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Abstract
This report is established on internship project. The actual purpose of this report is human resource tasks of the Sonali Bank ltd. Sonali bank is one of the popular state owned leading profit oriented banks in Bangladesh. I had good happenings to work with them. They are introduced a leading banking system. Recently they are modernizing their mission, goal, vision and worth. This report is explained human resource tasks of Sonali Bank Limited. It is classified in 7 (seven) sectors .First part is about just, range, mission, approach, methodology and constraints, the next part described about  company profile of SBL, third sector is explored about abstract practices of HRM, the forth part is explained about the human resource applications in Sonali bank ltd, the fifth part is about the involvements and expertise that I have gained through the entire internship project, second last episode is been described about the uncovering and analysis and the seventh part is consisting of recommendation and conclusion.
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INTRODUCTION



















[bookmark: _Toc11971856][bookmark: _Toc13993884]      1.1 Background of the Report

Internship is an indispensable finishing part of BBA program. This helps acquiring the practical working knowledge of us and assist us gather experiences. It assures fresh graduates to attain little experiences and that helps in the permanent job. This is an efficacious element to apply the academic knowledge in a real working scenario. I feel myself lucky would be graduate to work at Sonali bank ltd, in their mirpur branch. This internship gave me the opportunity of working for clearing purposes and in opening accounts as well as account closing. They also let me collect much information about their HR department. My organizational supervisor Ms. Rebeka helped me a lot in these works. She gave me information about recruitment and compensation processes of their bank. I have learned many things like clearing workings of cheque, organizing things accordingly, scheduling meetings and running those by coordinating other needed things.

[bookmark: _Toc11971857][bookmark: _Toc13993885]      1.2 Origin of Report

Here is the overview of my internship in Sonali bank ltd, on my work experience there. The origins of the report are given in the following:
1. To understand the HR planning of sonali bank limited.
2. To know more about compensation and change management if sonali bank limited.
3. To congregate knowledge about recruitment process, training and selection of this bank.
4. To congregate some problem is solving and decision making skills by doing some practical works and handling some real situations inside of the bank.



[bookmark: _Toc11971858][bookmark: _Toc13993886]1.3 Methodology of the report

The methodology of the report is given in following:-
Design of Research :
This is illustrative types of investigation which concisely discuss the recruitment and selection method of SBL. It has been administrated by collection primary and secondary both data.
Population: The population of this study was the employees whoever work in SBL.
Trial Size: The trial size was 10 employees which include only executive employees.
trialing Method: The non-probability suitable trialing method was used for the group of information and to recognize the candidates.
Data types:
Basically two types data are used. They are:
· Primary Data
· Secondary Data.
Primary Source:
· Questionnaire survey
Secondary Source:
· Annual report of SBL (Year 2016-2017)
· Web base support from the Internet.(https://www.sonalibank.com.bd/)
Data Analysis:
Both the qualitative and quantitative analysis (Questionnaire analysis) has been followed in the research. Quantitative question were scaled with well-known Liker scale. To analyze the gathered data different types of computer software used such as Microsoft word, Microsoft Excel.
[bookmark: _Toc11971859][bookmark: _Toc13993887]1.4 Scope and Rationale of the Report

The activities of HR are very crucial and important for an organization. The necessity of human resource is continuously rising because the business world is now very competitive. Human resource is slowly recognized as an essential asset. To maintain the same rate of progress with the zestful business world companies should focus of their human resource and discover newer aspects for possible upgrade of employees. SBL is a famous profit oriented bank in Bangladesh. To maintain the same rate of progress with the new features of business world the bank attempt to gain its goal with a progressive workforce. HRM assists to develop a peerless and progressive workforce if executed in an proficient way. This study is arranged to give us an outline of HRM of a first group bank that aims to bring about a significant change in its personnel.

[bookmark: _Toc11971860][bookmark: _Toc13993888]1.5 Significance of the scrutiny
Banking plays a vital role in the financial life of a business, and the importance of banks can be seen from the fact that they have a greater impact in modern economy. Although no wealth is created by Bank, but their vital activities simplify the process of production, exchange and distribution of wealth. In this way they become the persuasive partners in the process of economic development and growth. 

[bookmark: _Toc11971861][bookmark: _Toc13993889]1.6 Limitations of the Scrutiny

The limitations of this report are given below:
· Limitation of up to date information is not circulated.
· Not circulated data have not considered for the study.
· The employees were very busy so it created barrier for data collections.
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[bookmark: _Toc11971862][bookmark: _Toc13993890]2.1 Overview of Sonali Bank Limited:

Sonali Bank Limited is the biggest famous State-owned profit oriented bank in Bangladesh. It was founded in surveillance of Bangladesh Banks (Nationalization) Order-1972, President’s command No.26, 1972 consisting of National Bank of Pakistan, Bank of Bahawalpur Bank and Premier Bank. Sonali Bank Limited was listed as a Public Limited Company in Companies Act, 1994 on June 03, 2007 with the Joint Stock Companies and Firms for managerial efficiency and developing bank’s service. Bangladesh Bank appeared Banking License on June 5, 2007 under the Bank Company Act. 1991. Sonali Bank Limited claimed the business of Sonali Bank on November 15. 2007 with all its properties, liabilities, strengths, rights, potential, competence, borrowing and commitments as a growing agitate under a Vendors Agreement manifested between the Government of the People’s Republic of Bangladesh and the Sonali Bank Limited. 

[bookmark: _Toc11971863][bookmark: _Toc13993891]2.2 Mission of SBL:

The mission of the bank is to actively participate in the social- economic development of the nation by operating a commercially sound banking organization, providing credit to viable borrowers, efficiently, delivered and competitively priced, simultaneously protecting depositors funds and providing a satisfactory return on equity to the owners.

[bookmark: _Toc11971864][bookmark: _Toc13993892]2.3 Vision of SBL:
The target of this bank is to take the country in to a new level of excellence. To ended up the successful commercial bank in Bangladesh to back the socio-economic improvement of the nation and tend to be driving in South Asia.
[bookmark: _Toc11971865][bookmark: _Toc13993893]2.4 Slogan of SBL:

Your trusted partner in innovative banking.
[bookmark: _Toc11971866][bookmark: _Toc13993894]2.5 Islamic Banking Services:

Sonali Bank Ltd. also provides deposit products-
· Al-Waddeah Current Account.
· Mudaraba Savings Account.
· Mudaraba Special Notice Deposit Account and Mudaraba Term Deposit Account.
[bookmark: _Toc11971867][bookmark: _Toc13993895] 2.6 Corporate Profile:

		 Company name
	:
	Sonali Bank Limited

	Chairman name
	:
	Mr. Md. Ashraful Moqbul

	CEO & Managing Director 
	:
	Mr. Md. Obayed Ullah Al Masud

	Company Secretary
	:
	Mr. Md. Ataur Rahman

	Legal Status
	:
	Public Limited Company

	Genesis
	:
	Emerged as Nationalized Commercial Bank in 1972, following the Bangladesh Bank (Nationalization) Order No. 1972 (PO No.26 of 1972)

	Date of Intergradations
	:
	03 June, 2007

	Date of Vendor's Accord
	:
	15 November, 2007

	Registered Office
	:
	35-42, 44 Motijheel Commercial Area, Dhaka, Bangladesh

	Authorized Capital
	:
	Taka 6000.00 Crore

	

	Paid-up Capital
	:
	Taka 4130.00 Crore

	Number of Employee
	:
	18,167

	Number of Branches
	:
	1213

	Phone-PABX
	:
	9550426-31, 33, 34, 9552924

	FAX
	:
	88-02-9561410, 9552007

	SWIFT
	:
	BSONBDDH

	
	
	www.sonalibank.com.bd
Products and services
Core products are given below of this bank:
· Corporate Banking
· Project Finance
· SME Finance
· Remittance
· Lease Finance
· Consumer Credit 
· Trade Finance
· Loan Syndication
· Foreign Exchange Dealing
· International Trade
· NGO-Linkage Loan
· Consumer Creed 
· Investment
· Government Treasury Function
· Money Market Operation
· Rural and Micro credit
· Capital Market Operation
· Special Small Loan

Other Business/Services: 
· Government Treasury Bonds
· Locker Service
· A.T.M. Card 
· Utility Bills Collection
· Ancillary Services
· Merchant Banking

Islamic Banking Services: 
Deposit Products:
· Al-Wadeeah Current Account(AWCA)
· Mudaraba Savings Account(MSA)
· Mudaraba Special Notice Deposit 
· Account(MSNDA)
· Mudaraba Term Deposit Account (MTDA)
· Mudaraba Hajj Saving Account(MHSA)

Investment Products:

· Bai-Murabaha
· Bai-Muajjal
· Bai-Salam
· Shirkatul Melk(HPSM)
· Bai-Istisna
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[bookmark: _Toc11971868][bookmark: _Toc13993896]3.1 Definition of Human Resource Management:

Now a day the process hiring and developing employees become more important to the organization. Human Resource Management includes administering job analysis, planning personnel needs, recruiting the right people for the job ,orienting and training, managing wages and salaries, providing benefits and incentives, evaluating performance, resolving disputes and communicating with all levels. Examples of core qualities of HR management are comprehensive knowledge of the industry, leadership and effective negotiation skill.
According to R.W.Griffin, Human resource management is the set of organizational activities directed at attracting, developing and maintaining an effective workforce.”
According to Gary Dessler, Human resource management refers to the policies and practices one needs to carry out the people or human resource aspect of management position including recruiting, screening, training, rewarding and appraising.
According to Edward L.Gubnam, The basic mission of human resources will always be to acquire, develop and retain talent: align the workforce with the business and be an excellent contributor to the business. Those three challenges will never change.
As we can say that human resource management is the process of hiring, developing, motivating and maintenance of the people those are working in the organization.
[bookmark: _Toc11971869][bookmark: _Toc13993897]3.2 Functions of HRM:

An efficiently and accurately sweep HR division can support company with formation and the capability to fulfill changing business requirements through running company's most important plot to its work forces. There are various HR sectors, or areas, but HR peoples in each subject may execute several functions. These are –


In an organization without a devoted and committed HR department, it's not possible to attain the best level of adeptness and employee management through subcontracting HR outcomes. These roles are described here below:
· Recruitment & Selection: The number of positions HR department fill and the time it takes to fill those positions measure the success of recruiters and employment specialists. They publicizing source candidates, screen candidates, job postings, arrange preliminary interviews and responsible for making the final stipulation of employees.

· Administration: The management of administration has become a vital function for each successful organization and they play an important role to assure that businesses run smoothly.

· Training & Development: Employees necessary tools for their best performance, in which many cases, means providing new candidates comprehensive direction training to attain them adjust to a new organizational value must be provided by employers. Leadership training and professional development opportunity are provided by many HR departments. Leadership training is also provided for newly recruited and raised directors and executives. 

· Performance Management: Performance management is a process by which managers and employees work cooperatively to plan, monitor and review an employee's work objectives and overall contribution to the organization.

· Talent Management: Talent Management is a set of combined organizational HR processes designed to motivate and retain productive and, engaged employees. The goal of talent management is to build a high-performance, tenable organization that meets its strategic and operational goals and objectives.

· Succession Management: Succession management is the process of determining those jobs acknowledged  to be at the core of the organization too critical to be left vacant or filled by any but the best skillful  persons and then building a strategic plan to fill them with experienced and qualified employees.


· HR Planning: Human resource planning is a process that determining current and future human resources need for an organization to attain its goals. Human resources planning should provide as a connection between human resources management and the overall strategic plan of an organization.
[bookmark: _Toc11971870][bookmark: _Toc13993898]3.3 Recruitment:

Recruitment is the procedure of searching and recruiting the better qualified applicant for a post opening in a well-timed and cost effective manner. The recruitment procedure contains in analyzing the requirements of a job, screening and selecting applicants, hiring and integrating the new employee to the organization.
According to Edwin B.Flippo “Recruitment is defined as searching for and obtaining potential job candidates in sufficient numbers and quality so that organization can select the most appropriate people to fill its needs.

According to R.W Griffin “Recruitment is to find attract the best-qualified applicants to fill vacancies.

The purpose of recruitment is to locate sources of manpower to meet job requirements and specifications. Recruitment is a two way street. Both the recruiter and recruited have a right to choose each other.
We can say that recruitment is the process of attracting best candidates for the vacant job.
[bookmark: _Toc11971871][bookmark: _Toc13993899]3.4 Sources of Recruitment:

There are two source of recruitment those are
1. Internal Recruitment
2. External Recruitment.
Vacancies in upper level management can be filled either by hiring people from outside the organization or by promoting lower level managers. Both strategies have benefited disadvantages. We will acknowledge both internal and external recruitment sources in detail.


[bookmark: _Toc11971872][bookmark: _Toc13993900]3.4.1 Internal Recruitment Sources:

When organization recruit employee from inside the organization called internal recruitment.. Employees recently working in their own organization are departed to other department or other higher position. If the employees are doing outstanding and up to the standard they are provided opportunity to receive training. This is one of simplest ways of selected aspirants on the basis of their work performance.
Those are discusses below:
1. Promotion: Promotion refers to provide a higher post, power, status, companion and authority to the employees. So, the empty position can be filled by promoting a qualified aspirant from the same company.
2. Transfers: Transfer refers a variation in place of job without any change in the post, status, salary and authority of the employee. So the empty position will be fulfilled by transferring a qualified applicant from the same company.
3. Internal advertisement: Here the unoccupancy is publicized within the bank. The current workers are asked to apply for job. So employee is recruited within the company.
4. Retired Employees: Sometimes retried employees may be recalled for a little period. This is happened when the organization cannot find qualified employees.
5. Recall from long leave: The Company might remember a manager who has gone on distant level. This is happened when the company faces a problem which may only be corrected by the particular manager. His leave is extended, after solving the problem,

[bookmark: _Toc11971873][bookmark: _Toc13993901]3.4.2 External Recruiting Sources:

An external source includes recruiting applicants externally for better act. External workers always feel juvenile and creative for new organizations with too much energy which is enough to search business issues and resolve it. Though recruiting external applicants might be tough still it has much effective impact on business in comparison of internal origin.
1. Advertising: nowadays every type of media publicizing used in hiring employees. One of the most common is newsletters, trade and professional magazines, radio and television.
2. Employee Referrals: Employee referrals refer using personal connection to job occasion. It is a recommendation from a recent employee about a job candidate.
3. Public Employment Agencies: The important purpose of these agencies is nearly bound to joblessness advantages. The advantages in different states are given only to regard as good source of hiring or unskilled, skilled or semiskilled posts.
4. Private Employee Agencies: In the Technical and professional areas exclusive agencies are providing excellent services. They keep up flies of both individuals focused in employment and organizations seeking fresh employees.
5.Campus Recruitment: This is a way of hiring by going and attending in universities premises and their placement centers. Here the recruiters visit reputed and famous educational institutions with a view to pick up job aspirants having need technical or professional skills.
6. Walk INS and write INS: Walk-ins basically are job applicant whoever comes at HR department in finding of a post. Both groups normally are asked to thorough an application blank to determine their scrutiny and capabilities.
7.OpenHouse: A comparatively different method of hiring involves clasp an open house. Personnel in the closet group are invited to watch the company benefits, have refreshments, may be view a film about the organization.
8.HeadHunting: The managers find agencies, which are also known as principal hunters. When someone of particular skill or rare talent is needed, the head hunters find out someone already in job and persuade him to differ posts.
9. Recruiting via the internet:  Today managers are organizing employment exams online. One survey established that on a general day, more than 4million individuals turn to the Web searching for posts. Employers are therefore creating it simple to use their Website to hunt for job.

[bookmark: _Toc11971874][bookmark: _Toc13993902]3.5 Factors that Affecting Recruitment:

Recruitment activity in various banks differs with these following:
1. The employment conditions in the community where the organization is situated.
2. The total area of the organization.
3. The effects of past recruiting efforts which show the organization capability to situate and keep good performing people.
4. The working conditions, salary and benefit package provided by the organization.
5. The growth rate of the organization.
6. The level seasonality of operation and future extension and production programs.
7. The culture, economic and legal elements.
8. Competition.
9. Outsourcing.
10. Internal Policies.
11. Demographic Factors.
12. Industrialization.
13. Labor Market.
14. Cost.
15. Government Requirement.

[bookmark: _Toc11971875][bookmark: _Toc13993903]3.6 Process of Recruitment:

A recruitment procedure is an company specific model of how the origin of new employees is tackled. generally the freehold of the hiring process inhabits within the Human Resources function, although again this may differ depending on the certain organizational structure.
[bookmark: _Toc11971876]A recruitment procedure can be broken down into specific parts. Whilst the naming and the precise process steps are distinctive to an organization, a typical hiring process may commence with the recognition of a unoccupancy, then the preparation post response, management, short listing, interviewers, reference checking and selection. The recruitment process itself is the focus of BPO approaches such as recruitment process outsourcing, where an external service provider is engaged to deliver the process.


[bookmark: _Toc13993904]3.7 Differences between Recruitment and Selection:

	Basis
	Recruitment
	Selection

	Definition
	It is a task of founding contract between employees and candidates.
	It is a procedure of picking up more proficient along with appropriate personnel.

	Objectives
	It appreciates huge number of candidates for a job.
	It attempts at rejecting unsuitable applicants.

	Procedure
	This is an easy procedure.
	This is a tough procedure.

	Difficulty
	The applicants do not have to cross over many problems.
	So Many problems have to be caroused.

	Proceed towards
	It is a positive approach.
	It is a negative approach.

	order
	It precedes selection.
	This follows recruitment.

	prudence
	This is an cost effective technique.
	It is a costly process.

	Stagnant
	Fewer times is needed.
	Huge time is needed.




[bookmark: _Toc11971877][bookmark: _Toc13993905]3.8 Performance Appraisal:

A performance appraisal is a type and recurrent procedure that evaluates a particular employee's work performance and efficient in relation to particular pre-established standard and organizational impartial. It is the procedure by which a boss or consultant tests and assesses an employee's work etiquette in comparison with preset standards, documents and the results of the comparison, and utilizes the results to give response to the personnel to show where betterments are necessary and for what reason.
Performance appraisal refers to criticism and argument of an employee’s performance of given duties and jobs. The appraisal is based on results procured by the employee in his/her job, not on the employee’s persona attributes. The assessment calculates skills and accomplishments with sensible precision and uniformity. It provides a way to identify various or performance enhancement and to help promotes professional growth.
Performance appraisal is a official and structured system of measuring and evaluating an employee’s job related behaviors and results to find out how and why the employee is currently discharging in his works.
[bookmark: _Toc11971878][bookmark: _Toc13993906]3.9 Objectives of performance appraisal

There are several objectives of performance appraisal. Such as:
1. Providing response to employees about their performance.
2. Determining who will be promoted.
3. Encouraging performance improvement.
4. Motivating superior performance.
5. Setting and calculating goals.
6. Give Counseling to poor performers.
7. Taking decisions of compensation changes.
8. Encouraging coaching and mentoring programs.
9. Supporting manpower planning or succession planning.
10. Determining individual training and development needs.
11. Determining organizational training and development needs.
12. Conﬁrming that good hiring decisions are being made.
13. Giving legal defensibility for personnel decisions.
14. Improving whole organizational performance.
15. [bookmark: _Toc11971879]layoff or downsizing decisions for benefits.


[bookmark: _Toc13993907]3.10 Importance of Performance Appraisal

As long as the performance is calculated by duties performed, there is a persuasive process that must be directed in order to examine the performances throughout the assessment process. The importance of performance appraisal is following:

· This inspires employees to perform better in the future. 
· It presents an option for workers to hold constructive performance for an enlarge in compensation or benefits.
· In the time of the appraisal, employees can talk about strengths and weaknesses with a manager which is allowing employees to talk about personal thoughts.
· It gives transmission between a manager and employee on a orderly basis to talk about job duties and issues with job performance.
· It allows employees to search out what skills may be unavailable and required to be obtained or improved upon. There are examples when education given by the company is a essential to further victorious as a whole.

[bookmark: _Toc11971880][bookmark: _Toc13993908]3.11 Raters of Performance Appraisal

Performance appraisal can be done by anyone knows the performance of individual employees. The following can be some of the raters:
1. The peer: Employee’s co-workers, explicitly familiar with the jobs included, conduct peer assessments mainly because they too are doing the same thing.

2. Group: In group, the judgment of the immediate head is supplemented by the various slants of other executives. TQM and other participative management steps emphasize teamwork and team performance rather than individual performance.

3. Subordinates: Here the subordinates assess their superiors. Subordinates know firsthand the extent to which the supervisor actually delegates, how well he communicates, he plans and organizes.

4. The immediate supervisor: The immediate is the proper person to make an assessment of his subordinates. He/she is probably most known the individual’s performance and, in most jobs; he has had the best opportunity to evaluate actual job performance.
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Recruitment and Selection











[bookmark: _Toc1950562]











[bookmark: _Toc13993909]4.1 Recruitment and Selection

Recruitment is the way of findings & attracting efficient applicant for employment. Sonali Bank Limited always likes to recruit the right people with combination of skill & resources and knowledge in the appropriate scope. Because Sonali Bank limited believes that in order to get the organizational goal achievement effectively there must be need of skill resources. Sonali Bank Limited believes in equal employment color, region, race, age, gender, national origin or any other factor. The company always wants to choose has best & suitable human resources in the vacant space. The person who can face the global challenge & anyways every time concentrate to achieve the company’s vision, mission & goals always get preference above all.

[bookmark: _Toc1950563][bookmark: _Toc13993910]4.2 Recruitment and Selection Procedure of Sonali Bank Limited:

The principal functions of Sonali Bank Limited are to entice and keep extremely skilled fellow whoever will do their best in their specific places. The bank not only tries to entice well-skilled employees but also attempts to find out and recruit employees who are really upward to work in the bank for a obvious period of time.
The recruitment policy of SBL is is given below:
· They generally follow onsite recruitment but during the need appears they go for external recruitment to fill up the unoccupancies.
· They always seems to hire people for long time, bank give much importance on them who needs to get promoted to mid-level sites.

[bookmark: _Toc1950564][bookmark: _Toc13993911]4.3 Factors Affecting Recruitment of SBL:


Internal factors & External Factors:
	                     Internal factors
	                   External Factors

	1.Human Resources Planning
2.Recruitment Policy
3.Cost of Recruitment 
	1.Political & Social Factors
2.Supply & Demand 




[bookmark: _Toc1950565][bookmark: _Toc13993912]4.4 Types of Recruitment:

    Sonali Bank Limited has two types of recruitment policies:
· Yearly recruitment: It is done each year, in accordance with the HR plan.
· Need-based recruitments: It is done during there is a sudden vacancy.

[bookmark: _Toc1950566][bookmark: _Toc13993913]4.5 Recruitment Sources and Methods:

[bookmark: _Toc1395060][bookmark: _Toc1950567]Sonali Bank Limited uses basically two types of recruitment sources. They are internal sources & external sources.

Internal Sources: 

[bookmark: _Toc1395061][bookmark: _Toc1950568]Sonali Bank Limited usually promotes from within the organization. Management needs to recruit known & experienced employee from within the organization. In the following ways Sonali Bank Limited recruitment from the internal sources may take place with the approval of the high level management. This can be done by these way mentioned:

· Giving Promotion
· Giving Transfer
· Employee reference
· Up Gradation
· Temporary Assignment
· Additional Assignment

External source:

[bookmark: _Toc1395062][bookmark: _Toc1950569]Sonali Bank Limited recruits from external places as well. The external places are given below:	

· [bookmark: _Toc1950570]Various universities
· [bookmark: _Toc1950571]Rivals and other companies
· [bookmark: _Toc1950572]Unsolicited candidates
· [bookmark: _Toc1950573]Advertising in newspaper
· [bookmark: _Toc1950574]Advertisement in company website
· [bookmark: _Toc1950575]Internship offering


[bookmark: _Toc1950576][bookmark: _Toc13993914]4.6RecruitmentProcessof Sonali Bank Limited:

	[bookmark: _Toc1950577]Job Analysis




	[bookmark: _Toc1950578]HR Planning




	[bookmark: _Toc1950579]Advertisement




	[bookmark: _Toc1950580]CV Submission



	[bookmark: _Toc1950581]Receipt of Application




	[bookmark: _Toc1950582]Short Out Applications



[bookmark: _Toc1950583]
 Job Analysis:

[bookmark: _Toc1395081][bookmark: _Toc1950584]Job analysis is the fundamental for all evaluation& selection decision. To find out the better person for the job, it is essential to fully understand the nature of that job. Job analysis give a way to develop this examining the tasks preformed in a job, the competencies needed to perform those tasks &the connection between the jobs& competencies.

[bookmark: _Toc1950585]HR Planning:

[bookmark: _Toc1950586]Integrating human resources management strategy & system to get the whole mission, vision, strategies & success of the firm during meeting the necessities of employees & other shareholders.

[bookmark: _Toc1950587]Advertisement:

[bookmark: _Toc1395085][bookmark: _Toc1950588]Once the recruitment is taken, an advertisement needs to draft based on the skills, qualification, experience & competencies as have been identified & specified in the respective job description.

[bookmark: _Toc1950589]CV Submission:

[bookmark: _Toc1395087][bookmark: _Toc1950590]Potential participants interested are required to send their complete curriculum vitae. Skill of receipt is sent for all submitted applications to the candidates Email.

[bookmark: _Toc1950591]Receipt of Application:

[bookmark: _Toc1395089][bookmark: _Toc1950592]Candidates either send their CVs in application for a specific vacancy, or they send their CVs for any suitable position. The HR group gathers job applications against each job occupancy. In case of newspaper advertisements, the applicants are given at least 3 weeks for apply. After a specific time, every job is collapsed for trying.

[bookmark: _Toc1950593]Shorting out Applications:

[bookmark: _Toc1395091][bookmark: _Toc1950594]The following step is the short listing of CVs. generally the HR section is engaged in the short listing. But the HR group might hand over this part to the particular divisions to save time. To recruit skilled bankers, CVs may be sorted out from the collection of unprompted CVs got in hand. Or, the other chance is to identify happening and proficient bankers in other banks. Once potential candidates are  found out, they are approached and notified for an interview.
[bookmark: _Toc1950595][bookmark: _Toc13993915]4.7 Selection Process of Sonali Bank Limited:

	[bookmark: _Toc1950596]Notifying Candidate




	[bookmark: _Toc1950597]Written Exam



	[bookmark: _Toc1950598]Interview



	[bookmark: _Toc1950599]Final Approval by proficient Authority



	[bookmark: _Toc1950600]Medical Check Up



	[bookmark: _Toc1950601]Joining & Placement



[bookmark: _Toc1950602] Informing Candidates:

[bookmark: _Toc1395103][bookmark: _Toc1950603]Once short listing is done of the CV and choosing the satisfactory applicants, HR group notify the applicant over phone about log test (Entry level) or interview (Mid-level). For log tests, the bank gives admit cards through courier facilities seven to ten days before the test.

[bookmark: _Toc1950604]Written Test:

[bookmark: _Toc1395105][bookmark: _Toc1950605]The employment exam is generally aptitude exam which measures participants oral or verbal capability, numerical capability, reasoning power. Normally SBL takes log test for entry level locale like Trainee assistant and for MTO level. Sometimes BIBM/Staff college or Bangladesh bank takes the written test on behalf of Sonali Bank Limited.

[bookmark: _Toc1950606]Interview:

[bookmark: _Toc1395107][bookmark: _Toc1950607]Sonali Bank Limited has an interview board which has includedof HR professionals as well as higher level management to supervise biasfree and even interview council to select MT’s primarily MD, DMD and Head of HR manage interview period. For recruitment and selection experienced professionals different or various exams may be arranged.

[bookmark: _Toc1950608]Final Approval by Competent Authority:

[bookmark: _Toc1395109][bookmark: _Toc1950609]After the exam period the applicants are assessed by the interview board. The management bunch chooses who will be selected. After that an “offer letter” is made for the applicant. After the candidates accept the “offer letter”, they getthe “Appointment letter”. Rejected applicants are not schooled after the interview session.

[bookmark: _Toc1950610]Medical Checkup:

[bookmark: _Toc1395111][bookmark: _Toc1950611]In similar with other bank Sonali Bank Limited also arrange Medical Checkup of the picked employees if the candidate is fit for the job or not. SBL has contracted with Popular Diagnostic Center and Chevron Diagnostic Center. The entire assessment is managed by these diagnostic points mentioned.
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[bookmark: _Toc1950612][bookmark: _Toc13993916]5.1 Methods of Performance Appraisal

There are two types of performance appraisal method. These are given in following:
1. Past Oriented method: They are the following:
I. Rating Scales
II. Checklist
III. Forced Choice method
IV. Behaviorally Anchored Rating Scales (BARS)
V. Paired Comparison method
VI. Weighted Checklist

2. Future Oriented method: such as:
I. Management By Objective (MBO)
II. 360 Degree appraisal
III. Assessment Center

There are two methods, they are explained below:
[bookmark: _Toc1950613]Past Oriented methods:

I. Rating Scales: This is the easiest and most famous mastery for considering employee’s implementation. The classic rating scale system made up of different numerical scales, each constituting a job related performance norm for example dependability, initiativeness, output, appearance, attitude, cooperation and the like.

	Topics
	Employee Name:
Raters Name:
	Department:
Date:

	
	Excellent
	Good
	Acceptable
	Fair
	Poor

	
	5
	4
	3
	2
	1

	1. Dependency
	
	
	
	
	

	2. Intuitiveness
	
	
	
	
	

	3. Result
	
	
	
	
	

	4. Presence
	
	
	
	
	

	5. Behavior
	
	
	
	
	

	Co-operation
	
	
	
	
	

	Total
	
	
	
	
	



Table: Rating Scale

II. Checklist: This checklist method means a statement which is developed in two columns, one is yes and another is no column. All the rater need to do is tick the “YES” column if the answer is positive and in column “NO” if the response is negative.

	Contents
	Yes
	No

	1. Is the candidate really interested in the job?
	
	

	2. Is his or her attendance is satisfactory?
	
	

	3. Does he or she co-operate with co-workers?
	
	

	4. Does he or she obey orders?
	
	

	5. Does he or she avoid responsibility?
	
	

	6. Does he or she possess enough mastery about the position?
	
	



Table: Checklist Method

III. Forced Choice method: The sequence of statements arranged in the blocks of two or more are given and the rater stipulates which statement is true or false. The rater is given a series of statements about an employee and he is forced to make a choice. 
IV. Behaviorally Anchored Rating Scales (BARS): Statements of effective and ineffective behaviors dictate the points. They are said to be behaviorally anchored. The rater is should say, which behavior tells the worker performance. Behaviorally anchored rating scales are also known behaviorally expectation scale. It is designed to assess behaviors required to successfully perform a job.


Figure: Behaviorally Anchored Rating Scales (BARS)

V. Paired Comparison method: Into this method, the appraiser contrasts each worker with every other worker. Where everyone is rated with another employee in the form of pairs. The number of comparisons can be calculated with the help of a formula as under.

N x (N-1) / 2

VI. Weighted Checklist: Weighted checklist method is so efficient method for organization. The employees can get proper feedback from the evaluator so that they can be inspired and try to do the best. So they use the weighted checklist method. The weighted checklist methods, they are really satisfying the reason is they get proper feedback. 

[bookmark: _Toc1950614]Future Oriented methods:

I. Management By Objectives (MBO):It refers management by objectives and the performance was being rated against the achievement of objectives showed by the management. MBO process goes as under.



Figure: Process of MBO

II. 360 Degree appraisal: When many raters choose the General Manager, Senior Manager, Head of Branch Manager, & Head of HR Manager are included in assessing implementation, the mastery is called 360-degree appraisal. The 360-degree idea is understood as systematic grouping of performance data on someone or group.

[image: http://4.bp.blogspot.com/-pzWtO_ph7E8/TWfC_DXFD2I/AAAAAAAAAa4/bz8rzTb8npI/s1600/360.jpg]

Figure: 360 Degree Appraisal Method

III. Assessment Center: An assessment center is a central location where managers may come together to have their participation in job related exercises evaluated by trained observers. An assessment center for performance appraisal of an employee typically includes –

· Social/ Informal events
· Information sessions
· Assignment

[bookmark: _Toc1950615][bookmark: _Toc13993917]5.2 Process of Performance Appraisal

Performance appraisal is a process involving such steps as: 
1. Setting performance standard
2. Communication performance expectations to employees
3. Measuring actual performance
4. Comparing with standards
5. Discussing the appraisal results
6. Initiating corrective actions

Figures: Process of Performance Appraisal Process


Step: 1 Setting Performance Standard
· Performance standards serve as benchmarks against which performance is measured.
· Standards should link to the desired results of each job.
· Job analysis removes cover from performance standards by analyzing the performance of recent employees.
Step: 2 Communicating Performance Expectation to Employees
· Employees can be included in setting standards.
· Communication is a two-way street.
· Feedback is so important from the subordinates to the manager.
Step:3 Measuring Actual Performance (Four common sources of information)
· Personal discovery
· Statistical reports,
· Oral reports and
· Written reports.
Step:4 Comparing with Standards
The fourth step is the comparison of real performance with standards. The principal thing here is to note digression between standard performance and actual performance.
Step:5 Discussing the Appraisal Results
· It is sometimes accomplished through evaluation interview
· The evaluator may give the feedback through different approaches:
· Tell and sell,
· Tell and listen and
· Solve problem
Step:6 Initiating Corrective Action
The final step in the appraisal is taking corrective measures where essential. Corrective measures can be of two types: one is immediate deal with indications, and the other is basic, which assigns with causes.

[bookmark: _Toc1950616][bookmark: _Toc13993918]5.3 Factors distort performance Appraisal

There are six factors, they distort performance appraisal process. Those are given below:
1. Halo effect
2. Stereotyping
3. Central tendency error
4. Leniency or strictness errors
5. Personal biases and organizational polities
6. Recency error

These factors are explained here briefly:
1. Halo effect: Rater permits individual trait, outcomes or consideration to affect other steps of performance.

2. Stereotype: Rater makes performance acumen based on employee’s self characteristics, behaviors and manners somewhat than employee’s real performance.

3. Central tendency error: Evaluators circumvent higher and lower ends of rating scale in favor of placing all employees at or almost middle of scales.

4. Leniency or strictness error: Evaluator’s propensity to rate all employees above (leniency) or below (strictness) real performance level.

5. Personal biases and organization polities: Have significant impression on rating employees get from supervisors.

6. Recency error: Raters make performance judgment based on current events and behaviors of employees and their gross performances. 
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[bookmark: _Toc13993919]Training and development of Sonali Bank Limited
[bookmark: _Toc1950618][bookmark: _Toc13993920]6.1 training need assessment process of Sonali Bank Limited

The purpose of training need assessment is to find out performance requirements and the knowledge, skill and abilities important by an employee to achieve the requirements. An effective training needs evaluation will help to direct resources to areas of huge demand. The assessment should address resources necessary to fulfill organizational mission improve productivity and provide quality products and services.

The analysis will give answer to the following questions:

· Who needs to get training?
· What skill must an employee learn in order to be more productive?
· Why training is important?

The purpose of the need assessment is to identify how to improve the quality of the personnel that is recruited, hired, oriented and trained. A training needs assessment is a three step process.
Decide how to complete each type of analysis using these three phases:

The need assessment of training programs is completed through three phase process which are:



Figure 6.1 Phases of need assessment of training programme


[bookmark: _Toc1950619][bookmark: _Toc13993921]6.1.1 Personal analysis

It is a procedure for deciding whether employees use training and whether employees are ready for training. Sonali Bank Limited identifies about the comprehension skill and abilities of trainees already have in order to implement in the training it associates the bank to recognize who needs training.


[bookmark: _Toc1950620][bookmark: _Toc13993922]6.1.2 Organizational analysis

Organizational analysis includes directing the business proper appositeness of training. At first the company regulates about the company accumulation for training associated cost added with training and the anticipated advantage of training.


[bookmark: _Toc1950621][bookmark: _Toc13993923]6.1.3 Analysis of job requirements

The bank analyzes job requirement for training by detecting the job responsibilities the mastery is essential for triumphant achievement.


[bookmark: _Toc1950622][bookmark: _Toc13993924]6.2 Training method used in Sonali Bank Limited

Technique are the paths which workers are trained. Sonali Bank Limited uses so many technique of training process based on the condition and training purposes. It is two types:-
a) on the job training process 
b)  off the job training process

[bookmark: _Toc1950623][bookmark: _Toc13993925]6.2.1 on the job training process

a) Job rotation: This training method involves movement of training from one job to another to gain knowledge and experience from different job assignment. This method helps the trainee understand the issue of the employees.

b) Coaching: Under the method, the trainee is placed under a particular supervisor who functions as a coach in training and provides feedback to the candidate.

c) Job instructions: Also known as step by step training in which the trainer explains the way of doing the jobs of the training and in case of mistakes, correct the participant.

d) Committee assignment: A group of participants are asked to solve a given organizational problem by discussing the problem. This helps to improve teamwork.





[bookmark: _Toc1950624]
[bookmark: _Toc13993926]6.2.2 off the job training process

Off the job training include lectures, special study, films, television, conferences or discussions, case studies, role playing, simulation, programmed instruction and laboratory training.Most of these techniques can be used by small businesses although some may be expensive.

a) Conference or discussion method: in SBL conference method is used for providing sufficient knowledge to the operative by open discussion over a subject. Here by discussion the identified solution is determined

b) Classroom lectures: SBL usually provides off the job training and also determine where the training would take place. The classroom lectures training materials verbally and are used when the goal is to present a great deal of materials to many people. 

c) Counseling: the executives of SBL are often trained through the counseling. It is very familiar method which is accepted by the top executive. Here the main focus of training is to teach them through proper counseling by a well-equipped mentor.


[bookmark: _Toc1950625][bookmark: _Toc13993927]6.3 Training process of Sonali Bank Limited

Cooperative and executive personal the HRD of Sonali Bank Limited uses following training:

a) Job analysis: this is a process which identifies and determines the job duties and responsibilities of a particular job and required qualities and qualifications to perform a job. Through job analysis the use of several methods such as supervisor interview, desk audit and observation conducts. 

b) Observation: operative employees generally need training for their tasks. But which executive’s personal needs to be developed for future task or new work experiment can be identified by observing. 

c) Questionnaire: questionnaire can be used by executive personal. Because it is easy to understand the assessment of training needs of an existing employee.

d) Interviews: interviews involve talking with each individual employee what possible problems and issues are responsible for the deficiencies etc. 

e) Record report: Bank maintains record report for all employees through this record report branch manager, HRD takes decision that which employee needs training in what aspect etc.

These are the training process of Sonali Bank Limit
[bookmark: _Toc1950626][bookmark: _Toc13993928]6.4 The training and Research Academy of Sonali Bank Limited

At first the bank laid the substructure by setting up an academic at head office under HR growth division to HR inside. It has a library, contemporary training assist knowledge faculty and so many other developing? The foundation of the bank has been a superior one among the banks on public section. 

The bank daily conducts foundation course, exclusive courses and discussions in various places of banking to take care of the executive banking essentials. Additionally, officers are daily gone to Staff College and Bangladesh Bank training institute (BBTI) for professional training. Sending officers abroad for higher training is Regular Feature .A research department also works in aid of HRD operational areas. 

In the year 2008, The Academy has conducted 31 programmers including training, workshop and seminar where a total number of 1059 executives and officers attended.



[bookmark: _Toc1950627][bookmark: _Toc13993929]6.5 Various facilities provided by SBL training institutes:

The following benefits are given by :
(a) Faculty: SBL Training Institutes captivated in HR growth. Continuous attempt is being given to create and systematize the training with the call of the age to banking and finance.
(b) Guest speakers: In training paths guest speaker are summoned to split their ideas of banking.
(c) Hand-out: Subjects included in the course program are helped by stuffs like binder, booklet, outline etc.
(d) Training procedure an aid: Distributes mastery by lectures, group debates, exercise, case study, multimedia presentation, overhead projector and job exposure.
(e) Training Class room: Class rooms are furnished with AC having pleasant seating positions for applicants.
(f) Computer lab: This organization have a well-furnished computer lab with the more than 35 employees, with a view to acquaint all employees with the current computer pursuit.
(g) Library: There is a affluent library consisting of about 1200 books with Newspaper and journal potential.
(h) Hostel: Hostel lodge for 60 employees aligned with Television.
(i) Food: In the time of training time training organization will provide foods for four times daily.
(j) Assessment: To know the efficacy of the training, entrance and terminal trials are to be provided by the candidates. 
(k) Performance: In total 815 participants got trained up by Sonali Bank Training Institute.
(l) Plan: As per consent of the authority 8675 (35 courses) candidates will be provided training in 2012.
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[bookmark: _Toc13993930]7.1 Questionnaire Survey Analysis:

1.  Sonali Bank Limited follows both internal and external sources of recruitment and selection process?

	A
	Yes
	100%

	B
	No
	0%







Interpretation:
All the recruiters use both external and internal sources of recruitment and selection process



2. Which external sources of recruitment and selection process are used in the organization?

	A
	Advertisement
	0%

	B
	CV Box
	30%

	C
	Internet Job site
	70%

	D
	Others
	0%







Interpretation:
The recruits of Sonali Bank Limited use their website as their primary of recruitment. They frequently uses CV box too.

3.  Does the organization clearly define the position objectives, requirement and candidate specifications in the recruitment process?

	A
	Yes
	90%

	B
	No
	10%







Interpretation:
Majority of the employees respond that Sonali Bank Limited has well define job description to clarify the objectives of the position and also has organ gram to determine requirements.


4. The selection process of Sonali Bank Limited is lengthy at all.

	A
	Strongly Agree
	70%

	B
	Agree
	20%

	C
	Neutral
	10%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%






Interpretation:
Majority of the employees strongly agree, 20% employees agree and 10% neutral and said the selection process of SBL is lengthy because of systematic procedure.

5.  Recruitment and selection process generates hassle to the applicants.
	A
	Strongly Agree
	0%

	B
	Agree
	0%

	C
	Neutral
	0%

	D
	Disagree
	20%

	E
	Strongly Disagree
	80%






Interpretation:
All the employees disagree with this statement.

6. The recruitment and selection process is cost effective for the organization and the candidates.

	A
	Strongly Agree
	60%

	B
	Agree
	40%

	C
	Neutral
	0%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%







Interpretation:
All the employees responded that Sonali Bank Limited has the most cost effective recruitment and selection process. Main reason behind it is not cost for advertisement.

7. Do you have performance appraisal in your organization?
	A
	Yes
	100%

	B
	No
	0%





Interpretation:
All the employees responded that Sonali Bank Limited has Performance Appraisal method for their employees.

8.  When performance appraisal is made in the organization?
	A
	Monthly
	0%

	B
	Quarterly
	0%

	C
	Yearly
	100%



Interpretation: 
In sonali bank they do their performance appraisal in yearly basis all employees said so.



Interpretation:
All the employees responded that Performance Appraisal is made in yearly.

9. Who rates the performances?
	A
	Superiors
	70%

	B
	Subordinates
	0%

	C
	Clients
	30%

	D
	All
	0%




Interpretation: 
30% employees said clients rates their performances and other 70% employees told their performances are being rated by their superiors.



Interpretation:
From the questionnaire survey we came to know that superiors rate 70%  of performance and clients rate 30% of performance.

10. Is 360-degree appraisal process undertaken in the organization?

	A
	Yes
	100%

	B
	No
	0%



Interpretation: All of them said in their organization 360 degree appraisal process are used by their employers.


Interpretation:
All the employees responded that360-degree appraisal process is undertaken in the organization.

11.  Performance Appraisal method in your organization is satisfactory and effective.

	A
	Strongly Agree
		40%

	B
	Agree
	50%

	C
	Neutral
	10%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%



Interpretation: 4 people strongly agreed in the question about their satisfaction in performance appraisal method of their office, 5 people were agreed and one person was neutral.


Interpretation:
From the questionnaire survey we came to know that  40% employees Strongly Agree, 50% employees Agree and 10% neutral with this statements.


12. Performance Appraisal is completely free from biasness
	A
	Strongly Agree
	70%

	B
	Agree
	30%

	C
	Neutral
	0%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%



Interpretation:7 people were strongly agreed with their free of biasness in PA system of Sonali bank and other 3 people were just agreed on it.






13. Performance Appraisal method helps to raise organizational total output
	A
	Strongly Agree
	90%

	B
	Agree
	10%

	C
	Neutral
	0%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%







Interpretation: 9 people were strongly agreed that performance appraisal method of sonali bank is raising the total output of organization and 1 person was just agreed.


14. Performance Appraisal method is sufficient in appraising the performances of employees

	A
	Strongly Agree
	40%

	B
	Agree
	50%

	C
	Neutral
	0%

	D
	Disagree
	10%

	E
	Strongly Disagree
	0%






Interpretation: 4 people said they are strongly agreed with the fact that performance appraisal was sufficient for appraising the employees, 5 people were agreed and one person disagreed with this statement.


15. Performance appraisal improves motivation and job satisfaction

	A
	Strongly Agree
	80%

	B
	Agree
	20%

	C
	Neutral
	0%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%





13. Interpretation: eight people were strongly agreed with this statementPerformance appraisal improves motivation and job satisfaction and two of them was only agreed.


16. Performance Appraisal method should be improved in this organization

	A
	Strongly Agree
	60%

	B
	Agree
	30%

	C
	Neutral
	10%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%





17. To whom the training is given further in your organization?

	A
	Senior personnel
	10%

	B
	Junior personnel
	20%

	C
	New personnel
	20%

	D
	Depends on requirement
	50%






Interpretation :- From the chart, it  is seen that 20% respondents said that training is given more to junior staff, 20% respondents said that training is given more to the new personnel and 60% respondents said that training is given based on requirement in their organization.

18. What are the important hurdles to training and development in your organization?

	A
	Time
	70%

	B
	Money
	30%

	C
	Lack of interest by the staff
	0%

	D
	Non-availability of skilled trainer
	0%





Interpretation: - From the chart, it is seen that 70% respondents said that time is the essential hurdle to training and development in their organization, 30% respondent said that money is the important barrier to training and development in their bank.

19. What kind of training method is usuaally used in your organization?
	A
	Job rotation
	30%

	B
	External training
	0%

	C
	Conference/Discussion
	20%

	D
	Programmed instruction
	50%


	

Interpretation: 3 people said they use job rotation training method, two of them said conference or discussion is being used and other five told sonali bank use programmed instruction for training.

20. Enough practice is given for us during training session. Do you agree with this statement?
	A
	Strongly Agree
	0%

	B
	Agree
	70%

	C
	Neutral
	30%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%





Interpretation: - From the chart, it is seen that 70% of the respondents concur that enough practice is given for them during training period and 30% of the candidates to some extent agree that enough practice is given for them during training period.

21. The training sessions conducted in your organization is useful. Do you agree with this statement?
	A
	Strongly Agree
	20%

	B
	Agree
	50%

	C
	Neutral
	30%

	D
	Disagree
	0%

	E
	Strongly Disagree
	0%





Interpretation:- From the chart, it  is seen that 50% of the respondents concur that the training periods managed in their organization is useful, 20% of the respondents strongly accord that the training sessions conducted in their organization is useful and 30% of the respondents rather agree that the training sessions taken in their company is helpful .

22. Employees are given assessment in order to motivate them to undertake the training. Do you accord with this statement?
	A
	Strongly agree
	0%

	B
	Agree
	100%

	C
	Somewhat agree
	0%

	D
	Disagree
	0%






Interpretation: - From the chart, it is seen that 100% respondents agree that employees are given appraisal in order to induce them to attend the training.

23. What type of training is being imparted for new recruitment in your organization?
	A
	Technical training
	50%

	B
	Management training
	30%

	C
	Presentation skill
	20%






Interpretation :- From the chart, it is seen that 50% respondents said that Technical training is being transmitted for new recruitment in their organization, 30% respondents said that Management training is being imparted for new recruitment in their organization and 20% respondents said that Presentation skill is being circulated for new recruitment in their organization.

24. How well the workroom of the training is organized?

	A
	Excellent
	20%

	B
	Good
	60%

	C
	Average
	20%

	D
	Bad
	0%






Interpretation:- From the chart, it is seen that 20% of the employees said that the workplace of the training is excellently physically organized, 20% of the employees said that the workplace of the training is goodly physically organized and 60% of the employees said that the workplace of the training is averagely physically organized.

25. What are the constrains that have to be improved during the training sessions?

	A
	Re-design the job
	0%

	B
	Withdraw interference
	0%

	C
	Re-organize the workplace
	20%

	D
	Improve the information of the material given during training
	80%





Interpretation:- From the chart, it is seen that 1 respondent said that the condition that have to be enhanced during the training periods is Re-organization of the workplace and 4 respondents said that the condition that have to be improved when the training sessions is Upgraded of the information of the stuff given in time of training.

[bookmark: _Toc1950629]



[bookmark: _Toc13993931]7.2 Findings:

· Sonali Bank Limited (SBL) use both internal & external sources.
· Sonali Bank Limited (SBL) only employs their website & CV box’s its external sources.
· [bookmark: _Hlk536304186]Sonali Bank Limited (SBL) has well interpreted job description to illucidate the objectives of the position   &also has organ gram to dictate requirements.
· Selection process is prolonged the reason for systematic procedure.
· Recruitment & selection process of Sonali Bank Limited (SBL) doesn’t nuisance the applicant.
· The recruitment & selection process of Sonali Bank Limited (SBL) is not costly.
· The performance appraisal of sonali bank is appropriate as it is done by the order of Bangladesh bank ltd.
· Employees are overall happy with their performance appraisal process.
· Their training procedures are not too good in the staff college, which can be improved by focusing more.
· SBL has developed a trustworthy impression as a public bank in their customer minds.
· SBL is developing their image by doing foreign exchange remittance jobs and clearing jobs.
· Employees are pretty much satisfied with their compensation facilities as well.
· SBL also gives services to aged citizens and freedom fighters.
· Overall, their change management is impressive inside their branches.
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[bookmark: _Toc1950630][bookmark: _Toc13993932]8.1 Recommendations:
1. Sonali bank should make their selection and recruitment procedure less lengthy.
2. They should improve their online services so that customers can be helped 24/7.
3. Their SMS service doesn’t work properly, they should work on it.
4. To create more satisfaction in employee minds, they can be given more bonuses.
5. They should recruit more employees for cash counters, so that customers can get premium services.
6. Employee hygiene should be another concern of this bank; they should spend more in maintenance.
7. Training period seems too short it can be extended in accordance.
8. Development activities can be improved in an efficient manner.
9. As private banks the works should be done on time rather stretching it lengthy.
10. Employees should behave in a polite manner always with their customers.
11. The employee and manager relationship can be more nourished.
12. Sonali Bank Limited needs to extend their time duration for the training period.
13.  Transparency is necessary and free from business is essential too.
14. Recruitment and selection process should be updated technologically so that it can run its process first. 
15. Sonali Bank Limited should hire experienced and skilled trainer to train their employees better.
16. The training sessions of Sonali Bank Limited can be more entertaining, effective and efficient and time saving as well.
17. Sonali bank should me more technology dependent in this era of technology.










[bookmark: _Toc1950631][bookmark: _Toc13993933]8.2 Conclusion:

As an organization the Sonali Bank Limited has obtained the place of top banking performence in Bangladesh. It is relentless in pursuing of business origination and improvement in effectiveness.  It has obtained the position as a partner of customer growth. Banking sector is the head financial intermediary. It is very challenging instate & in this age of globalization free tread, the process & the system of managing a bank is changing. Sonali Bank limited already coordinated itself with this changing condition. The Bank strategies are translucent concise. There is pretty good. If the goes this way. One can except that in near future Sonali Bank Limited become one of the lid performers.
Sonali Bank Limited is the one of the chief public bank in Bangladesh, which establish 1972. In order to have intuition how effecient it is doing its recruitment & selection process, performance appraisal, Training and Development this study is organized. The study disclose that Sonali Bank Limited every time keep in mind set by accepting a strategic perspective of for recruitment & selection process to select the best one who will give the better service to Sonali Bank Limited’s customers. With a bulk of certified and experienced human resource, Sonali Bank Limited can utilize any advantage in the banking sector. It is one of the starters in introducing many new products and services in the banking sector of this country. Moreover, in the overall‐banking section, it is not similar with any other banks because of its wide spread branch networking throughout the country. This report tries to show most of the gauges of problems and strengths of Sonali Bank Limited as a valid aspirant in the competitive banking sector of Bangladesh. A critical competition is going on recently in this sector and that’s why Sonali Bank Limited has to work out with different new things like – product diversification, market forecast, proactive activities taken by Sonali Bank Limited and some advice to get rid of the predicaments that exist. It’s also performing clearing and foreign exchange activities in recent years. And giving services to old citizens and freedom fighters.
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This is Amatul Hadi Shorove a student of BBA program, United International University. I am conducting a research on the topic “Human Resource Management of Sonali Bank”. I am assuring you that your information will be used exclusively for academic purpose only and will be kept undisclosed.
Please write down the correct answer you think appropriate by tick () in specified type and answer on dash (………) area only. Your co-operation in answering the following questions will be highly admired. Thank you.
Sec -01: General Information:
1.1 Name: 
1.2 Designation: 
1.3 Department: 
1.4 Service Length: 
Sec-02Questions and Responses
1. Do you have performance appraisal in your organization?
1. Yes
2. No

          2. When performance appraisal is constructed in the organization?
1. Monthly
2. Quarterly
3. Yearly




              3. Who rates the performances?
                 1. Superiors
                  2.Subordinates
   3.Clients
                  4. All

    4. Is 360-degree appraisal process undertaken in the organization?
1. Yes
2. No

6.  Sonali Bank Limited follows both internal and external sources of recruitment and selection process?

2. Yes
3. No

7. Which External sources of recruitment and selection process are used in organization?

1. Advertisement
2. CV Box
3. Internet Job Sites
4. Other.



8. Does the organization clearly define the position objectives, recruitment and candidate specifications in the recruitment process?

1. Yes
2. No
9. To whom the training is given more in your organization?

1. Senior staff
2. Junior staff
3. New staff
4. Based on requirement



10. What are the main barriers to training and development in your organization?

1. Time
2. Money
3. Lack of interests by the staff
4. No skilled trainer


11.  What mode of training method is usually used in your organization?

1. Job rotation
2. External training
3. seminar
4. Programmed instruction


12. What type of training is being imparted for new recruitment in your company?

1. Technical training
2. Management training
3. Presentation skill

13. How well the workplace of the training is physically planned?

1. Excellent
2. Good
3. Average
4. Bad


14. What are the conditions that have to be upgraded during the training sessions?

1. Re design the job
2. Remove interference
3. Reorganize the workplace







	SL
	Statements
	Strongly
Agree
	Agree
	Neutral
	Disagree
	Strongly
Disagree

	01.
	The Performance Appraisal method in your company is satisfactory and effective.
	
	
	
	
	

	02.
	Performance Appraisal is totally free from biasness.
	
	
	
	
	

	03.
	Performance Appraisal method helps to raise organizational total output.
	
	
	
	
	

	04.
	Performance Appraisal method is adequate in appraising the performances of employees.
	
	
	
	
	

	05.
	Performance appraisal improves motivation and job satisfaction.
	
	
	
	
	

	06.
	Performance Appraisal method should be more updated in this organization.
	
	
	
	
	






	07.
	

Employees are given appraisal in order to motivate them to take the training. Do you agree with this statement?

	
	
	
	
	

	08.
	The training sessions taken in your organization is sufficient. Do you agree with this statement?

	
	
	
	
	

	09
	More practice is given for us during training period. Do you agree with this statement?

	
	
	
	
	

	10.
	The recruitment and selection procedure is cost effective for the company and the candidates.


	
	
	
	
	





Recruitment & Selection


Administration


Training & Development


Performance management


Talent management


Succession management


Labor relations


HR planning


Human Resource Management





















Step-1: Identify critical incidents


Step-2: Select performance dimension 


Step-5: Develop final instrument


Step-3: Retranslate the incidents


Step-4: Assign Scales to incidents














Establishing clear & precisely defined statements of objectives.


Allowing the employees to implement this action plan.


Measuring objectives achievements.


Taking corrective action when necessary and 


Establishing new objectives for the future.


















Establish performance standards with employees


Mutually set measurable goals


If necessary initiate corrective action


Measure actual performance


Compare actual performance with standards


Discuss the appraisal with the employee










Personal analysis


Organizational analysis


Analysis of job requirements 









Yes	No	A	B	1	0	Advertisement	CV Box	Internet Job site	Others	0	0.30000000000000032	0.70000000000000062	0	Yes	No	0.9	0.1	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.70000000000000062	0.2	0.1	0	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	0	0	0.2	0.8	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.60000000000000064	0.4	0	0	0	Yes	No	1	0	Monthly	Quarterly	Yearly	0	0	1	Superiors	Subordinates	Clients	All	0.70000000000000062	0	0.30000000000000032	0	Yes	No	1	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.4	0.5	0.1	0	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.70000000000000062	0.30000000000000032	0	0	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.9	0.1	0	0	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.4	0.5	0	0.1	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.8	0.2	0	0	0	Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0.60000000000000064	0.30000000000000032	0.1	0	0	Senior staff	Junior staff	New staff	Based on requirement	0.1	0.2	0.2	0.5	Ratio of Respondants
Rati of Respondants	
Time	Money	Lack of interest by the staff	Non-availability of skilled trainer	0.70000000000000062	0.30000000000000032	0	0	
Job rotation	External training	Conference/Discussion	Programmed instruction	0.30000000000000032	0	0.2	0.5	
Ratio of Respondents	Neutral
30%

Strongly agree	Agree	Somewhat agree	Disagree	0	0.70000000000000062	0.30000000000000032	0	

Ratio of Respondents
	Neutral
30%

Strongly agree	Agree	Somewhat agree	Disagree	0.2	0.5	0.30000000000000032	0	
Ratio of Respondents
Rati of Respondants	
Strongly agree	Agree	Somewhat agree	Disagree	0	1	0	0	

Ratio of respondents	
Technical training	Management training	Presentation skill	0.5	0.30000000000000032	0.2	
Ratio of Respondents

Sales	
Excellent	Good	Average	Bad	0.2	0.60000000000000064	0.2	0	

Ratio of Respondents	
Re-design the job	Remove interference	Re-organize the workplace	Upgrade the information of the material given during training	0	0	0.2	0.8	
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