee’s. By providing service professionally DATCO creates exquisite customer satisfaction.
I’ve joined in DATCO as an administrative & I worked on client communication. I learned to analyze the four core documents of manpower process and arranged diverse meeting with Employer Company delicate. I’ve experienced the real corporate environment in DATCO.  


 




[bookmark: _Toc29065044]Table of contents for Internship
Table of Contents
Letter of Transmittal	i
Certification of similarity Index	ii
Declaration	iii
Acknowledgement	iv
Abstract/Executive Summary	v
Table of contents for Internship	vi
List of Figures	viii
List of Tables	viii
List of Abbreviation	viii
CHAPTER 1: INTRODUCTION	1
1.1 Background of the Report:	2
1.2 Objectives of the Report:	2
1.3 Methodology of the Report:	2
1.4 Scope and Limitations of the Report:	3
CHAPTER 2: COMPANY AND INDUSTRY PREVIEW	4
2.1 Company Analysis:	5
2.1.1 Overview and history:	5
2.1.2 Mission, Vision, Objective of DATCO:	6
2.1.3 Trend and growth:	6
2.1.4 Customer mix:	6
2.1.5 Product/service mix:	8
2.1.6 SWOT analysis:	9
2.2 Industry analysis:	14
2.2.1 Specification of the industry:	14
2.2.2 Size, trend, and maturity of the industry:	14
2.2.3 Regulatory Authority:	15
2.2.4 External economic factors:	16
2.2.5Technological factors:	16
2.2.6 Barriers to entry:	17
2.2.7 Supplier Power:	17
2.2.8 Buyer Power:	18
2.2.9 Threat of Substitutes:	18
2.2.10 Industry rivalry:	18
Chapter 3: Business Process of DATCO	19
3.1 Operations:	20
3.2 Expenditure for Manpower:	24
3.3 Money collection & profit making:	25
3.4 Customer Satisfaction:	26
CHAPTER 4: INTERNSHIP EXPERIECNE	28
4.1 Position, duties, and responsibilities:	29
4.2 Training:	29
4.3 Contribution to departmental functions:	31
4.4 Skills applied:	31
4.5 New skills developed:	32
4.6 Application of academic knowledge:	32
CHAPTER 5: CONCLUSIONS AND KEY FACTS	33
5.1 Recommendations for improving departmental operations:	34
5.2 Key understanding:	35
5.3 Conclusion:	36
Reference	37






[bookmark: _Toc29065045]List of Figures

· Figure 1 : Customer Mix 					
· Figure 2 : Service Mix						
· Figure 3 : Selection process of Employee
· Figure 4 : Pie Chart of Customer Satisfaction 			

[bookmark: _Toc29065046]List of Tables

· Table:1	= Flow of Emigration& Remittance
· Table:2	= Regulatory Authority
· Table 3	= 7C’S OF Business Communication

[bookmark: _Toc29065047]List of Abbreviation

1. DATCO		=	Defense Advancement and  trading company Limited

2. BMET			= 	Bureau of Manpower, Employment & Training

3. Ministry of EW&OE	=	Ministry of Expatriates’ Welfare and Overseas     
Employment	
4. BAIRA		=	Bangladesh Association of International Recruiting 
Agency

5. ILO			=	International Labor Organization


6. GAMCA		=	GULF approved Medical Centers Association

7. DGM			=	Deputy General Manager

8. DHL			=	Dalsey Hillblon Lynn


ii







[bookmark: _Toc29065048]CHAPTER 1: INTRODUCTION





[bookmark: _Toc29065049]1.1 Background of the Report:

This report is prepared to enrich the knowledge on “Business Process of DATCO”. It is required to complete the BBA program.
The report is accomplished by the supervision of “Shakila Aziz”, CFA, and Assistant Professor of School of Business & Economics of United International University.
[bookmark: _Toc29065050]1.2 Objectives of the Report:

The main objective of the study is to learn how to prepare a report and how to evaluate a company. My respectable professor assigns me this report so that I can improve my performance, effectiveness, and competence in the labor market and can illuminate the goodwill of the university and the teacher.
Others objectives of preparing this report are:
· Complete the academic requirements
· Learn about the economy and industrial scenario of Manpower Industry in Bangladesh.
· Know in details of DATCO Group.
· Know the Business process and Customer Satisfaction
· Analysis the strength, weakness, opportunity, and threat of DATCO.

[bookmark: _Toc29065051]1.3 Methodology of the Report:

Primary Sources:

· Direct Interview with Assistant manager& DGM
· Actual Office Documents
· Suggestion from other colleagues
· Brochure of DATCO work process


Secondary Sources:

· Website

· Online Articles

· Online page of BMET ,BAIRA&DATCO

[bookmark: _Toc29065052]1.4 Scope and Limitations of the Report:

I faced a huge limitation when making my business report. Firstly, DATCO doesn’t has any financial evidence how they make profit. The office documents are not good enough of source for to collect data. The brochure I collected from assistant manager was not enough to make proper business process & didn’t making any sense the work process of DATCO.
Secondly, the business system of DATCO is not up to date. So all the systems are ancient and sometimes don’t make any sense. DATCO has an organogram for business process but the business system is fully centralized by its Chairman. As a result, some answers of questions cannot be defined.
The online page of DATCO is very poor. There is not enough information to get the basic identity.
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[bookmark: _Toc29065054]2.1 Company Analysis:

[bookmark: _Toc29065055]2.1.1 Overview and history:

DATCO is the victorious brand of belief, dexterity & Prestige around the world & better fate for all. It is the widely famous and the mostly ancient manpower recruiting company in the history of Bangladesh.
DATCO was founded by its chairman Dr. Moosa Bin Shamsher in 1974. Since 1976 “DATCO” has been working with so many companies Directly in Saudi Arabia & the Gulf Cuntries as well as through its associates M/s. Al-Muayed manpower Recruiting Bureau and Kannah Manpower Recruiting Agency in Saudi Arabia which has a very big network of manpower business in the Gulf region. Meanwhile, most of the foreign companies have been winded-up.
From BAIRA (Bangladesh Association of International Recruiting Agencies) 1100+ recruiting agents DATCO is the one of mostly well-known agency in recent times.
Recruitment License No: RL-D-122

Location:
Haq’s Plaza
26 kamal Ataturk Avenue,Banani
Dhaka 1213, Bangladesh.
[image: ]
Founder:
                Prince Dr. Moosa Bin Shamsher
                           Founder Chairman
                                1974-2019                                                                                       

[bookmark: _Toc29065056]2.1.2 Mission, Vision, Objective of DATCO:

Mission Statement:
Mission is to become the first in earning foreign remittance in the history of Bangladesh and Hold the moral standard in the business operation.
Vision Statement:
Vision is to become the first agency in the coming decades for reducing unemployment from Bangladesh.
Objective:
To operate business operation primarily based on market mechanism inside the legal and social framework with aims to gain the mission reflected by means of the vision.

[bookmark: _Toc29065057]2.1.3 Trend and growth:

DATCO passed away many decades in this manpower recruiting service industry. Since 1976 migration of employee’s started from Bangladesh. DATCO started its journey from the beginning because the chairman of DATCO is called the father of manpower. As the trend of manpower is growing and Govt. is also implementing different rules and issues, DATCO is also matching with recent trend of manpower recruiting. 

[bookmark: _Toc29065058]2.1.4 Customer mix:

DATCO generally holds two Categories of customers for manpower procedure. Both of the two categories of customers are essential part of manpower business.


But in recent times many foreign supplier companies also becoming as third category customers. The three categories are-
· Employer Company
· Foreign Employee Supplier
· Employee/Worker/Passenger

Employer Company:
Employer Companies are the First and foremost customers for DATCO. This is the first task of DATCO to attract foreign clients. Because, after making a good communication and joint venture business, DATCO move for further process of manpower recruiting. If DATCO becomes able to make a Internship with foreign clients, then the business can run.
Foreign Employee Supplier:
In recent, many foreign employee supplier companies precisely contract with DATCO to supply different Employer companies. Here the supplier company works as the middle or third party for the final process of manpower. 
Employee/Worker/Passenger:
Workers are the second categories customer. But DATCO mainly makes profit from this category customers’. Owing to, these employees are home country customers for to make profit easily.





Figure: 1 Customer mix



[bookmark: _Toc29065059]2.1.5 Product/service mix:

DATCO is absolutely service based company & only provides service. DATCO offers diverse services for to attract all level of customers. For to create attention and for uniqueness they offer these services.
In case of Employer Company/ Employee Supplier Company-
· Offers half of leave-taking cost of each employee.
· Take the accountability of faulty passengers/employees.

In case of passenger/Employee-
· One month training for unskilled/semiskilled workers.
· Employer country’s language learning session.
· Offers to send remittance to their beloved.
· Overture insurance facility after departure.


Figure 2: Service mix





[bookmark: _Toc29065060]2.1.6 SWOT analysis:

Globally DATCO is the mostly well-known agency for manpower supply. SWORT analysis is the only way to focus on basic growth. It determines Strength, Weakness, Opportunity and Threats. Strength & Weakness are the internal strategic sectors. Opportunity & Threat are the external strategic sectors. SWORT analysis is the mostly used approach for DATCO to make sure internal & external basic growth.



Strength:
All powerful stability makes DATCO different in manpower industry. Strength is the internal strategic inflation which representing current economic situation of DATCO. The major impacts are-
1. Market is strong & broad:
DATCO is widely connected with Malaysia and Saudi Arabia. Because the main market for manpower supply are Malaysia & Saudi Arabia. DATCO is connected with all highly reputed companies within these countries. Meanwhile other countries are also keeping a big impact with DATCO.
2. Huge investment is not required:
This is the only business where huge amount of investment is not required. Cause after collection of money from the passenger DATCO takes followings steps for manpower supply. The process shortly called money collection and expenditure for further business. So financial requirements and capital collection is not a major issue for DATCO.
3. Brand Value:
The chairman of DATCO (Dr. Moosa Bin Shamsher) created the manpower market for Bangladesh. He is reputedly known as the father of manpower supply. So the reputation of DATCO in manpower market than other agencies of BAIRA (Bangladesh Association of International Recruitment Agencies). The company is well known for its brand value and creating broad market in abroad and Middle East countries.
4. Increasing Remittance Inflow:
This is one of the sources of earning remittance in Bangladesh. All these employees are earning remittance by working abroad. This is affecting our economy in a great way. 30% of countrywide savings depends on the remittances sent by the migrant workers. In 2016 the remittance was.
Weakness:
This is the second internal strategic inflation which representing DATCO. Some major issues are affecting economic strictness of DATCO rather than other companies.

1. Risk of Syndicate:
This is the most complication for DATCO to take on any internship rather than other reputed agencies. Recently for different political issues it becomes rough and tough to make a position in all type of Syndicate. Because Govt. fixes number of agencies indifferent country internships.

2. Faulty Passengers:
Few numbers of passengers or employees don’t comply with the full procedure of payment. After completing some procedure of manpower they just refuse to pay the rest of fee in the meantime of migration. After the departure when employees reach to destination countries, some of the passengers refuse to work and they want to come back to country. For these types of faulty passengers DATCO has to take all the responsibility and bear all the cost to bring back them.

3. Dependence on one branch:
There is no other branch or office of DATCO in whole country. It is the major issue of drawbacks in the sector to gather a huge number of workers. So, DATCO has to collect Workers by agent. All these type of agent works for commission and they also collect money from the workers. DATCO has to depend on these types of agents for the collection of huge amount of employees.



Opportunity:
This is the first and foremost external strategic factors for DATCO to enrich its personal goal. By taking attempts to catch these types of opportunities DATCO can make a big influence in the manpower market. If, DATCO can make the commemoration of these opportunities, it will be the big deal in severe cases-

1. Strong enough to fulfill commitments to Clients:
All the employer companies or the employee supplier companies have distant fundamental requirements. Because of reputation and strong experience from the last decades works DATCO has the ability to bring out all the claims. This is the one of major opportunities for DATCO

2. Raising customer persistently:
DATCO becomes able to create the faith in the market of manpower. The faith and fame they created in the venerable customers. It is working day by day by its venerable customers and all these customers are influencing other customers to migrate through DATCO. Not only Bangladeshi customers but also all reputed foreign clients are spreading name and fame of DATCO.

3. Catching all categories of Agents:
As we know that DATCO’s business successfulness totally depends on agents. In this case, because of their ancient scope DATCO is making a big communication with old agents to bring out other new agents. IF DATCO become able to catch all these type of customers, it will be the most powerful opportunity.

4. Expand the market from big to mass:
Since its well-known reputation in the manpower, DATCO created a big market. If DATCO wants to reach the reputation in the level of monopoly, DATCO has to make the market from big to mass or rapid market. In the recent age catching the market rapidly is the main theme of business.

Threats:
DATCO’s business pursuance can be curtails by a wide range of external strategies. DATCO must strategically protect all the threat issues by the SWORT analysis. DATCO face different threats because of other agencies strength. Since, DATCO is a service based organization, so it is quit tough to make difference and reduce threat than other competitors.
1. Not having training center for workers:
This is the first and foremost major problem of DATCO not having any training centers for all categories of worker. Where other reputed agencies having training centers with expert trainers. Most of the reputed agencies already created training session with experienced trainers.

2. Political issues
There are diverse political issues for which group of agencies create syndicate for to catch out different country internship from BMET or Ministry of Expatriate’s Welfare and Overseas Employment. This is the big issue of default for DATCO. Because of political stability some agencies making their position fix in the syndicate. Govt. is also trying best not accepting syndicate.


3. Booming idolization of Competitors:
In this competitive market day by day other agencies are booming with large facilities. Sometimes it is too much difficult for ancient agencies to cope up with new licensed agencies. Agents who get extra facilities from other companies make supplying connection with newly born agencies. This is the major issue of losing faith from agents because of booming competitors.


[bookmark: _Toc29065061]2.2 Industry analysis:


[bookmark: _Toc29065062]2.2.1 Specification of the industry:

Manpower business is the prominent in the industrial view. Because manpower exports totally depend on service. It is actually referring “Tertiary Industry” or clearly “Professional Service Industry”. This service industry is also known as “spin-Off” industry. Tertiary industry mostly focuses on providing services rather than products.  
In manpower processing service is the first and foremost requirement. So, clearly Manpower refers to the Professional service for all sectors of overseas employment. Because of by supplying manpower Bangladesh is earning remittance.

[bookmark: _Toc29065063]2.2.2 Size, trend, and maturity of the industry:

Primary and secondary both industries are dependent on service industry. So this service industry is widely known. As manpower export has been increasing since 1976.  So, the industry is also growing because of its remittance inflow in Bangladesh.
Here the industry has been creating most attractive position in the economy. It is clear trend of earning remittance and migration of employee is increasing tremendously.
In this hike remittances sent by all the migrated labor have revel a nagging role. In the achievement of reducing impecuniosity from the whole country the shake of overseas employment and coexistent remittance granted significantly.
In the table we are going to see the last 7 years growth on emigration and remittance inflow from 2013-2019. The Data is collected from BMET 

	Year
	Total No. of Overseas employment
	Total No of Remittance

	2013
	409253
	$13,832.13

	2014
	425,684
	$14,942.57

	2015
	555,881
	$15,270.99

	2016
	757,731
	$13,609.77

	2017
	1,008,525
	$13,526.84

	2018
	734,181
	$15,544.68

	2019
	604,060
	$16,667.79



Table-1: Flow of Emigration and Remittances
Source: BMET Data


[bookmark: _Toc29065064]2.2.3 Regulatory Authority:

This manpower service industry is regulated by Govt. authority. All the rules and regulations are derived by this authority. Several Regulatory authority that mainly control and regulate the manpower service industry of Bangladesh are:



	Number
	Authority

	1
	Bureau of Manpower, Employment & Training

	2
	Ministry of Expatriates’ Welfare and  Overseas     Employment	

	3
	Bangladesh Association of International Recruiting Agency



Table-2 Regulatory authority

[bookmark: _Toc29065065]2.2.4 External economic factors:

Service industry is entirely dependent on some major external economic factors. These economic sides are in the meantime connected in whole economy of Bangladesh. The external economic factors are:
· Remittance Inflow to the country
· Inflation & Deflation Of Currency
· Exchange rate
· Recessions

[bookmark: _Toc29065066]2.2.5Technological factors:

The technological revolution is the integral part of Service Industry. Cause day by day technology has been getting more advanced. Technological improvements reduce the need of physical labor or employee. Otherwise the service industry is also becoming more powerful in case of technology revolution. All the related factors are-
· Easy to become skilled worker
· Quick service
· Most use of technology rather than employee
· Work output is more specific

[bookmark: _Toc29065067]2.2.6 Barriers to entry:

Here the services are provided for foreign countries directly. So, by enter into this “Professional Service Industry” is too much tough for a service agency. Every industry is basically affected by political and Governmental issues.
· License Issue
· Changes in political sectors
· Govt. rules & regulations
· BMET entry restriction
· ILO (International Labor Organization) Issues


[bookmark: _Toc29065068]2.2.7 Supplier Power:

In manpower service industry local supplier are mostly powerful. They are mostly called agent, who supply employees from different areas of all over the country. If these agents refuse to supply required employees, then the service industry becomes immovable. 
Remarkably these suppliers are playing a vital role to move the industry. The mostly affected facts are-
· Initiate fabricate of employees
· Create barriers for remittance inflow
· Making fake economic crisis




[bookmark: _Toc29065069]2.2.8 Buyer Power:

Buyers are the most prevalent part. Here all the buyers are foreign based. So the service is handover to them is upholding with other countries services. Some basic sectors they
· Analyze with substitute
· Switch to another service
· Loyal customer
· Change the external economic  sectors
· Force for quality service

[bookmark: _Toc29065070]2.2.9 Threat of Substitutes:

From four types industry category, there is no other industry can become the threat of substitute for service industry.

[bookmark: _Toc29065071]2.2.10 Industry rivalry:

It is assumed that all industries comparison like war. It is not admired for physical war but for competition war for to make the industry more powerful. Other Primary & Secondary industries are obsolete without the tertiary or service industry. In comparison if service industry becomes obsolete and then other two industries cannot become able to compete in rivalry. Sometimes secondary industry compose threat for service industry by conceive technological revolution. 










[bookmark: _Toc29065072]Chapter 3: Business Process of DATCO


[bookmark: _Toc29065073]3.1 Operations:

DATCO pursue all business process according to BMET & Ministry of (EW&OE) Expatriates’ Welfare & Overseas Employment. The strong operation proofs the quality work of DATCO. Here we can see the procedure-
· Proposal:
DATCO works as the 1st party as recruiting agency. The 2nd party or Employer Company directly sends proposal to DATCO. Sometimes some manpower supplier companies or 3rd party (Delicate) send proposal to DATCO for recruiting purpose. In most cases all previous well known employers companies i.e. (Golf countries, Saudi Arabia etc.) directly send proposal to DATCO via Email.

· Acceptance of Proposal:
In this sector, DATCO finish the procedure of findings all necessary information about the proposal. If the work proposal is valid, DATCO accept the proposal and send 2nd party request for legal documentation i.e.

a) Power of Attorney
b) Demand Letter
c) Visa Advice
d) Labor Contract/ Employment Agreement
All of these papers are the integral part for the acceptance of proposal.

· Legal Documentation & Attestation:
Legal documentation is the fundamental part for recruitment process. For legal documentation 2nd party or employer’s company goes to “Bangladesh Embassy” in their own country for the attestation of Demand Letter and Power of Attorney.
Then Bangladesh Embassy investigates about the employer company, work process and the legality of their work. Finally after the statutory proof of Employer Company, Bangladesh Embassy provides the permission or attestation.
After attestation the employer company sends all documents to DATCO. Firstly they send all documents by email. Finally they send the attested hard copy of Demand letter, Power of Attorney and Employment Agreement by “DHL Express”.
If the number of employees is under 100, then DATCO send all the documents to (BMET) Bureau of manpower Employment and Training. If the number exceeds 100, then DATCO sends all documents to the “Ministry of Expatriates welfare and Overseas Employment” for the final attestation.

· Advertising:
It is then mass responsibility to assemble proper and consummate candidates for the recruitment process. After the final process of legal documentation and the receipt of duly attested demand letter, power attorney by the BANGLADESH Embassy In the country concern.
According to the demand letter we advertise through newspapers to concern all Bangladeshi candidates. We try to attract a huge amount of candidates for selection.

· Selection:
In selection process DATCO follow some selective procedure for the collection of consummate candidates. Here we can see the effective process-




Figure: 3 Selection process of Employee
· 


A. Pre-Selection Test:
We have our pre-selection Firstly we try to find out the basic working skills and educational qualifications as required in the demand letter of Employer Company. This is the basic procedure of arranging the specific date and place with educational papers for primary selection process.


B. Police clearance:
It is the Obligatory factor for a selected candidate to collect his/her police clearance certificate.
The employee collects police clearance from his local police.

C. Medical Test:
Candidates who’s passed previous test go to hospital for medical test approved by (Ministry of EW&OE). Candidates give their full body check-up for medical test. Sometimes Employer Companies require certificate from “GAMCA” members. In general Middle-East countries require for the certification of GAMCA.

D. Trade testing:
A trade taste is given to each craftsman to assess their skills in respective trades. The test includes both theoretical and practical knowledge of trades such as load handling, Identification and manipulation of tools belonging to the specific trades, detailed knowledge of trade workmanship. Trade testing is undertaken in technical centers which are approved and recognized by the government. 

E. Safety and Security Tests:
Evaluation of candidates will be held to check their understanding of basic safety regulation as following:
i. Protective clothing.
ii. General danger hazards(Fire danger)
iii. Basic rules & procedures to follow in case of major accidents.
iv. Specific trade danger

F. Final Selection:
The candidates having successfully passed in the tests up to this point are further screened for the final selection. When required, they are presented to the authorized officer of the client organization for the final approval. When the recruiting officer accepts a candidate, the final processing for the departure is completed.

G. Orientation class:
An orientation course is organized for the recruits seven days before they are dispatched. In this course, the recruits are briefed through video cassettes about climatic social and working environments etc. of the countries where they will be employed. The objective is to enlighten them about their place of work and environment before their actual departure so that they can adjust to the new place quickly. The recruits are also given a short course on the language used by the employer company.

[bookmark: _Toc29065074]3.2 Expenditure for Manpower:

All the workers whom DATCO finally sends to abroad are the main customers of DATCO. As a recruiting agency DATCO collect money/ fare or Manpower Bureau official cost from them for different aspire. 
The prime sectors of official cost:
· Manpower attestation fee for BMET:
This is the first and compulsory cost by Govt. rules. BMET collects 1200tk for technical and 800tk for nontechnical worker per head.
This is the first and foremost cost or tax for the departure of a passenger. Other regular process can be extends further completing the term.

· Manpower Fingering cost:
Secondly, the terms fingering comes as the second requisite which has to pay by DATCO. Here each fingering cost is 200tk per passenger. 

· BAIRA membership fund cost:
BAIRA (Bangladesh Association of International Recruiting Agencies) yields 100tk per passenger/employee fee as it is the association of national level supported by government.
· Annual renewal fee of BAIRA:
The annual fixed fee for the membership is 6000tk.

· Annual fee for Manpower license of BMET (Bureau of Manpower Employment & Training):
Yearly fee is 33,334tk. But BMET converge fee after 3 years & the total amount of money stands for= 1, 00,000tk + 15,000tk Vat

· Other Official Cost:
Here are some other official cost which are unrecognized are payable by DATCO.

· Air fare cost:
The air fare cost is the variable cost. The cost totally depends on different countries/states/regions. For assumption we can depict 50,000tk

· Distant Variable costs:
There are some other cost which are variable like Transportation for departure, Official cost and many more things.

[bookmark: _Toc29065075]3.3 Money collection & profit making: 
DATCO collects all the money for manpower from finally selected employees. All the workers are the only source of collecting money and making profit for DATCO. 
Example;
For Saudi Arabia, DATCO collects 2, 80,000tk from passengers
Expenditure Approximately;
                        Manpower cost 10000tk) + Air fare (50000tk) = 60,000tk
DATCO makes profit per employees = (280000tk-60000tk) = 220,000tk

[bookmark: _Toc28329846][bookmark: _Toc29065076]3.4 Customer Satisfaction:

If any business is getting outspread and making the brand value on the topper level, then it is clear that customer satisfaction is high in that business. DATCO one of the leading company with a great satisfaction. Though, DATCO is providing services to satisfy two categories of customers. But the satisfaction level is too much high for both customers. 

All the foreign clients are well known and mostly communicated with the agency. Because its business reputation in manpower with strong abilities. Usually for to catch or captivate foreign clients and manpower project, most of the agencies offer money or numerous facilities. In this case DATCO has no needs to provide any alluring offer to catch foreign clients. In most cases Middle-East countries most reputed employer companies trust DATCO by close their eyes. Cause in most cases the amount of labor they collected are still now providing fruitful work. Some workers who are sent through DATCO are working for more than 23 years. Here both Employer Companies & Employees are working together more than 23 years.  So the satisfaction level is higher than any other agencies. In most the cases, these employer companies wants to hire employees again through DATCO. Consistently these ancient clients directly send “Demand Letter” to DATCO via email to send workers when they feel the needs of employees. 

Here we can the satisfaction pie-chart of previous Client who worked with DATCO and the rest of reputed agencies.


Figure 4: Pie-Chart of Customer’s Satisfaction


Secondly, the profit earning customers from whom DATCO earns business profit is active workers. All these previously sent worker’s after finishing 3 years contract, come back to the home country & again convey with DATCO for further process of another country or company.

These general employees who are collected by agents from several rural are brings new employees for DATCO. So in most cases agent’s cost reduced by previous satisfied customers. These good experienced employees bring their own relatives to DATCO for manpower process. There is no doubt that they are happily agree to work with DATCO. 
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[bookmark: _Toc29065078]4.1 Position, duties, and responsibilities:

Position
I am working in “DATCO” as an “Administrative Officer” 

Duties and Responsibilities:
i. Communicate with foreign clients for manpower processing. 
ii. Maintain Administrative Works of the Company. 
iii. Receive/Delivery of all necessary documents referred by Ministry of Expatriates Welfare and Oversees Employment.
iv. Keep the record of country wise manpower delivery.
v. Prepare joint-venture agreement 
vi. Presentation for foreign clients for to represent our manpower process.
vii. Monitor the four basic documents of manpower process:
· Demand Letter
· Power of Attorney
· Employment Agreement
· Visa advice

[bookmark: _Toc29065079]4.2 Training:

DATCO arranged two types of training for me to play the administrative rule properly.
The two trainings are-


A. Training on foreign client communication:

DATCO arranged 3 days training for client communication. Basically all clients communicate in English via mail. In most cases DATCO arrange face to face meeting for the joint venture agreement. Administrative officer’s duty is to arrange the meeting with chairman and foreign clients according to the process of training.
The main topics of the training are:

· Analyze Proposal Letter of foreign clients
· Point out important topics for manpower
· Offer clients for face to face meeting
· Fix the date and venue
· Ask for legal documents via DHL
· Time to time report information to clients via email
· Find out employees basic right & proper salary according to ILO


B. Training on documents monitoring:

DATCO formed 2 months weekly training for me with DGM (Deputy General Manager) for to analyze most important official documents for manpower. The four crucial documents are called soul of manpower process. These four documents are

· Follow the requirements of “Demand Letter”
· Verify “Power of Attorney”
· Verify “Employment Agreement’
· Visa advice

[bookmark: _Toc29065080]4.3 Contribution to departmental functions:

As I am working as an Administrative Officer, so I am entirely handling the “Foreign client Communication & Deal Making” sectors. This is the first and the most crucial part of manpower process.
In the initial stage after getting proposal from the employer company, I make the primary communication and fix the meeting for deal and final agreement between the clients and chairman of DATCO.
In the secondary stage I require and process necessary documents. I generally ask to the employer company to send their “Demand Letter” with all necessary information about employees. After that i analyze the demand letter and the chairman finally fixes the agreement. After these parts I ask to the employer company for the attestation of “Power of Attorney, Employment Agreement & Visa Advice”.

[bookmark: _Toc29065081]4.4 Skills applied:

I have applied numerous skills to handle all the responsibility given to me. Though the Manpower processing was a new term for me, but I proved my best by applying my skills in this sector. These skills are-
· Interpersonal communication with clients
· Language proficiency in English 
· Quick analyzing the project details




[bookmark: _Toc29065082]4.5 New skills developed:

I have developed some extensive skills because of work purpose. DATCO helped me a lot to grow new skills and to prove best than before. These skills are-
· Analyzing manpower processing documents.
· Making the proper decision with clients.
· Preparing Joint-Venture Agreement.
· Arranging face to face meeting between clients &the chairman of DATCO.

[bookmark: _Toc29065083]4.6 Application of academic knowledge:

The academic knowledge is the core part of any type learning and skills. Basically academic knowledge helps to achieve other skills and makes the base of business understanding. I have applied here-
· 7 C’S of Business communication
· 
Table-3- 7 C’S of Business communication:
	7 C’s
	Relevance

	Clearness
	Makes Comprehension easier

	Courtesy
	Improves Relationship

	Credibility
	Builds Trust

	Consistency
	Introduces Stability

	Conciseness
	Saves time

	Concreteness
	Reinforces Confidence

	Correctness
	Builds Confidence
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[bookmark: _Toc29065085]5.1 Recommendations for improving departmental operations:

Here I am dealing the client communication sector and making the final agreement and also processing all necessary documents of manpower supply .I feel numerous lacking in communication sector ,cause the authority of DATCO is fully dependent on Online proposal. In most cases DATCO sustain relationship with old customers. DATCO is not up to date like other agencies in manpower recruiting.
I think DATCO should be much more concise in this sector. Cause this is the first stage of manpower recruiting. DATCO has the opportunity to catch the market because this is the most ancient agency in manpower service industry.
Some basic things DATCO should follow-
a. Build a powerful relation with manpower delegator.
b. Change the mentality to prefer old clients in most cases.
c. Not only depending on online or old clients proposal but also DATCO has to be more sensible to keep eye on BAIRA and GOVT issues.
d. Most of the clients are from Saudi Arabia & UAE, so DATCO should follow more Specific culture consciousness among all employees they are processing for send.
e. DATCO’s main motive is to work on huge number of manpower processing rather than small requirements. This is the drawbacks of go ahead with recent business trends.
f. For foreign client communication DATCO should arrange different language training session. So that the clients can feel comfort and closer in the time of making the agreement.
g. Sometimes client company delegate hire interpreter because they don’t understand the international language. DATCO should help them by arranging interpreter for business advancement.

h. DATCO should make a vigorous training center with expert trainees for to skillful employees.
i. DATCO should not only depend on agent for the supply of labor or employee. Cause it’s become costly or sometimes these agents cheat employees & make bad impression for DATCO
j. In every district DATCO should keep a recruiting branch for to collect employees.


[bookmark: _Toc29065086]5.2 Key understanding:

Manpower totally depends on service industry. This industry is not new in the industrial world. This is the most popular sector for remittance earning in Bangladesh. Agency generally makes the basic profit from the employees who are interested to go and work in abroad. So if any manpower agency can regulate the proper communication with foreign clients, it is the most obvious sector for earning money and making profit.
For to survive in the competition DATCO should be much more advancement in the communication with clients. 









[bookmark: _Toc29065087]5.3 Conclusion:

Thoroughly, I can say the nine month work was a useful involvement as an administrative. The time I spent with DATCO and the experience I gathered was really phenomenal. I gained not only practical skills but also got opportunity to meet some good personality. In the purpose of dealing foreign clients, I also met some fantastic foreigner personality.
As it was the first experience of mine to work with an agency, so practically I gathered the knowledge of agency and the work process of agency. My academic knowledge turned into professional after the involvement with DATCO. After joining as an administrative the chairman of DATCO appreciated me to throw presentation each time about our company and manpower work process to our foreign clients. It was really a marvelous experience and I got the real situation of corporate presentation.
DATCO is recruiting employee from parent country and supplying manpower to the foreign county and earning remittance. After all DATCO is keeping hand on the economic development of Bangladesh.
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