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Executive Summary
Uttara Bank Limited is mostly based on online banking system. As I am a student of Bachelor of Business Administration department for this I had to completed my internship as a private organization and submit a report about employees training and development of UBL on my findings.. UBL is one of the premier financial institutions of the country and show the excellence by motivated and well trained workforce with a comprehensive career. This organization HR activity is one of the major activities through training and development. It is an ideal place for employee training. There is a increase recognizition that employee can learn many practical experience through training and development. The banking general activities are open an account, in charge of cheque book, close employees account, fills up the remittance form and clearing section covered. At last my task was export import section. There I had done Imp form registered the import book opening L/C. Training and development needs an establishment which gives us clear objectives. The step is to design and deliver learning activities that use appropriate methods and procedures to maximize the learning and subsequent job performance of trainee. This report I almost covered all section which I had finished within the bank. All employees help me while I was working there.
The purpose of the training is to be a knowledgeable employee for the bank. Well structured training programs follow different rules and regulations. The employee proper train up through the program. Task bases training are very successful for every employee. . Training and development needs an establishment which gives us clear objectives. The step is to design and deliver learning activities that use appropriate methods and procedures to maximize the learning and subsequent job performance of trainee. Training efforts are evaluated to see whether they meet their objectives and were cost effective. Uttara bank provides on the job training program and off the  job training program. I got some actual information from some of existing employee of uttara bank. They help me to serve information. I asked them about their training experience and how they overcome their position. All of task  is favor for all  employees and my supervisor.
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1.1 INTRODUCTION
Uttara bank limited is a dynamic world of business. Profit alone do not hold a central focus of bank. I had been work as an intern at Uttara bank limited, darus salam road branch, mirpur 01 of three month from June 01 to September 01. Md zakir hossain A.G.M of bank appointed me to as an internee. This 3 month courses of my interny give me various practical knowledge of banking sector. I have also able to knowing to different task of banking and handle those task which is help to advance level. I worked there different section such as account opening, cheque issue, remittance, account closing, export import section. The report concentrated mainly on the organizations employee training and development. The employees completed their training most of them BIBM and head office at Motijhil. This report is generated under the  supervision of Nasrin akter, internship supervisor, BBA department, united international university. UBL believes in its uncompromising commitment to fulfill its customer needs and satisfaction.
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1.2 What is training program?
In recent years the scope of the human resources development has broadened simply from training programs to facilitating learning throughout the organization in a wide variety of ways. There is increasing recognition that employees can and should learn contiously, and that they can learn from on the job experience.
1.3 Why is training?
Training can broaden our skill and knowledge. It enables the persons working ability for every level of employees. All working sector have to needed arrange a training program. For motivating employee mentality training is important all over the world. It helps to perform the certain task with a specific strategy.
1.4 Training process:
 (
Evaluate
Evaluate training
Were objectives met?
Reaction
Learning
Behavior
Result
) (
Deliver
Deliver
training
) (
Assess needs
Assess training needs
Organizational analysis
Job and task analysis
Person analysis
Develop training objectives  
) (
Design and develop
Design and develop training, applying knowledge of learning principles 
Select training methods
Develop detailed content
Develop training materials 
Pilot test training program  
Train trainers 
 
)
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1.5 SCOPE OF REPORT
Uttara Bank Limited is one of the traditional banks of Bangladesh. It was assigned to work UBL all employees training program and other section of banking sector. While I worked there every employees of darus salam road branch are help me to completing my task easily. This report understands the overall side where I attuned to and work how efficiently. This report also showing the sector of products and services, foreign remittance, total asset, equity, and HR practices of bank. The all side support and guideline help me to prepare this report.
1.6 OBJECTIVE OF THE REPORT
This report objective is to complete a fulfill report and complete my BBA program me and acquire knowledge of banking sector. I also try my best effort to achieve the proper knowledge and understand the knowledge about employee training and development.
· To knowing the employee satisfaction about their training program
· To observe how employee matches their new training process and how much they are learned.
· To study various training program and visit different area for training and employee development.
· To describe how the trainer train them about various section of banking knowledge.
· To understand the different customer handling strategy for training.
· To analyze the relationship of the employee trainer and trainee.
.

1.7 METHODOLOGY OF DATA COLLECTION
For achieving the specific objective of the study, data were gathered from both primary and secondary sources. 
.
1.7.1 Primary sources
· Direct conversation with the second manager Taslima Akter of the branch.
· Face to face conversation with the bank employees and their experiences.
· Observation.
· Conversation with second manager.
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1.7.2 Secondary sources
· Various records of the bank
· Some confidential documents of UBL.
· Website of UBL
· Different types of sources of UBL.


1.8 LIMITATION OF THE STUDY
The study of the analysis of bank is not free of limitation. During the preparation of report different limitation have faced which are given under.
· Non availability of sufficient data which I required
· The data which is available is not given systematic way.
· Difficulty in communication about employee and their acquiring knowledge.
· Due to time constraint huge knowledge cannot given the report.
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CHAPTER 2
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LITERATURE REVIEW
[bookmark: _GoBack]. Development of skills of employees Training and Development helps in increasing the job knowledge and skills of employees at each level (www.uttara bank report 2017). The purpose of this study is to explore the training and development practices in Uttara bank. Different types of training practices are being followed in this Bank. The survey instrument which is a well-structured questionnaire was administered to bank staff of different grade level. Data has been collected from darus salam road branches of uttara bank Quantitative data from the responses to the closed ended questions were analyzed through descriptive statistics and ANNOVA. Qualitative data obtained through open-ended questions have also been utilized in analysis and suggestions. The findings can be used to design future competency based training programs (www.researchgate.net/publication/290916954 employee training and development)
The purpose of this research is to determine factors that impact training in bank and 
how they affect employee performance. The study observe that how training needs establish, how effective the training methods of banks and their influence of employee performance. Literature review revealed that training is one of the key element that help employees to gain knowledge and confer motivation ad satisfaction. Training enhance skills and abilities of 
Employees. Through training employee learn teamwork and integrity. On the other hand, it also contribute positively towards development of employee performance along with other factors. 
The research conclusively finds that training affects the performance of employees in bank.This is indicate by the training framework which is designed to achieve organization strategic goals. Data was collected from Bank Random sampling technique is used by researcher to gather responses from 100 employees through questionnaire. Analysis is done by regression and correlation technique. The findings of research have shown that the factors of training have positive impact on employee performance of banks of UBL (IOSR Journal of business and management). Training can help an organization succeed in a number of ways. Ultimately it is employee knowledge and skill that produce the organizations product or services. Training facilitates the implementation of strategy by providing employees with the capability to perform their jobs in the manner dictated by the strategy. Training is seen as pivotal in implementing organization-wide culture-change efforts, such as developing a commitment to customer service or making a transition to self-directed work teams. The objective of training and development is to contribute to the organization’s overall goals, training programs should be developed systematically and with true business needs in mind. (D.Fisher, 2015-2016)The training program is division of HRM. It engages in training of employee in order to improve workers satisfaction and motivated towards various banking activities. The employee of Uttara bank works as an effectively mode and their satisfaction level is high for sufficient training programmed which is arranged by the management level. 
Page-08

In training the trainee officer discuss with the employee about their performance level and how much they effective with their task. When an organization arranged training programmed then they also noticed the main focus of the purpose of training. They must ensure the mutually relationship with management level and the employee. When the employee get high performance outcome that is favorable both employee and manager. Bank training centre is BIBM which is most professional centre. The higher level employee has come to train up there. Where the highly educated person teaching who are eligible for the employee about accurate training and knowledgeable about bank management. Training programmed is playing a vital role for every organization. Banking activities is a critical portion for every first stage employee. For this reason training is important function. On the other hand the managing level and existing senior employee getting training for knowing higher level activities and improve their knowledge. The result of training is not favorable for all but this stage they train once again. Powerful training programmed help to understand all functional activities. As a result the top level employee and the working level employee train up easily. Training programs to facilitating learning throughout the organization in a wide variety of ways. Formal training is still essential for most organizations. Employee provided training for many reason; to orient new hires to the organizations or teach them how to perform in their initial assignment, to improve the current performance of employees who may not be working as effectively as desired, to prepare employees for future promotions and increased responsibilities.
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CHAPTER 3
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3.1 ORGANIZATION PREVIEW
Uttara Bank Limited celebrated 50th anniversary of its Banking Service in 2015. This well established and ancient bank has a rich history. With the initiation of some renown Bengali businessman it was established to facilitate the disadvantaged people of the then East Pakistan and started its banking operation officially on 28th January 1965 in name of “Eastern Banking Corporation” with four branches which soon reached 60 just before the independence. During Uttara Bank Limited celebrated 50th anniversary of its Banking Service in 2015. This well Non-cooperation movement in 1971, this bank performed the treasure function of East Bengal. 
After independence, Eastern Banking Corporation was nationalized and renamed as “Uttara Bank” and resumed its banking operation from 26th March 1972. Embarking on a progressive journey, Uttara Bank continued to grow and expend in the successive years. It took the name “Uttara Bank Ltd”, after privatization from June 1983 and become one of the largest private sector bank of Bangladesh. In the latter years, Uttara Bank became the trend setter in the banking industry, acquiring lion’s share in inward foreign remittances and a major market share in loans to large, medium and small industries, traders and farmers. Based on the bank’s consistent strong financial performance and its expanding presence, Uttara Bank Ltd. is currently ranked as the most trusted bank in Bangladesh.
At present the bank has 233 branches and all are under online network. In addition, its effective and diversified approaches to seize the market opportunities is going on as continuous process to accommodate new customers by developing and expanding rural, SME financing and offshore banking facilities. Besides these traditional delivery points, the bank is also very active in the alternative delivery area. It currently has the facilities of SMS banking, internet banking and a large number of ATMs of its own with ATM sharing arrangement with other partner banks.     
3.2 Loans Scheme
· Uttaran small business loan (USBL)
· Nari swanirbor rin prokolpo. (NSRP)
· Uttaran SME sector development project loan (USSDPL)
· House Hold Durables
· Uttaran House Repairing / Renovation Loan
· House Finance for Freedom Fighters 
· Travel Loan
· Marriage Loan
· Working Capital Loan
· Education Loan
· Doctor’s Loan 
· Uttaran Home Loan
· Car / Motorcycle Loan
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· Trade Finance
· Green Financing 
· Agricultural Credit
· Lease Finance
· Fixed Term Loan to Enterprise
· Loan for Foreign Employment 
       

3.3 Deposit Scheme 
· Saving clients account.
· Saving school banking.
· Saving garments worker account.
· Double benefit scheme.
· Saving farmers account.
· Saving leather factory workers account.
· Saving platinum NRB deposit.
· Saving Platinum bank deposit.
· Uttaran Lakhpoti Deposit Scheme
· Uttaran millionaire deposit scheme.
·  Notice Deposit
· Non Privileged Farmers, Woman & Young Entrepreneurs account.
· Monthly Deposit Scheme (MDS)
· Under Privileged A/C.
· Current Account (Individual)
· Uttaran Swapnapuran Procolpa
·  Uttaran Bibaha Sanchaya. 
· Mashik Munafa Prokolpa.
· Uttaran Shikksha Sanchaya Prokolpa
· Uttaran Taka 10 SB Account 
·  Steet Urchin and Working Children SB A/C
· Physically Challenged Persons SB A/C.
3.4 Theoretical Framework
Cash:
Funds on hand or in bank.
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Capital:
The inputs, such as tools, machinery, equipment and buildings, used to produce goods and services and get them to the customer.
 Reserves:
A fund or things as that which is kept for future use.
Capital Adequacy:
Capital Adequacy indicates the equity base with respect to risk weighted assets derived from both on and off balance sheet activities of the bank.
Deposit:
A sum of money stored in a firm, not to be withdrawn without notice.
Investment:
The commitment of funds to one or more assets that will be held over some future time period. It is concerned with the management of an investor’s wealth, which is the sum of current income and the present value of all future income.
 Import:
Goods and services produced in one country and bought in by another country.
 Export:
Goods and services produced by a firm in one country and then sent to another country.
Remittance:
The sending of money to a distance.
Return on Assets (ROA):
The accounting rate of return on firms assets.
Return on Equity (ROE):
The accounting rate of return on stockholder’s equity. Another definition of ROE is the ratio of net profit to total owner’s equity; measures the return that owner’s receive on their investment in the firm. 
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Retained Earnings:
The amounts left over from profitable operations since the firm’s beginning; equal to total profits minus all dividends paid to stockholders. Another definition is profits that have been reinvested in a firm.
Earnings Per share (EPS):
The ratio of net profit to the number of share of common stock outstanding measure the number of dollar’s earned by each share of stock.
 Assets:
Things of value owned by a firm.
 Liabilities:
What a firm owes to its creditors.
 Equity:
A form of business financing consisting of funds raised through the sale of stock in a business.
Gross profit:
The amount of a company earns after paying to produce or but its products but before deducting operating expenses.
 Net profit (Net Income):
The amount obtained by subtracting all of firms expenses from its revenues when the revenues are more than the expenses.
 Debentures:
Unsecured bonds that are backed only by the reputation of the issuer and its promise to pay the principal and interest when due.

3.5 THE TASK WHICH I HAVE DONE IN THE BANK:
I almost covered all over the general banking section of UBL. Every section I had to do the work as I am assistant or trainer there. I also work as if what an employee does. Sometimes myself open an account, in charge of cheque book, close employees account, fill up the remittance form and clearing section covered. At last my task was export import section. There I had done Imp form registered the import book opening L/C.
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3.6.1 Account Opening: The 1st task of bank activities is opening a bank account. Customers have to open an account and then started to transaction. Two types of account clients can open 1.savings account and 2.current account. Current account 2 types (individual and non-individual or persons organization name). 
1. savings Account opening: if anyone want to open savings account 1st task is to submit his/her NID photocopy, 2 copy passport size photo and nominees one copy NID or birth certificate photocopy one copy photo. 2nd must have to needed Introducers signature and address. Then parties personal information and transaction profile and persons signature is also important to fulfill an account opening form.
2. Current Account opening: for current account: The same things do when opening current account. But if anyone opens non-individual account then must have to submit his personal tin no, and companies trade license, and his/her personal seal. Otherwise the papers are to be same.
I also open FDR, different types of deposits such as USSP, MDS (3, 6 months, 1, 5 and 10 years) millionaire and lakhopoti account. This types of account needed same papers as above mention. Also open SMS banking and issue cheque book for every account holder.
3.6.2 Remittance section: When I 1st joint the bank then  I was worked at remittance. Where transaction the foreign money. The senders send money from different foreign country to their Bangladeshi receiver. The receiver received money to the bank. They receive money two ways one is showing their NID photocopy, and then NID is verified. Other is showing main passport. And also receive money if he/she is an account holder of the bank. The senders send money different ways- WESTRN UNION, MONEY GRAM, NEC SPOT CASH, SPIT CASH, and FIRST TRACK ETC. 
3.6.3 Cheque issue: When anyone opens a savings or current account have to apply for a cheque book and ATM card. I also issue cheque and ATM card. After 15th days of opening account a holder can takes cheque book and ATM card. 
3.6.4 Clearing section: this section worked the clearing of pay order another bank cheque and registered the payment date according to debit credit basis.

3.6.5 Customer Service: Customer service section serve customer cheque and posted debit amount to credit and credit amount to debit. And matches the customer signature.
3.6.6 Export Import Section: I mostly worked at IPM form. Fill up this form fruitfully. And the import section which L/C the client open registered their documents and endorsement bill of exchange and delivery challan.
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CHAPTER 4
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4.1 EMPLOYEE TRAINING AND DEVELOPMENT.
Every employee of UBL has to do training up. Their purpose of the training is to be a knowledgeable employee for the bank. Their well structured training programs follow different rules and regulations. The employee proper train up through the program. They trained by survey or questionnaire system. Task bases training are very successful for every employee. I have collected some data from darus salam road branch through open ended question and their searching their previous performance result which is collected from manager.
 

4.2 TRAINING AND DEVELOPMENT
The training function, now often called training and development sector or learning and performance workplace. Coordinates the provision of training and development experiences in the organizations. Training and development needs an establishment which gives us clear objectives. The step is to design and deliver learning activities that use appropriate methods and procedures to maximize the learning and subsequent job performance of trainee. Training efforts are evaluated to see whether they meet their objectives and were cost effective. Training programs to facilitating learning throughout the organization in a wide variety of ways. Formal training is still essential for most organizations. Employee provided training for many reason; to orient new hires to the organizations or teach them how to perform in their initial assignment, to improve the current performance of employees who may not be working as effectively as desired, to prepare employees for future promotions and increased responsibilities.

4.3 TRAINING AND DEVELOPMENT OF UBL LTD:

Training is the acquisition of new skills and knowledge relevant to a job. Systematically planning and implementing a training program involves more than just uttara bank HR specialists. Employees of employees are often involved in management approved major new training activities. The in house specialist may participate with designing a participate program, which may be delivered by consultant and trainers from the bank.
· Uttara bank provides on the job training program in their workplace and motivate employee to observe their certain task.
· They also arranged off the job training program. The employee of different branch doing different task within their different branch. They have to do various section task for acquiring deep knowledge.
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4.4 Sample Test Of Some Employee Of Darus Salam Road Branch:

 I got some actual information from some of existing employee of uttara bank. They help me to serve information. I asked them about their training experience and how they overcome there position. 
1. Saiful Islam Khan (principal officer) he is mostly helpful for mine. I asked him which purpose he trained and which sector is mostly important for training? How much he was improved there?
 He said me that, his crucial training part was export import sector and clearing sector. Firstly he trained up these sides. And his training was completed under head office. The head of HR division was his trainer.
 
2. Taslima Akter (second manager) she also trained up head office and BIBM where she improve all managing level activities which has done by her in the meantime. This training program also increase the knowledge of banking all sector activities.

3. Yeasmin Ara (scenior officer) recently she get promotion from assistant officer to scenior officer. She also trained from head office to doing her task effectively. Her training section is clearing and remittance section. Now she is working remittance section.

4. Faysal kabir (assistant officer) he is a youngest employee of the branch. He had to train all sector of banking activities. First he training about general banking system from head office. Now his banking knowledge is very strong and banking activities is seems to easy for him.
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5.1 FINDINGS
· Uttara bank is online oriented banking system.
· Manager and employee everyone trained up from a certain training organization.
· They provide on the job and off the job training program.
· All employees are improved their banking knowledge by attending training program.
· They provide different types of loans scheme and deposit scheme.
· After face to face conversation they said that they are satisfied with their working environment and training facilities.


5.2 RECOMANDATION

· UBL needs to training scientific method for their increasing of experiences.
· Appropriate job analysis is required immediately
·  Their online banking services must run on clearly
· In UBL employees are satisfied but not motivated to perform their training program
· Its introduce counseling process to motivate towards training
· Need based training methods is needed to incorporate in HRM system
· It is urgently needed to open a dedicated cell to handle employee.


5.3 CONCLUSION

With these progress of employees, UBL must going forward their goals. Generally the banking profession of Bangladesh is recognized and challenging because of standardized salary scale, higher social status and self esteem. At the end of the analysis it can be said that HRM practice of bank were enjoying better facilities under the rules of banking training sector. Employees of the bank receiving good number of bonus, respect and other facilities. The most of the employees are more satisfied with their job position. But worried about working pressure and work hour. Few of them are less satisfied with HRM policies job analysis, IT facilities and job evaluation. More training institution should be needed to the employees. Overall task of UBL is most fruitful.
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