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Executive Summery

The ACME Laboratories Limited is one of the Top listed Pharmaceutical in Bangladesh. The pharmaceuticals industry faces severe competition within the oligopoly and as a result organizations are highly performance driven. The overall approach of the report is a descriptive review of the recruitment and Selection Process of The ACME Laboratories Limited. They maintain a very strict and systematic approach in the Recruitment and Selection Process. So the Human Resource Division of the ACME Laboratories Limited continuously develops ideas to manage them and also take initiatives to formulate those. To get the better outcome from their quality employees they do performance evaluation and performance evaluation and perform necessary tasks to motivate their employees in case of poor performance. In this report started with the organization overview, the mission & vision of the organization, the values of the organization, the factory overview of the organization & along with this the overview of the Human Resources Department and its mission & vision. In the next part of the report, described about the internship program & the internal and external recruitment process of ACME laboratories along with the flow chart. The next part covers the wings of Human Resources Department & the policies of Human Resource Department and also responsibilities there as an intern. In the next part covered with the findings & constrains that have found while being the part of the ACME Laboratories HR department. The analysis of strengths, weakness, opportunities & threats are put up in the next part of this report. The report gets ended with the overall idea of internship program & future potentialities.  
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[bookmark: _Toc20519911]Background of the Report

This internship report is prepared to make a cumulative study on “Recruitment and Selection Process of The ACME Laboratories Limited”.
It is part of the fulfillment of internship project required for the completion of BBA program of United International University. Especially from this study we can know easily how The Acme Recruits the employees and select them.
The preparation of the report is supervised by Yesmin Islam, Assistant Professor, United International and thankful to her for assigning this report.
[bookmark: _Toc20519912]Rationale of the Report

As a student of Bachelor of Business Administration (BBA) everyone has to conduct a practical orientation in any organization for fulfilling the requirement of the 3 months internship program. This report currently working as an intern in the HR and Administration division of ACME LABORATORIES LTD.This Report very lucky that got internship opportunity here and believes this will be very helpful for me in my future career. By this opportunity this report will acquire practical knowledge and experiences about the HR practices and administration function. This will help me to develop corporate etiquette. After 3 months of my internship when the report will be done hope, it can implement this knowledge have acquired from this internship.

[bookmark: _Toc20519913]Scope of the Report

This report work is the best possible way to find out the lacking in my performance & how and where should I improve. It is also an assistance tool for me to increase my writing abilities. It’ll also help me to improve my analytical & critical thinking ability. This report can also act as a useful tool for the future that will be looking for doing internship in similar type of organization. This report may come useful for ACME Laboratories as they can use this as feedback for the overall working environment & their areas of strengths & weaknesses. Ultimately, this project will be helpful for both interns & the organization to improve their areas of lacking.


[bookmark: _Toc20519914]Objectives of the Report

[bookmark: _Toc20519915]Broad Objective of the Report

The main objective of this report is to briefly identify and explain the whole Recruitment and Selection Process of The ACME Laboratories Limited. 
[bookmark: _Toc20519916]Specific Objectives of the Report

· To discuss about the Recruitment activities of ACME Laboratories Ltd.
· To identify the main activities in Recruitment and Selection Process of ACME Laboratories Ltd.
· To find out the problems related to the Recruitment and Selection Process of ACME Laboratories Ltd.
· To recommend some point to overcome the problems in the Recruitment and Selection Process of ACME Laboratories Limited and other pharmaceutical companies as well.

[bookmark: _Toc20519917]Methodology of the Report

This report work is solely produced by me who was not all easy, so had to take some helps from different sources. The sources went through for seeking help are- Primary Sources & Secondary Sources.
Primary Sources: Interview, Observation, Practical Work Experience.
Secondary Sources: ACME website & web portal, HR policies, Human Resource Information System (HRIS) software. 





[bookmark: _Toc20519918]Limitation of the Report

This report has tried level best to create a useful, information & effective report; however there were limitations that had to go through while making this report. Those limitations are-

· Getting data regarding the functions of HR team was not at all that easy, so I had to be very alert whenever any information came towards me in any confidential way.
· Making of the report while being responsible for the tasks assigned to me was a difficult task for me as the work load was huge.
· During the first month of my internship I fell sick several times so that was one reason I couldn’t give much time in the making of this report.
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[bookmark: _Toc20519920]2.1Company Profile

The history of The ACME Laboratories Ltd. dates back to 1954 when a proprietorship firm was conceived to manufacture ethical drugs. The main visionary of the organization since its inception until the founder’s sad demise in February 1994 and Late Humidor Rahman Sinha was the founder of the firm. The ACME Laboratories Ltd. is the leading & most successful manufacturer, importer & distributor of medicine accessories & making equipment for more than 4 decades. ACME start edits journey way back in 1954 by setting up its first move through oral liquid drugs. ACME provides a wide variety of drugs and other essential medicine for people that are use for special needs. 
 They are currently producing more than 500 products. ACME offers high quality medicine solutions in different dosages forms covering broader therapeutic categories which include anti-infective, cardiovascular, anti-diabetics, gastrointestinal, CNS, respiratory diseases and so on. The success in local market prompted us to explore the international market and over the years they gained a firm presence in South East Asia, Africa and Central America and continuously discovering new horizons to improve the quality of life for patients, to further the success of their customers and to help meet global challenges. Through the outstanding knowledge, professionalism and commitment of more than 7000 employees, The ACME is consistently building upon their facilities, capabilities and also portfolio to meet the growing health care needs.
Through their employees outstanding knowledge, professionalism, and shaving a good corporate culture, ACME remains true to their founder’s vision and values- to produce high quality medicines with integrity, customer focus, pro-activity, team spirit, excellence and desire to win and responding to social and environmental needs. Their company draws upon a rich legacy of high quality formulations and a robust pipeline of promising generic medicines at affordable price to meet the health care needs, with more than 60 years of expertise in medicine and science. Besides the above mentioned things, ACME is looking forward to adding few more products which will add value to the image of ACME in many ways and establish as a diversified conglomerate. ACME is an ISO 9001:2015 certified company. Their quality slogan is “Perpetual Quest for Excellence”.  







[bookmark: _Toc20519921]2.2Mission Statement, Vision & Core Values

Mission Statement

Their holistic approach is to ensure Health, vigour and Happiness for all by manufacturing ethical drugs and medicines of the highest quality at affordable price and expanding in the local and global market.
They view themselves as partners with the doctors, healthcare professionals, all other customers, their employees and harmonize with environmental issues.

Vision Statement

The vision of The ACME Laboratories Ltd is to reach out even to the remotest areas of Bangladesh and improve lives with quality products at a reasonable price. Since its inception in 1954, the ACME Laboratories Ltd. has been working relentlessly with a vision to ensure Health, Vigor and Happiness for all and is on a perpetual quest for excellence.  
Core Values

Values are the measure for our thinking and actions. They are the core of what ties us together in the past, present and future. They do business on the basis of common values. Their success is based on customer focus, team spirit, desire to win, pro- activity, integrity and excellence. These values determine to their actions in daily dealing with customers and business partners as well as in their teamwork and collaboration with each other.

[bookmark: _Toc20519922]2.3Quality Policy of ACME

The following guidelines/ principles help to make ACME’s quality policy into a reality;
1. ACME’s quality slogan is – “Perpetual Quest for Excellence”.
2. The ACME Laboratories Ltd. is committed to maintain state-of-the-art manufacturing facilities for ensuring best quality products to the customers.
3. The company is devoted to;
· Increase sales growth
· Increase productivity
· Increase profit margin
· Improve company image & customer satisfaction and
· Ensure continual improvement.

4. ACME is committed to achieve excellence by proper execution of
· ISO 9001:2015 standard
· WHO cGMP standard.
[bookmark: _Toc20519923]2.4ACME at a Glance

	Name of the Organization
	The ACME Laboratories Ltd.

	Slogan
	Perpetual Quest For Excellence

	Year of Establishment
	1954

	Incorporated as private Ltd. Company
	1976

	Chairman
	Mr. Nasir Ur Rahman

	No. of Branches
	19

	Number of Employees
	7000+

	Number of Employees in HR division
	39

	Registered Office
	Court de la ACME
¼ , Mirpur Road, Kallanyanpur,
Dhaka 1207, Bangladesh

	Contact
	+880290041946-6 PABX
+88029016872 Fax 1



[bookmark: _Toc20519924]2.5Board of Directors:

· Mr. AfzalurRahmanSInha(Chairman)
· Mr. MizanurRahmanSinha(Managing Director)
· Mr. Jabil R. Sinha (Deputy Managing Director)
· Mr. TanveerSinha (Director)
· Ms. Sabrina Sinha (Director)
· Mr. FahimSinha (Director)
· Mrs. JahanaraMizanSinha (Director)
· Mrs. NaginaAfjalSinha (Director)
· Mr. KaziSanaulHoque (Nominee Director)

[bookmark: _Toc20519925]2.6Main Products of ACME Group:


 (
Gintonic
(Capsule)
) (
Menotox
(Liquid)
) (
Neotrax
(Tablet & Syrup
)
)




 (
Genta
(Injection)
)


 (
Megafill
(Tablet)
) (
Mariment
(Ointment
)
)

 (
AMBE Clearing
)




 (
Tracid
 Vet
(Injection)
)
 (
Ciprofloxacin
(Bolus)
) (
Norfloxacin
(Liquid)
)







[bookmark: _Toc20519926]2.7Sister Concern of ACME
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2.8 [bookmark: _Toc20519927]Sales & Distribution Channel:

The ACME Laboratories Limited Has 21 Sales and Distribution center around the Bangladesh, They are given bellow:
1. Rangpur Sales Center
2. Bogra Sales Center
3. Rajshahi Sales Center
4. Jesshor Sales center
5. Khulna Sales Center
6. Barishal Sales center
7. Mymensing Sales center
8. Dhaka City Sales Center- South
9. Dhaka City Sales Center- North
10. Sylhet Sales Center
11. Comilla Sales Center
12. Chittagong Sales Center
13. B.Baria Sales Center
14. Dinajpur Sales Center
15. Narayanganj Sales Center
16. Savar Sales Center
17. Faridpur Sales Center
18. Chakoria Sales Center
19. CHowmuhani Sales Center
20. Pabna Sales Center
21. Feni Sales Center







2.9 [bookmark: _Toc20519928]Historical Achievements

· 1954- The ACME Laboratories Ltd. established as a proprietorship for manufacturing pharmaceuticals items.
· 1976- The ACME Laboratories Ltd. switched into a Private limited Company.
· 1978- The ACME Laboratories Ltd. had introduced to produce tablet and capsule in news premises.
· 1983- The ACME Laboratories Ltd. started commercial operation with modern facility at Dhamrai, 6 acres land 32 km from Dhaka.
· 1987- The ACME Laboratories Ltd. added cream and ointment in production.
· 1990- The ACME Laboratories Ltd. achieved average 25% growth rate compared to starting year.
· 1992- The ACME Laboratories Ltd. launched inject-able Products.
· 1995- The ACME Laboratories Ltd. exported medicine in Bhutan for the first time.
· 1997- The ACME Laboratories Ltd. started to manufacture animal health based drugs.
· 2011- The ACME Laboratories Ltd. successfully registered four products In Guatemala.
· 2017- The ACME Laboratories Ltd. achieved ISO 9001:2015 standard.

2.10 [bookmark: _Toc20519929]Current Market Condition at ACME

Domestically, Bangladeshi firms generate 82% of the market in Pharmaceuticals; locally based MNC’s account for 13%, and the final 5% is imported. Although 235 pharmaceutical companies are registered in Bangladesh, only about 85% are actively producing drugs. The to 30 to 40 companies dominate almost the entire market, the top 10 hold 70% of domestic market share; and the top two, Beximco and Square, capture over 25% of the market. ACME has 3% market share in the pharmaceutical industry. The industry structure is relatively concentrated.



2.11 [bookmark: _Toc20519930]Organizational Structure of acme
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2.12 [bookmark: _Toc20519931]Division of the Acme Laboratories Limited
















2.13 [bookmark: _Toc20519932]Current Organ gramof Human Resource
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3.1 [bookmark: _Toc20519934]Recruitment & Selection Process:

Recruitment is the process of searching and hiring of potential candidates with expected knowledge skills and experience in order to mitigate the demand, goal and objectives according to job description and job specification. The main objective behind recruitment process is to select the best employee among the widest pool of applications for the required position.

Recruitment the best employees can also be the competitive advantage for the organization. However, ineffective selection and recruitment process may lead the organization to reduction of sales, growth and productivity of the organization, disrupt organizational and industrial operation and also hampers the objectives and culture of the organization.

The recruitment process has different steps to complete the procedure. Each and every step should have the capabilities to attract and select the talented and efficient employees from diverse applicant pool. The steps are below:

















 (
Receive manpower requisition from concerned division
)


 (
Is this requisition justified?
)                                                                                               No
                                                                              Yes

 (
Get final approval from HR division and Board of Director
)
 (
Precede advertisement against vacant position (external/ internal)
)

 (
Collect and scrutinize resumes in connection with concerned division 
)
 (
Prepare short list and invite for written/ viva/ practical test
)

 (
Prepare short list for Final interview if required
)
 (
Select the desire candidates by interview board
)

 (
Take Management Approval
)
 (
Check necessary papers like certificate, past employment history, driving license and so on
)

 (
Provide Appointment Letter
)



There are several steps to recruit and finally select an employee. Each step is interrelated with their previous and forward steps. These steps are described below:
3.2 [bookmark: _Toc20519935]Receiving Manpower Requisition Form:

In a particular position where employee needed, requisition can be send newspaper or online to the HR division. There is a internal requisition form that is use to collect the information of requisition. 
                                           `[image: http://www.acmeglobal.com/images/acme_lab_txt.jpg]
Requisition Form
	Job Title
	Division
	Department

	Jr.Officer
	HR
	HRM

	Sales Representative
	MKT
	MKT



Here, Every Head of HR concerned about the division and he will write down the position name, department, division, number of employee needed, type of vacancy, and date by which personal is required to join. There are two types of vacancy. These are:
· Newly Created Position:
When a new position is created, then it is too much difficult to hire right person. Their business is growing that’s why their needs are expanding. They post a job advertisement and collect dozens of promising candidates. After through application review, they narrow the field and bring in a select group of candidates for interviews. One candidate’s stands out; their qualifications, skills, personality, goals everything aligns perfectly with their organization. Everything is going according to plan. This is how ACME has created so many worthy positions like executive, senior executive, deputy manager, senior deputy manager, assistant manager and many positions.
· Replacement:
When an employee vacates a department or division the same position classification is typically posted to replace the vacancy for increasing productivity, turnover or promotion replacement from one employee to other employee is done. During replacement changes should be obtained to eradicate issues for such particular posts.
This is how ACME is doing replacement of employees. When an employee gets replaced or promoted from positions it the position gets shifted.
3.2.1 [bookmark: _Toc20519936]Job description:
A better position description can lead to a successful recruitment process. It includes making setting interview questions and evaluations. It is an internal document that clearly states the essential job requirements, job duties, job responsibilities, and skill required to perform a specific role. It can be used during performance evaluations for acquiring success.
Moreover, it reduces the retention procedure as the newly hired candidate has the highest possibility to turnover. It is planning to determine to set goals and target for the employee upon joining.
In a job description must clearly identify the purpose of the role as well as the key tasks to be performed and the main responsibilities of the position. The document will also include the name and position of the employee the perfect candidate will be reporting to.
The key points that ACME would normally be included in their job description include:
· Title and summary of the position.
· Lists of the duties.
· Professional experience.
· Education level and qualifications.
· Main skills required for the position.
· Important documents.
· Work environment.
· Employment condition.
· Office hours.
· Location.
· Application information. 
3.2.2 [bookmark: _Toc20519937]Job Specification:
In the job specification, Head of HR will mark out skills that need to perform their vacant position. Here, he will portray about educational qualification, experience, and age limit, experience, training, judgment, initiative and so on. ACME recruitment and selection always try and improve their job specification for particular vacant post.
3.2.3 [bookmark: _Toc20519938]Approval:
When the division raised requisition for vacant position then the manager will try to approve the requisition through sign. It works in a correlation with the management position. Divisional Head, Head of HR and Deputy Managing director will sign also. After signing from Deputy Managing Director will send it to HR division. Then HR division will examine it and the manager will work on it after getting the approval.
   3.2.4 Attract Applicants & Collecting Resumes:
When deputy managing director sign in the approval from then the HR division will start their recruitment tasks. The photocopy of manpower requisition form will send by the HR manager and it will keep the original copy. After that they will set how to get applicant’s attention. They think about their vacant position and raised their requirements. They follow the two sources for collecting resumes. These are:
3.2.5 [bookmark: _Toc20519939]Internal Sources:

Firstly they follow internal sources and they collect resumes from those who are currently working with organization and also who are appropriate for the position. . Internal sources help to reduce the cost of the company. The ACME Laboratories follow some sources that are used to utilize internal resources. These are:
· Employee Referrals:
 Through employee referrals currently working employee can refer their friends, relatives and other members who are perfect for the position and also well aware of the organization culture, working conditions and job requirements. Usually another source for ACME is employee referral which implies using personal contacts to find job opportunities. It could be a proposal from a current worker with respect to a candidate. The logic behind the worker referral is that “it takes one to know one”. 
But their important note from ACME which is just former employees also considered as an internal source but once the persons left the job they cannot do the internal referrals.
· Notice Board:
The job advertisement is placed on all the company notice board and can recommend suitable candidates, if they need an employee for lower level post like security guard, driver, and technician. But The ACME Laboratories Limited never publishes their job advertisement in every branch’s notice board. So in that sources ACME wants to recruit them internally. ACME gives opportunity to their existing technician, Electrician and SR for this position can apply.


· Transfer and Promotion:
 Sometimes HR division follows these sources because of the employee is familiar with the working of the organization and also get motivated to work harder to get promoted to the higher levels of the organization. Or if vacant position is immediately important.

3.2.6 [bookmark: _Toc20519940]External sources:
 Through external sources the ACME Laboratories Limited gathers huge and good number of applicants. The sources are:
· Newspaper Advertisement:
If they found any appropriate candidate through internal sources, then they go for external sources for find out the right candidate for right position. At first, they get an approval from management level they contact with newspaper for booking their job advertisement. Their advertisements are printed on The Prothom-Alo, The Amar Desh, and The Bangladesh Protidin and The Daily Star Also.
· Online and Social Media Advertisement: 
The company gives promotion in national dailies (both Bangla and English) to pull in the employees with best abilities from the vast pool of resume. Bdjobs is one of the most sources of ACME to gather resumes of potential candidates. ACME puts two sorts of notices within the daily papers. It in some cases keeps the personality concealed within the ads, mentioning a GPO BOX number as it were. The reason of the concealed personality is to maintain a strategic distance from the unwanted pressure from the stakeholders for the work of their craved candidates. But this way the company may lose the best candidates out there within advertisement who would have connected for the same post had they known the name of the organization.
· Walk – in and Write- In:
Walk –INS is a direct from of recruitment where in the prospective candidates are invited through an advertisement; Write- INS are those who send a composed request, both bunches are ordinarily inquired to total an application clear to determine their intrigued and capacities. Field level administration employments like Area Sales Coordinator, Regional Managers are select through Walk – in interviews. Here, the specified date, venue, and time are mentioned, and the candidates are requested to come and give interviews directly.

· Consulting the CV Bank:
After collecting the CV, manager goes through with the CV. If the perfect person align with their requirements which mentioned in the job description, after that he or she will call for the viva or written test. Even if that person appropriate for another position, then he or she will get call for viva or interview session when the company need.
· Interns:
 Interns are one of the external sources. In ACME every division need intern then they raise their requirement. HR division collect interns resume from different educational institutions and universities. Sometimes students send their resumes to HR division via email or hand to hand. Sometimes ACME recruit intern from campus recruitment.
· Campus Recruitment:
Now a day’s one of the most important external sources is on campus recruitment. ACME follows that sources and collecting resumes from students. They visit the campus to recruit final year students for their entry level positions. This process includes various steps such as pre-placement talk, aptitude test, group discussion and personal interviews.
· Job Fair Recruitment:
Job fair is most important who are looking for job. ACME takes the opportunity and collects the CV division wise. They talk with the candidates face to face.  
3.3 [bookmark: _Toc20519941]Selection Procedure:

Through this procedure evaluating the candidates and hiring them according to their skills, effectiveness and talents. The selection process is discussed below:
· Screening and Sorting Applications:
Through advertisement which resumes or CV’s are to be collected, that CV or resumes are to be sorted and screened. Each and Every resume is taken into consideration. Within the covering letter, the style and language of composing system ACME are screening. While being an intern must say it is the most difficult part of their job is screening the right candidates from a large applicant pool.
Here, they screen the CV based on candidates his or her education, experience, qualification and other essential information included on their CV.
After screening the CV they go for sorting applicants. This is also a most important part. Here they find out the best candidates. They can sort by application date, university name, distance from the workplace, and years of experience or average rating align with requirements.  
 Basically, ACME sort out the CV’s according to different universities, then every category like department marking, finance, human resource, accounting get priority and then those who are from NSU, BRAC, IUB, EWU, BUP and UIU also get the highest priority. Besides, experience matters a lot in this company. Candidate having highest experience gets the highest priority. Besides, results sometimes matters for sorting the CVs.
· Make call list & Informing candidates:
 After screening and sorting the resumes, HR division make the call list for informing applicants for attending written test or viva for the vacant post. This call list includes candidates serial No, applicant’s name, Fathers name, university name, mobile number and remarks. HR division calls applicants through two ways. If applicants list is short, HR division calls them by themselves. If applicant’s number is large they send call list to PABX section. PABX section contacts with candidates. PABX section maintains relationship with inside and outside organization. PABX section will write down note weather applicants are available or not. Interview date, time also they provide by email.
· Preparing Candidates Profile Summary:
After making call list they make candidates profile summary. Most of the candidates profile summary is prepared after written test exam but when of resumes dropped into the CV Bank then HR division try to do this quickly. When they are make out the call list they are try to do CPS at a time. This candidates profile summary contains applicants CV serial Number, applicants name, Fathers name, mobile number, last education, education institution, date of birth, professional experience, total experience written test marks, practical marks, viva marks, viva comments, reference; this will help interviewee to understand applicants in a moment.
· Preparing Attendance Sheet:
 Before written/ viva/ practical exam, HR division will prepare attendance sheet. This attendance sheet includes applicants name, father name, mobile number and signature box. When It is completely prepared, it will be sent to reception. So when candidates will come into their office, they will sign there. After that reception department this attendance sheet gives back to the HR division. Here also provide their serial number and this serial number must be write down their answer script.


· Written/ Viva/ Practical Exam:
HR division arranges some examinations where candidates will give test. Especially they chose training room for the written exam. Written exam is divided on some categories. There are question about English, Math, General Knowledge and Job related. Then HR division checks the exam paper send to the departmental head for the checks out. After departmental head gives back those of exam paper to the HR division and HR division attaches exam paper with individual paper and resumes. After passing written exam, HR division organizes viva. This viva board consists of three types of people. Some are from HR division, some are from concerned department. Another interviewer is from other department. Before starting interview, Recruitment and Talent Manager will give some overview about the vacant job and question. Then he provides candidates profile summery, particular job advertisement and resumes who pass in written exam. In viva, interviewer asks about applicants study and job related question. They want to know about job responsibilities from candidates will response in given situation. They also ask candidates about expected salary. If applicants have job experience, they also ask about job condition and reason of leaving that organization. Interviewers basically evaluate some aspects from candidates. These aspects are;
· Job understanding
· Communication skill
· Leadership
· Decision making abilities
· Judgment abilities
· Technical skill
· Team management skill
After viva section, Departmental head/ HR head goes for the practical test of the candidates. Cause they want to know from candidates how experienced he/ she with their particular work related. And they want to see from candidates how softly he/ she manage his/ her work.
Then the viva board finally selects the candidates.
· Call the Finally Selected Candidates:
After finally selected candidates, HR division ensures that finally first choice candidate will attended their organization. If first choice does not expect their condition, HR division will go for second best or third best choice. Then HR division calls finally selected candidates on fixed date to bring necessaries papers.
· Employment Check List for New Joiner:
 New joiner has to handover some important documents. These documents are:
· Updated Resume: New joiner will give away two resumes in English and Bengali.
· Employee Information Form: Employment form is another version of new joiners resume. Here, new joiner will give information about his/ her name, permanent and present address, phone number, email address, academic description, prior work experiences, emergency contact etc.
· Certificate and Transcript: After selected the candidates, new joiner will give all original and photocopy of all certificates. The photocopies must be attested. After one year, employee can get back all certificates. That’s time he/ she have to apply for certificates to HR division.
· Release Order: If new joiner has previous job experience, he/ she must get back release order from previous organization. Otherwise, he will not be able to join here.
· Seven Copy Passport size Photograph: New joiner will give seven copy passport size colored photographs with his/ her name and signature at the back. All photographs must be attested by first class government officer.
· National ID card photocopy: New joiner will give two photocopies of his/ her identity card. He will give one photocopy of nominee’s identity card. All photocopies of identity card are attested by first class government officer.
· Nationality Certificate: New joiner will provide national certificate which is issued by union chairman / ward commission.
· Nominee Form: In nominee form, new joiner will mention not more than three persons who will get benefits if employee dies.
· Three hundred taka non- judicial stamp paper: In three hundred taka Non- Judicial Stamp paper, new joiner will promise about given information that are true, future job duties. The stamp paper must be authorized by first class executive officer.
· Security Bond: In security bond, a person who is relative or familiar with new joiner will give security. It would be on Two Hundred taka Non- Judicial Stamp paper approved by first class executive officer. This is only SPR and MR new joiner.
· Medical Certificate: New joiner will submit medical certificate from any government medical officer or civil surgeon.
· Blood Group: New joiner will also submit blood group report.
· Bank Account: If new joiner has an account with Dutch Bangla Bank Ltd, he/ she will provide the bank account number.
· Tin Paper: Recently ACME included in joining file actually who are new joiner such as SPR, MR, Executive, SR. Executive, Jr officer etc.

· Negotiation ( If necessary): In some cases negotiation is needed. Most of the cases of senior person suppose “manager” negotiation is necessary. Negotiation for the job description, salary and some of conversations.
· Appointment and Regret Letter: Appointment letter are send on candidates mailing address after they get the job and when they are come for joining then HR division give the hard copy of appointment letter. ACME is also maintaining “Regret” system. ACME has a specific electronic format for sending regret letter.
Employees will be appointment first according to his or her qualifications and efficiency. In HR division provisional period up to six months if any development is not seen to that particular trainee. 
Selection Process
 (
Completed application
Reject applicant
Passed
Employment test
Passed
     Interview
Passed
Conditional job 
offer
Background investigation
Passed
Physical examination
Able to perform
Essential element of job
Permanent 
Job offer 
Failed to complete application
Failed test
Failed to impress interviewer
Problems encountered
Unfit to do essential elements of job
)



Primary Responsibilities of Employed workers:
· Selected applicant must attend to the company’s Human Resource Division ( HRD) before 8.30 AM at the date, which is mentioned in the appointment letter.
· Brief introduction about the following issues will be given to employee after attending to HRD. Such as;
· Introduction with brief history of ACME Laboratories Ltd.
· Wages and facilities.
· About the rules and regulations of selection procedure, environment, health, security and other events.
· Get an idea about the locations of toilets, canteen, and fire escape route and so on.

Recruitment and Selection process of SPR and MR of The ACME Laboratories Ltd.
SPR & MR is one of the important positions in the ACME Laboratories Ltd. SPR means “Sales & Promotional Representative” and MR means Medical Representative. Every month, the ACME Laboratories Ltd. recruits huge number of employees. Because these positions bring the money and also every month they resign, the reason is they cannot take the huge responsibilities. The Recruitment and Selection process of SPR and MR is little bit different from other recruitment and selection process.
Here is the recruitment and selection process of SPR and MR:
Requisition Form: Basically, marketing division raises their employees demand through requisition form. HR division will justify and take authorization from “Board of Director”.
Attract & Invite Applicants: Most of the time The ACME Laboratories Ltd recruits SPR and MR in huge amount. That does why they try to collect CV and reach highest number of applicant. HR division will publish its recruitment advertisement in National newspaper. Usually, they try to publish this advertisement at Friday. In Advertisement, there are some requirement points. These are:

Job responsibilities for MR:
· Maintain constant liaison with doctors and health care professional.
· Promote company products and create brand awareness.
· Achieve sales target assigned by the company.
· Provide updated products information to the doctors and chemists on a regular basis.
           
  Job specifications for MR:
· Applicants must complete Bachelor degree or honors or masters from general education.
· Applicants should have ability to work under pressure to meet work deadline.
· This position requires extensive tours and applicants should have willingness to ride motorcycle.
· The age limit is 30 years.
Job responsibilities for SPR: 
· Ensure on time delivery of medicine to the chemists as per requirement.
· Manage the cash after collection to ensure safely deposit of the cash to the concern deport.
· Promote company products in potential market.
                Job specifications for SPR:
· Applicants at least complete graduation from National University.
· The age limit is 30 years.
· Applicant’s unmarried status is preferable but not mandatory.
[image: ]
Recruitment and Selection process of SPR and MR in Flowchart
Workplace can be anywhere in Bangladesh. Only male are allowed for SPR. If organization needs female MR, they mention in advertisement. They also make good use of internal sources for SPR and MR.
3.4 [bookmark: _Toc20519942]HR division Justification:

 HR division will justify new joiner’s papers and all academic documents also previous experience certificate, when they submit his/her necessary papers.
· Educational Certificate:
 At first, HR division will justify his or her educational certificates. Then, they will send to legal department and they will do the final justification.
· Driving License:
HR Division will apply to get information from BRTA about himself/herself if they need driving license. Its need a new driver will join in this company and HR division does it for driver position.
· Past Employer: 
They will try to get information from past organization that’s why HR Division will contact with past employer.
New joiner will get the appointment letter; if HR division does not find any problem with submitted papers.

3.5. The HR policies of ACME Laboratories Ltd.
The HR team of ACME Laboratories has developed a comprehensive Human Resource policy hand book which envelope each & every practices that are followed regarding the smooth running of the HR functions. The intention of the handbook is to fortify familiarization of Human Resource practices amidst the employees. The HR policy handbook show case that how employees should perform while being in the organization during their work tenure with ACME. The handbook keeps the details of different policies with the target to obtain stability, equilibrium & fair interpretation of different practices every time. Employees shall also find the high- level of guiding principles and values simultaneously in which all the staffs of ACME shall have faith & the intention to agree with & to gain the respect of their fellow worker, consumers and contender. The policy titles given in the handbook are-

Office hour, holidays, attendance and leave policy: The daily office hour of ACME is 8.30 A.M to 6 P.M & weekly holiday if Friday. However, sometimes the employees have to work or attend meetings on Saturday. For recording the attendance, the employees have to punch their fingers on the machine; if any employee punches after 8.31 A.M that will be counted as late similarly if any employee punches before 5.55 P.M that will be counted as early out. Two days of late come or early out are considered okay but when it is more than two late or early out then one day’s salary will be deducted from the monthly salary of the employees.
 Every employee of ACME 44 paid holidays in a particular year. Among them 11 days is count as casual leave. Sick leave is included in this casual leave and there is 12 weeks of paid maternity leave.
When one employee takes 3 days or less then it adds to his/her casual leave. If it is 4 days or more then it added to the earning leave.
There is another case for the sales and distribution personnel. In their leave from their TA/DA has been cut off for per holiday. But not the salary.

ID card Policy: All the associates of ACME have to carry their ID card with them. Without punching them, they won’t get the attendance for the day. It takes 3 to 4 days to get the ID card after giving the requisition for card. For emergency it takes 1 or 2 days. After coming from the printers had to send the ID cards to the particular divisions or factory.

Probation & Confirmation policy: Any employee who joints the organization usually being kept in a probation period of three months. If it is found that the employee has done well in the probation period then a confirmation letter is being issued to the name of the concerned employee after the successful completion of the probation period of the concerned employee will be extended by three months.

Code of Conduct policy: There is a well described code of conduct for the employee of ACME laboratories. No employee is being allowed to go anywhere during the office hour without letting his or her supervisor know. If any employee needs to go out early then she or he has to let their supervisor know and only if the supervisor permits them to go then the employee can go otherwise they cannot. All the employees have to be in formal dress throughout the week. If any employees need a leave, he or she first has to get the permission from their boss then they can go to the HR and can fill in a leave from. More or less these are the code of conducts that have to go to observe during internship there however there might be some more things in the code of conduct list.

Increment & Promotion policy: Every employee usually gets an increment after the successful completion of the probation period. However, this policy of increment is applicable for senior executive and above in case of corporate personnel and for regional sales manager & divisional sales manager in case of sales personnel. And, employees who are able to meet assigned duties pr KPI throughout the year along with other areas of measurement such as- attendance, integrity, communication, drive & initiative get promotion appraisal. With the promotion a handsome amount of money is being added to their salaries.

Workplace etiquette and behavior policy: Every employee is ordered to follow the workplace etiquette and the violation of workplace etiquette causes the employee or employees to have negative appraisal in the annual performance appraisal. Everyone is told to behave nicely with seniors, juniors, & guests of the organization. No employee is allowed to browse Facebook or Youtube during the office hour unless or until it is for official purpose. Being impatient and behave roughly with anyone in the office is highly prohibited and such behaviors may bring punishments for the employees. Employees are highly ordered to perform the assigned responsibilities by his or her boss and no employee can refuse doing the given tasks even if it causes him or her to stay at office after the regular office hour.

Recruitment & Selection policy: The recruitment & selection policy of ACME HR covers various steps and processes. Walk-in interviews, advertisements in the social media or local newspapers, Bdjobs & Linkdin these are the platforms from where the HR team recruits perfect match for the organization. Through screening of the CV’s and taking two three interviews the selection of the employees gets done. However, the process for recruiting & selection for corporate personnel, sales personnel, & interns are different and the various processes of hiring various personnel from different departments are nicely shown via diagrams in the recruitment process of the ACME Laboratories Ltd.

Transportation & Vehicle policy: ACME Laboratories provides cars to its General Manager, Chairman, Managing Director, Director and also employees who needs their transportation facility. In case of director level that has their own vehicle then they’ll be given additional salary. For the sales personnel, the company offers cars to its divisional sales manager but not to every divisional sales manager; if the divisional manager has to cover a lot of area to supervise on day to day basis then the company gives him car facility or bike facility. For the territory sales manager whose territory is quite big, they are given motor bike facilities and the regional sales manager also gets the motor bike facility. The corporate personnel also get the transportation facilities but not individually.

Vehicle Insurance Policy: There are many motorcycles given to the sales persons. For their safety company gives them the insurance from a particular insurance company. There are many parts of the insurance policy-
· Insurance for new motorcycles 
· Renewal of the insurance
· Changing of the insurance in case of changing of the owner
· Closing off the insurance when one left the job
Mobile phone policy: The Company provides hand set allowance each and every employee. Also when an employee new join, the company also provides new sim card each new employee. The amount of the allowance varies with the designation of the employees. Below this report show the amount of the allowance for different designations via a table-

	Designation
	Amount
	Designation
	Amount

	Managing Director
	10,000
	National Sales Manager
	7,000

	Director
	7,500
	Divisional Sales Manager
	6,000

	Divisional Head
	6,500
	Regional Sales Manager
	5,500

	Assistant Manager
	5,500
	Territory Sales Manager
	4,500

	Sr.Executive/ Executive
	4,500
	Field Officer
	
N/A



TA/ DA policy: Every employee of the organization gets the allowance named TA/DA however this allowance is basically for the field officers as they have to take a travel rent for different places for selling the products. The minimum TA/ DA for the field officers is 6000 BDT. The amount of the TA/DA may be increased if the area of the field officer is found to be bigger. The SR/ MR/ MPO get different amount as TA/DA which is around 6000 for the SR, 8000 for the MR & 10000 for the MPO. However, the corporate employee gets absolutely a different amount for their TA/DA package and the amount of their house rent, medical allowance is very confidential so the exact amount is difficult to describe.

Policy for overstay & holiday work allowance: Employees become eligible for the overstay allowance if they work no less than two hours after their official work hour. The amount for the overstay allowance is calculated in relation to the daily salary of different designation’s employees and so different designation has different amount for overstay. For example, a junior worker overstay allowance will be different from than that of an executive. If any employee works on a holiday then that employee will get a substitute leave on any other working day as per policy, however if the employee doesn’t get the substitute leave then that employee will get allowance for working on an holiday and the allowance’s amount will be double of the one day’s salary amount of that employee

Health insurance & Life insurance: ACME offers health insurance & life insurance to its employees. This insurance policy works as a key to attract employees to join the organization because very few organizations in our country offer this kind of benefits to the employees. There is a HR policy relating to this insurance. The employees have to submit the detail of the beneficiary in case of a life insurance scheme. In case of the demise of an employee, the beneficiary will get the whole amount of the insurance. When any employee is badly sick and hospitalized for at least three days then the organization will bear the cost of the medical expenditures of that employee which will be covered by the health insurance. Failure to prove the sickness and hospitalization issue will not be entertained by the organization and no allowance will be provided to such employees. So, it is more than necessary to show the documents and other appropriate prescriptions related to the sickness and hospitalization to have the allowance from the health insurance scheme.
Festival bonus policy: The employees of the ACME get two festival bonuses, one during the Eid-Ul-Fitre& the other during the Eid-Ul-Adha. Employees get some huge amount of money as festival bonuses starting from 10,000 BDT to 50,000 BDT. The amount of the bonus depends on the designation of the employees. Through the range of the bonus is given but the exact amount for a particular designation is confidential.
IT policy: The information technology department of the ACME Laboratories has their own policy for aiding the organizational tasks. The IT team helps the corporate personnel by providing them with the laptop, mouse, and other accessories. The employees have to give requisitions for the laptop when they join the organization, after getting the requisition from the employee the IT team will give laptop to the employee for official purpose. There is an IT policy for providing mouse to the employees. For example, assistant manager and above designations employees will get wireless mouse. When employees find problems with their laptop or mouse, they have to send short mail to the executive who deals with this sort of issues keeping the head of the department in the CC of that mail, the problems are sorted out as early as possible by the physical visit of that executive to the concerned employees desk for fixing the problem or by replacing the laptop or mouse with a new one.
Hotel stay policy for the corporate personnel: Many times the HR team’s members have to go to different places out of the town for walk-in interviews or for any other official purposes, similarly the marketing team’s members also have to go for market visits outside the town or in other cities or districts. So there is a policy set by the human resource department for this type of visits or tours. The policy for hotel stay of the corporate personnel is- the employees get 500 BDT for their meal and they get 2000 for each day’s hotel stay.
Incentive Policy: ACME Laboratories has a policy set by the human resource division for its sales personnel which is called the incentive policy. ACME provides good amount of incentives to its sales personnel to motivate them or to make them driven towards the set target by the organization which will bring personal & organizational growth. Field officers get 1% incentive of the target if they successfully achieve the assigned target and if they achieve not less than 90% of the assigned target then they get. 75% incentive of the target. There is incentive for the MR, MPO, SR also and their incentive policy is same as the field officers. 1% incentive for 100% target achievement & 75% incentive for minimum 90% achievement of the target. There is incentive for the professional lighting sales team, institutional sales department and component & project sales team & for the clients who introduce new customers or dealers to the organization. The amounts of these incentives vary department to department of the target.
Car loan entitlement policy: This loan is being provided to the employees who told the designation manager or above. Likewise, other policy of HR, there is also a very smooth policy for giving car loans to the employees. The amount given to the employees as car loans varies between 5 lac to 10 lac taka. And, the employees who takes this loan has to be very prompt in paying back the money to the organization because failure to repay the loan amount on the given time period will bring lots of trouble for the employees. Disciplinary actions are taken against the employee who fails to repay even after deducting his salary amount.
Transfer policy: Employee transfer policy is less complicated in ACME Laboratories Ltd. The HR division has a very simple policy for employee transfers related issues. The Human Resource Division of ACME provides a form to the employee who is to transfer from one division to another division. The employee after getting the form has to fill in the form and has to take signatures from their current division head and from their division head. But before filling in the form, a requisition relating to the transfer has to be sent to the HR from the current division head of the concerned employee and after processing the requisition the HR executive will provide the employee a transfer form. For the field officer’s transfers, a mail from his territory sales manager is needed to be sent to the HR and the HR personnel then adjust the details about the employee in the system and the employee is all set to join the new point.
The policies that are discussed above are the core policies of the ACME Laboratories Ltd. human resource division. Apart from the mentioned and described policies, there are some other policies as well in the list of HR policies of ACME Laboratories Ltd. Those policies that are shown above are-
· Amendment of laptop policy.
· Disciplinary action policy.
· Separation & settlement policy
· Attendance bonus policy.
· Policy for acceptable internet usage.
· Policy for date usage, laptop usage, & information policy.
· Salary approval, OT, tax, absent & approval of several HR policies.
· Internal memo.
· Policy for archiving & email preservation.
More or less, these are the total policies that ACME Laboratories HR has in their policy list. Each and every employee of the organization is requested to follow these policies for the better establishment of the HR policies of the ACME Laboratories Ltd. The organization’s HR team keeps a close eye to the implementation of these policies and also to the occasions when these policies are breached by any employee. Violation of these policies causes great difficulties to the employees as they have to accountable to the Head of Human Resource Division for disrespecting or violation the any of the policies. And the actions taken against the employee who disobey any policy are- facing the HOHR, justification for violating the policy, firing the employee from the organization (in some exceptional cases). 
This report in ACME was an advanced internship program so the responsibilities were huge as compared to the traditional internship programs. As this report was never afraid of taking responsibilities, so this report happily undertook the responsibilities assigned & the report tried best to give the best out of the report. During the report in ACME, the report got to learn a lot in terms of practical issues which is the report learned theoretically back in university. In this chapter the report will be describing about the learning’s from the internship and how their employees face their office and so on.
Responsiveness: Through Internship program got the opportunity to work in a sector for the very first time. This report found that really challenging & new. Being an intern responsiveness while working in the corporate sector. After few days as an intern got to realize that has to change behavior, attitude, habits, & working styles. While being an intern in ACME, learned how to deal with the changes in the workplace or in the working environment, how to work with people who have different mentality and how to be responsive to the given duties and responsibilities. Here, every employee who are working there also maintain the responsiveness.
Multitasking: As an intern multitasking has always been a known and matter of curiosity. More or less every internship program or the job offers have this word attached with them. Before internship was doing more than one thing at the same time but through internship whole concept got changed as soon as came to learn through the internship program that multitasking is more than just doing two / three tasks at the same time, it is about doing more than on task with high efficiency and proper management of confidentially. And through internship got the opportunity to learn how to do multitasking with accuracy and in given time.
Self- motivation: Self- motivation is the thing that can drive a person towards the highest level of accuracy & efficiency. Self- motivation can from getting monetary or non- monetary rewards or through inside. As an intern, did not get any monetary or non-monetary rewards so being an intern had to be self motivated. As an intern did not get any extra motivation to work from others. Through this internship, got the chance to develop these skills further more. Even though tried to help the members of HR team as much as could. 
Managing Clients: One of the major reasons to take HR as major in the university came from willingness to serve people. The HR division believes that serving employee is the most pivotal thing. Human Resource Management is much more than just taking care of disciplinary actions, attendance, training programs & so on. The HR team has to be very active when it comes to serving the people. While being an intern would say everyday lots of people used to come for different reasons like- attendance problem, ID card & business cards, settlement issues, experience certificates & many more so by doing all these things through internship got to learn how to deal with the clients, how to talk with them, how to behave with them, how to give the priority to them, had to listen their problems, had to make them understand that the solution for their problems will be provided as soon as possible; so all these activities made an employee much more polite and customer- centric. And believe that what experiences gather in ACME will assist in the near future when will be dealing lot more clients.
Corporate Culture: Being an intern in the ACME Laboratories found that the culture saw in university is far different from the culture of the corporate sector. As an intern started to realizing that need to change the way used to talk because talking with university mates & talking as an employee & bosses are completely different thing. So, through internship started shaping in terms of talking, doing and things with other members in the department, dealing different people having different mindset & behaving in front of the senior officers. The culture that found in ACME believe that made more professional in terms of behaving officially and has made more efficient as an employee to be.
Working under pressure & managing efficiency: Before starting internship program heard & saw a lot that most of the job offerings were asking for the ability to work under pressure but the report did not have any idea about what it exactly means, as soon as the intern got to understand what working under pressure actually is. By doing internship in ACME, had got the clear idea about the term under pressure. Through internship had some assigned duties to do every day, but the report never know how much work would come. As an intern used to have very little time to sit workless, since HR operations is a very dynamic work flow. Being an intern had to work promptly and with full of efficiency. There were lots & lots of tasks to do and in a limited time period, so as an intern had to be very accuracy to finish things off timely effectively.
Getting used to different types of software & devices: During internship in ACME, got accustomed to various software and devices such as- Human Resources Information System (HRIS), Human Resource Management System (HRMS) and Time Attendance Software (TAS) devices. As an intern learned to operate the devices & software, had become able to solve employees attendance related issues, attendance adjustment related issues, making reports for employees overstay & making salary adjustment reports. By getting ideas on the HRIS software came to learn how to input employee information in the HRIS software & also learned to make salary account profile & also became able to connect HRIS to payroll management. Being an intern can now say working with those software & devices and became experienced in the related tasks & more of a complete performer than ever was.    
3.5 [bookmark: _Toc20519943]Grievance handling system of ACME Laboratories Ltd.

Any kind of dissatisfaction among the employees relating to their employment which is brought in the concern of the management is called grievance. Grievances have legal certification. Employees have the legal right to show their grievances relating to their employment. As grievances can be brought in the concern of the management however the employee has to be very careful about his grievance because if the grievance is found to be illogical or illegal then disciplinary actions can be taken against such employee or employees.
ACME Laboratories has a grievance handling policy in connection with their HR team. The HOHR takes care of the employee grievances and provides the best solutions to the employee grievances. While providing the grievance solutions to the employee, the HOHR follows a sequential process through which the grievance is being settled down & the employee who shows his grievance becomes satisfied. The grievance handling process looks like the following diagram-


3.6 [bookmark: _Toc20519944]Disciplinary actions in relation with the grievance:

After identifying the grievances of the employees the Head of HR has take two paths in front of him. One path is the path that will lead to the solution of the grievance positively and with very polite way and will also lead to a fair redressed of the grievance of the employee. And the other path will lead to the solution of the grievance negatively & with very tough way which will lead to punishment for the employees.
If the grievance of the employee is found to be fair and legal then the Head of HR sits with the employee in one of the conference room and tries to motivate the employee that this type of dissatisfaction will be blown away by the organization from the next time and the Head of HR starts to take necessary steps needed to make the employee’s redressed happen as soon as possible and to make the employee happy and satisfied and loyal to the organization.
In other case, if the grievance of the employee is found to be illegal and not appropriate then serious disciplinary actions is being taken against the employee by the organization. The Head if HR after findings the grievance illegal, starts matching the principles of the legal actions for an illegal grievance and once the Head of HR is done with his legal actions principles then the Head of HR holds up the salary of the employee with the concern of the management, takes other necessary actions against the employee and in some cases when the employee is found absolutely violating all the principles of the workplace by making a grievance then such employee is fired by the management.
These are the actions that are taken against a grievance being exposed. Even though grievances do no sound good to hear but the human resource division of ACME Laboratories Ltd always inspires employees to raise their voices against anything that they feel is hurting them or when they feel less cared by the organization or when they feel they are not treated equally and appropriately according to their performances. Grievances are actually good because through grievances the HR team can identify the areas of the organization or the areas of injustice happening in the organization and so they can take immediate actions against such issues.
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[bookmark: _Toc20519945]                  SWOT Analysis


4.1 [bookmark: _Toc20519946]Strengths:

· ACME deal with ideal working environment and sound HR practice.
· In recruitment and selection process, they involve concern division’s manager like CV screening, preparing questions, checking written scripts etc.
· In HR Division, the data is contained through HRIS.
· Most of the time they get qualified CV.
· In written, viva or practical exam, there should not be any unfairness.
· Recruit the best- qualified workers. 

4.2 [bookmark: _Toc20519947]Weakness:

· Online base advertisement is not enough to get the right candidate.
· Medical representative and sales and promotional representatives cannot hold for the long time. For this problem, they recruits heavy amount of MR and SPR. It makes huge cost.
· The ACME Laboratories Ltd has not followed good online requisition process.
· HR division does not follow CV banks properly.
· Decision making process always time consuming.
· Skilled person is not available everywhere which is more important for the work.
· Lack of good relationship between management- staff.
· In HRIS software they have only one employee, this is not sufficient.

4.3 [bookmark: _Toc20519948]Opportunity:

· HR division focuses of team work.
· Most of the CV comes from reputed University.
· Arrival new technologies.
· Attractive growth opportunity for new recruiters.
· More efficient employment of people. 


4.4 [bookmark: _Toc20519949]Threats:

· Potential labors are shortage in ACME.
· Strict Government rules and regulations regarding recruitment and selection.
	
[bookmark: _Toc20519950]Findings in the Organization: The problems, difficulties and barriers that have seen and faced during internship period in the ACME Laboratories Ltd are given bellow-
· There is no training for the new internee in The ACME Laboratories Ltd.
· There are lots of works using papers in the company. They waste many papers and do not recycle this paper most of the times.
· The interns do not get any specific desks to do the job, without any personal computer and desk it is very difficult to work properly.
· Time provided for conducting the study is an important limitation.
· Adding to the previous point it was hard for the report to understand the people’s corporate behavior as the report had no experience of maintaining corporate etiquette.
· HR division of The ACME Laboratories Ltd does not contact with those candidates who failed in their recruitment and selection process.
· They do not publish recruitment advertisement on own website.
· The ACME Laboratories always tries to maintain good working environment, health & safety procedure which is certified internationally.
· Managing director is the sole authority approve finally for any business or functional decision. Only after receiving approval from the Managing Director, HR Division starts all their function as per method.
· Modern HRM always talks to involve line manager in HR practices. The ACME Laboratories Ltd engages both HR manager and line managers in their recruitment and selection process.
· In the ACME Laboratories Ltd, recruitment and selection is a continuous process. Almost every week, HR division has done recruitment and selection task and these tasks have done chronologically.
· HR division posted recruitment advertisement on every notice of every branch. They also publish this advertisement on their internet. So, staff from this organization can see the advertisement. HR division also maintains contact with other division’s employees so that they can recommend other people to apply here. But they do not post any advertisement in their official website.
· The ACME Laboratories Ltd recruitment process is a ideal process. More or less, they are same so, the report did not find any mismatch between them.
· In their recruitment and talent management, there are only two employees. Only two employees have done all the recruitment and selection process. So when work pressure is really high, number of these employees is not enough.
· The ACME Laboratories have legal department in Human Resource Division, here one Sr.executive and two executive working and they are very qualified. We know now a day every business organization try to follow Bangladesh Labor law that’s why The ACME Laboratories Ltd strongly follow it. 
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[bookmark: _Toc20519952]5.1Recommendations:

After completing internship program, this report comes up with some recommendation which The ACME Laboratories limited for their better placement in the pharmaceuticals industry. These are:
· HR Division should introduce online requisition system. As a result, HR division will get requisition form immediately and it will make faster its process.
· HR Division needs enough space to maintain CV bank. It helps employees to find resumes easily.
· In written, viva or practical exam, there should not be any unfairness. Otherwise The ACME Laboratories Limited will lose appropriate candidates.
· HR Division should also communicate with failed candidates. At least, they can send an email on applicants account.
· HR Division can also minimize using paper on its recruitment and selection process.
· There is no training program for internee in The ACME Laboratories Limited but if they provide any training program for internees then it will be easier for them to adjust new environment.
· HR Division should be also more focus on management assessment centers in its selection process. It will help them to judge applicants according to perform realistic job.
· The HR manager of ACME Laboratories should make the right decision without internal or external pressures and choose the most qualified candidate for the company’s improvement.
· The recruitment procedure of the company needs to be updated pointing out the flaws of the prevailing system. The HR manager will then find it much easier to conduct the whole process.
· Each organization should have enough staff in the recruitment section if it needs good and adequate staff for its organization. And if the organization relies primarily on market development. ACME, however, does not have enough staff in the recruitment and talent management sector. So, the report suggests that more employees be added to this section. They can do another thing. Apply if they implement new online software. Interested applicants can apply by email. However, most applicants send their resumes thoroughly by mail. It’s so difficult to shout CVs this time.
· Although they have their own HRIS and SQL software, they take many papers and bonds from the new employees before they join. It is harassment for new employees. It becomes difficult for the management to process so many papers when they recruit many at a time.
· HR division should be also more focus on management assessment centers in its selection process. It will help them to judge applicants according to perform realistic job.
· The recruitment and selection process activities of MR& SPR could be done separate days. So it will release extra pressure from employees and they can find more appropriate employees.
[bookmark: _Toc20519953]5.2Conclusion:

At last, the report has to say that doing internship in an organization like the “ACME Laboratories Ltd” was a real honor. The internship of ACME Laboratories Ltd has make me learned so many things on so many aspects which will help in future career. The report, starting job career with an organization like ACME Laboratories will help in obtaining good jobs ahead & will enable me to work appropriately. Besides, the report believes the contribution that the report had there in ACME were remarkable. There were so many problems that the report found there in ACME but the good thing is ACME is looking forward to eliminating those problems. Human Resource Management is the most important division to run the organization smoothly and without the proper flow activities of the HR team, no other activities will help in the growth of the whole organization. And, here ACME is leading pharmaceutical industry because they know the importance of the Human Resource team and that’s why they have hired the best HR professional from across the country to run the HR team effectively & accurately leading towards the achievement of the organization’s mission & vision.

Lastly, the report would like to say that whatever learning the internship that will be looking forward to implementing those in next organization. The experience that the report had there in ACME will enlighten future career just like the mantra of The ACME Laboratories Ltd. The works loads, pressures, behavioral attitude, corporate culture everything that the report learned there, the report believe that will be able to capitalize those in next practical journey.
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