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[bookmark: _Toc524630877]Executive Summary
BRAC IT Services Ltd. (biTS) is one of the leading IT solution & service provider in Bangladesh. It is a concern of BRAC Bank and eminent member of BRAC family. They provide IT solutions & services from educational institutions to manufacturing organizations throughout the country (Specially that are part of BRAC) . As BRAC is already a reputed organization in the country, so it did not take much time to get the recognition in the IT market. 

One of the most important department of an organization is its operation department. This department basically help to maintain the work environment according to the organization policy and help to align all the requirements. To carry those duties sometimes they need to face critical situation and need top management approval. 

While doing internship in this organization, I have learnt how to deal with organizational critical situation though I have experienced a very little critical situation. While doing work on the forum, I have realized it is really tough to make a budget plan for an organization. I have learnt about administration job responsibilities while work on admin manual. Also gathered idea about BRS. As I am from business background, still I got an opportunity to experience how mobile apps department work of an organization. 

Overall it was really a good experience to work in an organization who are very much caring about their clients and employees. 

[bookmark: _GoBack]Subject Keywords: BRAC, IT solution, IT market, Inventory Management, Support services.










[bookmark: _Toc524630878]Chapter 1: About Organization
[bookmark: _Toc524630879]1.1 Introduction
BRAC IT Services Limited (biTS) is a trusted IT Solution company and services provider and is jointly owned by BRAC Bank and BRAC. It has founded in 2013 as a subsidiary IT company owned by BRAC and performed as an IT division of BRAC Bank. Now biTS has become one of the most trustworthy company in Bangladesh who are providing technological solutions and managing IT services. 
Initially it was founded as documenta™ Ltd., a digital archiving company owned by BRAC back in 1999. Documenta™ Limited started its journey within a couple of overseas software development projects and accomplished them with great success & customer satisfaction. After that BRAC Bank Limited took over 51% of the company and merged it with its IT Division by renaming it as BRAC IT Services Limited in 2013 and merged it with its IT Division renaming it as BRAC IT Services Limited.  The aim was to reduce and outsource most of the IT functions of the group bringing in synergy and efficiency while making it a profitable venture serving external customers as well.
Since 2013, biTs’s expert resources provide design, development and development of any customized software. Now in biTs there is almost 200+ employees are working. They maintain their business ethics so strongly and don’t compromise their quality at any situation.  They offer Software Solution Development & Deployment Services, Technology Outsourcing Services, Consultancy Services, and Managed IT Services which include Infrastructure Management, Deployment, and System Integration services to the clients. Currently they are focusing on a project named ‘Design School of Branding’ and also focusing on create a forum by involving every sister concern of Brac will be known as large Brac family. They are also working with Bank, Non-Bank financial institution, Educational Institution, Microfinance Institution. 
biTs has highly capable team of professional employees who are completely committed to their work and very much efficient as well as creative. They provide higher level of services for any kind of IT solution. biTs is committed to their customers to provide higher quality services and they assure quality services accordingly. They are committed to help their customers to achieve operational efficiency through transforming their (the customers’) existing operations using their best valued solutions and service. 

[bookmark: _Toc524630880]1.2 Mission
A mission statement is a short statement of an organization's purpose, identifying the goal of its operations: what kind of product or service it provides, its primary customers or market, and its geographical region of operation. It may include a short statement of such fundamental matters as the organization's values or philosophies, a business's main competitive advantages, or a desired future state. 
As we know a mission is not simply a description of an organization by an external party, but an expression, made by its leaders, of their desires and intent for the organization.  Brac IT Services has its mission. The purpose of their mission statement is to focus and direct the organization itself. It communicates primarily to the people who make up the organization, its members or employees giving them a shared understanding of the organization's intended direction. biTs works according to achieve their following Mission




                                            Fig 1.2: Mission statement of biTs

[bookmark: _Toc524630881]1.3 Vision
Vision is combination of three things; purpose, picture of future and values. Purpose is your organization’s reason for existence. Picture of the future is a results-oriented picture of where you are going and what it will look like when your purpose is fulfilled. Values are the guidelines for daily behavior and decision-making. When choosing values, it is important to ask “what values are need to support the organization’s purpose?”
Brac IT Services has its own vision which represents all the three things above. They exist to make their customers perform their business more efficiently and effectively by providing innovative technology based solutions. They have a plan to lead the IT industry in near future. To get that position, they need to gain trust in their customer’s mind. So they have designed their vision according to their future plan and purpose which is related to their values.



[bookmark: _Toc524630882]1.4 Values
They have set some values that is known as CRISP

                                                         Fig 1.4: values of biTs



[bookmark: _Toc524630883]1.5 Corporate Philosophy

To bring about positive differences to clients across all operations by delivering service and solution excellence.

· Understand Client’s Business & Philosophies
· Investigate Business Performance
· Locate Business Bottlenecks & Inefficiencies
· Provide Appropriate & Efficient System Solution
· Deliver Customer Satisfaction and Goodwill


There is always high quality professional interaction between their service resources and valued customers. 



[bookmark: _Toc524630884]1.6 Corporate Profile

	Name Of the Company
	BRAC IT Services Ltd.

	Name Of Acting CEO
	Shyamol B. Das

	Name Of Director
	A k Sabbir Mahbub

	Number Of Board Of the Director
	3

	Number Of Employees
	201-500

	Number of Employees on HR & Admin Department
	13

	Corporate Office Address
	Road 5, House 115, Block B, Niketan Society, 
Gulshan, Dhaka
-
1212, Bangladesh



                                           
                                                   Table 1.6: Corporate profile of biTs
[bookmark: _Toc524630885]1.7 Product and Services

Brac IT services Ltd. is a product and service based company. Here is the list of their products and services are following:
	Product
	Services

	Enterprise Management Solution 
 RONGDHONU – Enterprise Resource Planning 
 JONOBOL – Human Resource Management 
 BETON – Payroll Management 
 HISHAB – Accounts & Financial Management 
 KROY – Procurement Management 
 TALIKA – Inventory Management
	Managed IT Services 
 E-mail Services 
 MS Windows, File & Printing Services 
 Managed Network Services 
 Managed Database Administration Services 
 Managed DC/DR Services 
 Infrastructure Leasing Services 
 Application Maintenance Services 
 Managed IT Helpdesk Service 
 Banking ADC Services



	SHOMPOD – Fixed Asset Management
	Managed Server & Storage Services

	Education Management Solution 
 PORUA VMS – Varsity Management Solution 
 PORUA CMS –College Management Solution 
 PORUA SMS – School Management Solution 
 PUTHIGHOR – Library Management Software
	Consultancy Services 
 ISO Consultation & Implementation 
 Software & Payment Industry Standard Implementation 
 IT Governance & Service Management Consultation

	Financial Management Solution 
 PRONALI – Remittance Process Management 
 PRERON – Online Remittance Transfer 
 TOHOBIL – Brokerage House Back Office Management 
 BINIYOG – Online Stock Share Management Portal
	



                                            Table 1.7: Products and Services


[bookmark: _Toc524630886]1.8 Hierarchy of Operation Department



                             Fig 1.8: Hierarchy Of Operation Department


[bookmark: _Toc524630887]Chapter 2: The Job
[bookmark: _Toc524630888]2.1 Nature Of Job
I joined at Brac IT at 10th June, 2018. I hired as an Intern in the department of Operation. This department is basically responsible for all kind of works that are important to maintain an organization. All other department like procurement, administration, engineers somehow dependent on this department. This department is responsible to provide support other departments and also help to keep them together. The admins under this department are responsible to look after the organization premises. Any kind of problems or support they provide whenever its needed. Suppose problems in washroom, car requisition, sim card requisition, business card, Id card, cleanliness etc all these things are maintain by them. If any other department need requisition for laptop, or cash to arrange or buy anything as office resource they need to take approval from the head of operation. Any kind of major decisions or others mainly taken by HR and Head of Operation. An organization with 201 to 500 employees requires appropriate directions and supports. The list of their support work is following:
· Cleanliness: Health And Hygiene
· Store (Tea and Sugar)
· Maintaining First Aid Box
· Plant Management
· Kitchen Management
· Key Box Management
· CCTV Monitoring
· BTCL Operating
· Cash Management
· Canteen Management
· Furniture and Fixture – Maintenance
·  Utility Bill
· Office Expenses 
· Support Staff Management
· Building Maintenance
· Renovation
· Pest Control
· Protocol 
· Physical Security
· Deactivation ID card
· Lift Maintenance
· Generator maintain
· Vendor Management 
· AC Servicing
· Agreements
· Event Management
· Fuel Refiling
· Car Maintenance
· Claim for vehicle insurance
· Fire alarm system
· Managed print service
· Fulfill ISO Audit requirements
· Car Requisition
· Sim card requisition


[bookmark: _Toc524630889]2.2 Specific Responsibility of the Job
I was mainly hired to do work for the forum an upcoming event. But I was also involved in making admin manual, BRS, planning, attending seminar and meeting. I did also work directly under the director of biTs. My job was to make plan for assigned task and also all other things that were related t my assigned job. I worked ver closely with my supervisor and others.



Overall Activity list of the forum that will be executed:
1. A discussion board or platform is must where BRAC Family Members can share and be updated on current projects of respective organizations;
1. Knowledge sharing sessions conducted by BRAC Family Members professionals on a topic e.g. Project Management, IT, HR etc.;
1. Knowledge sharing and/or feedback on procurement sourcing, vendor assessment and experience, create big bargain for BRAC Family via biTS Forum;
1. Single point problem and probable solution platform having multi-level experience of BRAC Family Experts;
1. Setting the standards among BRAC Family Organizations in various domain by the SME’s (Subject Matter Expert);
1. Generate a centralized control of things that will prevent duplication of work and handle conflicting projects, also a proper project clearing system;
1. Every project should have a documented requirement that needs to be fulfilled so that it can pass initial phase, Tier 1, Tier 2 and so on. Doing so it will minimize the problem of running after permissions and other project runtime requirements in the middle of the project;
1. Organizations within the BRAC Family may promote each other e.g. a BRAC Family Organization visiting a customer and explore an opportunity where other BRAC Family Organization could help them;
1. A cloud-based software service within the BRAC Family so that different BRAC Family Organizations may know about the tools and use them;
1. Share success stories to inspire BRAC Family Members;
1. Trainer, Speaker will be honored with honorarium sponsored by BRAC Family organizations via biTS Forum;
1. An Executive Body will be formed for the biTS Forum; biTS will act as the facilitator of the biTS Forum’s being the Secretariat




[image: C:\Users\DELL\Desktop\Platfrom for BRAC IT forum-1.bmp]

                                                  An overall Picture of the forum


The planning to get the activities done:
· Get Permission 
· Get approval from the upper management within given period of  time
· Reach to top 10 Brac Organizations
· collecting contact information of the important personnel
· reaching them through email/in person
· arranging meetings with them to get them interested
· after getting their interest include them in the forum
· perform individual introductory sessions with all the head of departments 
· ask them how much they are willing to contribute to this

· A knowledge sharing session open to all brac
· the top 10 Brac organization will come and share their best success stories also failures so that the other organizations may come and learn from this
· the rest of the Organizations who are not in the forum may also find interest and join through this

· Gather funds
· reach out to the organizations that have joined the forum and ask for funds to further establish the forum 

· Brand ambassador
· Description: Now that the Forum is established a brand ambassador will be selected. The brand ambassador should be someone within the BRAC family who is well known throughout the organization.
· list out the top successors within BRAC families
· find the best suitable person within them
· offer the best person the position

· Build the platform
· Description: Since biTS is the facilitator the Forum biTS should be the one to build the platform. 
· Reach out to the developers and tell them very specifically and thoroughly what kind of platform we want.
· Get the MVP of the platform as soon as possible so that the forum can go live as soon as possible

· Seek out and solve a few problems within different organizations
· Reach out to the different organizations and ask them what problems they face and what are their strong point
· Figure out who can help who
· Short list the possible solvable problems because we don’t want any failures in the initiation phase as much as possible
· arrange meetings/problem solving session for them through the forum.
· the forum should make sure the problems gets solved successfully
· the platform that was created must be used in these tasks

· Advertising/promotional video
· Description: now that we have a few forum success stories we can start preparing to go live.
· The brand ambassador should be the face of the video

· Go Live
· invite everyone within the forum through email
· seek a proper place to conduct the forums Going live ceremony.
· here the few success story that was attained should be attain shared
· the Advertise/Promotional video should the aired here

Gantchart for Forum:
	Task
	Cost
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
	Apr

	Reach Target Audience
	20000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Phone call
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Physical visit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project Sharing
	30000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Overall project description
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Discuss about Benefit
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Productivity platform
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mobile based service delivery
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Marketing
	50000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Seminar
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Email marketing
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	push mail
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Facebook live
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Flyer
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Knowledge Sharing
	70000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Project management
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Technology
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	New business model
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Risk management
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tools
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Organogram
	20000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Why this forum
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	executive body
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service Catalog
	20000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Notification
	10000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	email
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	sms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Branding
	70000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Name
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Logo
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Ambassador
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Spokesperson
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mission
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Measure
	40000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	No. of user
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	interest of user
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Retain those user
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Convert those user into client
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Standard development
	40000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Code practices
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 Quality Practices
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Design Activity stream
	40000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Quality viewing data option
	30000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	complete picture of forum
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Resource
	10000
	 
	 
	 
	 
	 
	 
	 
	 
	 

	2 intern
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	450000
	 
	 
	 
	 
	 
	 
	 
	 
	 



                                                            Table: Ganttchart For Forum



Another task along with my main job I was assigned by the mobile application team. I made a BRS for an mobile apps of the company. The list of the task is following:
	
	                                        Office Assistance


	Action
	Assist On Demand

	Actor
	Floor Staff

	DATA MODEL
	1. Assistance Type:
· Bring tea (Whenever need)
· Fill up water bottle (Every morning)
· AC remote
· Outside (lunch, snacks..)
· Cleanliness
        2. Time(Now, Specific Time)




	
	                                           Car Requisition

	Action
	Approve Car Requisition

	Actor
	Admin

	DATA MODEL
	1. Purpose - Reason for Requisition
2. Time - From, To
3. Duration - Required time duration for Travel
4. Place(From - To)
5. Date
6. Number of Traveller
7. Name of  Traveller



	Action
	Cancel Car Requisition

	Actor
	Admin

	DATA MODEL
	8. Purpose - Reason for Requisition
9. Time - From, To
10. Duration - Required time duration for Travel
11. Place(From - To)
12. Date
13. Number of Traveler
14. Name of  Traveler




	
	                           Room Booking

	Action
	                  Approve Booking Request

	Actor
	 Admin

	DATA MODEL
	
1. Purpose/event of booking
2. Room number/ID
3. Time (from,to)
4. Date
5. Duration
· Starting time
· Ending time



	Action
	Cancel Booking Request

	Actor
	Admin

	DATA MODEL
	1. Purpose/event of booking
2. Room number/ID
3. Time and date
4. Starting time
5. Ending time




                                                            
	Title
	                       Washroom Maintenance

	Actor
	Employee

	DATA MODEL
	1. Need tissue
2. No lights
3. Lock
4. Uncleansed
5. No water



	Title 
	                                Lift Management

	Actor
	Employee

	DATA MODEL
	1. Emergency Button (Not working)
2. Emergency contact number
3. Stuck/not working
4. [bookmark: _gjdgxs]Door problem(Not opening..) 



	
	Title 
	                              AC maintenance

	Actor
	Admin

	DATA MODEL
	1. Non functional issues (not working..)
2. Remote related issues




	Title
	                           Attendance Management

	Actor
	Human Resource

	DATA MODEL
	1. Missed punch in/out  Request Management
2. Delayed punch in/out Request Management
3. Movement Entry Request Management




	Title
	                       Stationary Request

	Actor
	Employee

	DATA MODEL
	1. Stationary Type( Notebook, Tissue Box, Marker, Sticky Notes)
2. Time




	
	                      Leave Management

	Title
	Leave management

	Actorr
	HR

	DATA MODEL
	1. Leave Approval Management
· Approve
· Cancel
2. Leave sanction day Management
3. Sudden leave Management
4. Notifying head for pending NFOH or casual leave 



	Title
	 Add Request

	Actor
	Employee

	DATA MODEL
	1. Show Leave sanctioned
2. Notify for Late attendance
· From date-to date
· Leave type(Casual, Annual)
· Purpose
· Address while on leave
· Leave applied- Amount of Leave Applied so far

	
	



	Title
	Show Available Leave

	Actor
	Employee

	DATA MODEL
	· Available casual leave
· available annual leave
· Time (From date-to date)
· C/F leave
· Allocated Leave
· Consumed
· On Apply



	Title
	Show Leave sanctioned

	Actor
	Employee

	DATA MODEL
	1. Time (From, to)
2. Date (From date, to date)
3. Purpose
4. Leave Type(Casual leave, annual leave)
5. Days Requested




	Title
	Attendance Adjustment Request

	Actor
	Employee

	DATA MODEL
	1. Add Notes
· Punch in/out Notes
· Punch in/out Time
2. Update notes
· Punch in/out Notes
· Punch in/out Time



	Title
	                                Sim Requisition

	Actor
	Employee

	DATA MODEL
	1. Name
2. ID
3. Designation
4. Department




	Title
	                          Business card Request

	Actor
	Employee

	DATA MODEL
	1. Name
2. ID
3. Designation
4. Department




	Title
	                          ID card Request

	Actor
	Employee

	DATA MODEL
	1. Photo (Required)
2. Name
3. ID
4. Designation
5. Department




	Title
	                        Holiday Calendar

	Actor
	Employee

	DATA MODEL
	1. Holiday Name
2. Date
3. Day (Number of holidays without weekend)
4. Total Days




	Title
	                        Prayer time Alert

	Actor
	Employee

	DATA MODEL
	1. Reminder for salah/prayer
· notification
        2. Show the list
· waqt
· time




	Title
	                          Find Colleagues

	Actor
	Employee

	DATA MODEL
	1.Search
· Pin Number
· Name

2. Show the list
· Name
· Profile picture
· Pin Number
· Designation
· Ext. number
· Mobile number
· Email

3. Filter- 
· Dept Name, 
· Designation,
·  Employee



                                                    Table: BRS for Mobile Apps


[bookmark: _Toc524630890]2.3 Critical observation

As I joined in the operation team which is directly and indirectly related to all other department so it gave me the idea about organizational and policy. It provided me the closer view that how an organization actually work and run. Though it took time to know about the organization, the departments, the employees, the system, the procedure, the hierarchy, its values, and norms but I got that understanding within due time . Though I was under operation department but I got the opportunity to work with other department too and also got an opportunity to know closely about their human resource department, how they work and their policy. 
Working under operation department, I got a clear view of how an organization run internally. The main responsibility of this department is to provide support and handle marketing activity of the organization. Now they are doing a planning for the forum an upcoming project in which I was directly involved. As they serve within Brac family most of the time, so they allocate less fund for marketing activities. In administration department, while there is a requisition for something such as stationary or car requisition, all the processes are done manually which is time consuming. In this organization, everything need to go on a process and requires approval from upper management which is helpful to maintain the organization’s environment in the same time make the process lengthy. 
Another thing I have observed, employees held very less authority and itms the department under operation team can’t communicate directly with line manager. There is a middle man through whom they need to communicate which makes the process lengthier. The communication department works as an marketing intelligence and there is no separate department to do planning all marketing activities. For any kind of requisition, they require signature to get approval. Before approval, verification must be needed to finalize the requisition. This process can be shorten and less time consuming. 




[bookmark: _Toc524630891]Chapter 3: The Project
[bookmark: _Toc524630892]3.1 Summary 
BRAC IT Services Ltd. hired me as an Intern from 10th June 2018 to 9th September. It was a three month program in the Operation department of this IT firm. BRAC IT Services Ltd. is known to be one of the largest IT firms in Bangladesh which is a concern of BRAC Bank. As I have worked for three months in this company I have gathered some knowledge about corporate world as well as its system. While working under the Operation department, it had showed me how an organization is maintained and keep things going into the proper direction. I have seen very closely and as been a part of various assignments of this department, they make sure employees get the proper environment to work and make the business run successfully.  
My supervisor has helped me a lot and guided me to learn things which were very important for a successful career life to survive in an organization which made me expert in excel, ms word and understand the organization in quick time. I have also seen HR work as I had to attend few meeting with them. Providing support service to the forum was one of the main jobs I was assigned. Support services include like make marketing planning, budget planning, branding, help the director and so on. Operation department tries hard to fulfill all queries and demands of the employees. 
 
[bookmark: _Toc524630893]3.2 Objective of the Project 

The objective of the project is:  
 To know the system, policy and procedure of the operation department
 To learn how an organization’s operation department maintains its working environment 
 To know how an organization provides support services to its employees to achieve their goal
 To know how the forum activities will help all the employees of the entire Brac family.


[bookmark: _Toc524630894]3.3 Methodology 
To make this report, I have to gathered information from various sources. I have collected the information both from primary and secondary sources. I have collected the Primary information from my supervisor and seniors of the department. Admin panel helped me lot in this case. Some of the information I have gathered directly from my internship experience while working for biTS for this report. I also collected secondary information for this report which includes sources such as biTS website, biTS Corporate Profile brochure, and other various internet sources. 

[bookmark: _Toc524630895]3.4 Limitations 
For this report, I didn’t face that much obstacle as I was working closely with the department and observed by my own. So it was easy for me to collect the information to make this report. But a major drawback was that, I was working under operation department but I wasn’t involved directly within overall activities within this department. I was working for specific project under this department. So when I was making and deciding what my report should be on, I was informed from the HR department that I have to select topics for the report within the department I was working for. That is why I was bind with limited topics within the operation department.  










[bookmark: _Toc524630896]Chapter 4: Findings and Analysis 
BRAC IT Services Ltd. is an organization which provides IT solution and software services to their clients inside and outside of Brac Family. I joined in this organization under operation department. Due to confidentiality I was told that I cannot use information for my report from any other departments but only of the department I had worked for. That is why I have limited information regarding my findings and analysis. Despite of all these limitations, after working for three months in this organization under the Operation department, I have found out many things that I could include into my report. Though I worked for a specific department but still I some opportunity to access various working system of biTs. I was given some major tasks depending on which decisions were to be taken by the top management. Among these tasks some assignments were very important as they were not only for the employees of biTS’ but also for all the employees of Brac family. 
 
The Forum:
The most important task I was given, doing planning for the forum and to establish it within a short period of time. The main concern of this forum is to create a platform for all of the employees who belong to Brac. In the forum there will be many opportunity for the members. It is an upcoming project of biTs. For this they are arranging monthly seminar and meeting where all the top people of Brac attend and share their knowledge, view and also what they expect from the forum. When the forum will established, there will be live session about any software learning or training session which will be provided by the experienced people of the Brac. The main motto of this forum is knowledge sharing, learning and problem solving. It will give discussion platform to its member where they will be easily able to discuss any problem. biTs is the provider of this forum. They are trying to bring all the employees of Brac under one roof through this forum. My main job was to doing planning for this forum that includes how to let people know about this forum, how to pursue them to join the forum, how to motivate them to stay connected, how to branding this forum to people, doing marketing research, calculating probable cost to execute all these activities. While working for this forum, I found few things difficult like an organization has to invest lots of money while they plan for a new project. Even after investing huge amount it takes a long time to establish it completely. Another thing is, it is difficult to bring all the people under one community only for learning purpose while so many others way to learn any technical thing. They could have started it within major Brac organization rather considering all at a once.

Inventory Management: 
While working with admins to do my admin manual I realized managing the stores is quite a difficult task. There are more than 200 employees working in this organization. Each and everday there is requisition for materials department wise like stationeries, toiletries, kitchen materials, tables, chairs, lights, laptop, desktop, mouse and other electrical materials. All these materials are kept in the stores till distribution under the supervisor. There are extra materials kept in the store than the required ones in case of emergency. If any stuff are being taken from the store without prior notice, it becomes hard to maintain track of it.It is difficult to keep a track of the stationaries as everyday it requires by any of the employee. Now they are trying to make an electrical system to record and also trying to maintain database for inventory management system. 
It is important for the management to take proper initiative to bring it in control. It will help to reduce unnecessary use and missing of materials can be taken care of. To do such thing the management can decide to appoint a store keeper who will be in full control of the stores and its inventory and will keep proper record of it. It will help to prevent the materials to go missing as well as no one can take anything out of the record.  

Life Insurance benefit plan: 
I worked with the admin team to prepare Life Insurance benefit plan which is provided by the company and it fall under the category of Benefit compensation package of the employees of biTS. biTS had a contract with Pragati Life Insurance Company Ltd. from whom the employees take their life insurance benefit. But the management then decided to end up their contract  as they feel that other insurance companies are providing better benefits also that at a lower premium rate. I also attended in the meetings that was held with insurance companies regarding their benefits and policies. This meeting helped me to understanding and help my coworkers to prepare a report out of it and submit it to the Sr. Manager of Admin. It helped me to gather information of two other insurance companies and after that I made a comparison list in order to get the accurate difference scenario regarding costs, premium rates, hospitalization benefit, maternity benefit, consultancy benefit, abroad check up benefit, etc. The insurance companies they chose to compare were Guardian Life Insurance Ltd, Sunlife Insurance Ltd and Pragati Life Insurance Ltd. I provided information to find out which company provides better service in terms of cost, rates and other general benefits. When the report completely finished, we figured out that Guardian Life Insurance Ltd. is offering better services along with the cost and premium rates. 
But it was matter of sad that a portion of employee’s salary has been deducted to as a charge of premium of the insurance. A low employee may receive insurance benefit but every month a portion of his salary is deducted because of the payment of premium fees which results in reduction in salary. Because of that employees were seem to be unsatisfied with the fact of salary being deducted for the premium charge whereas some employees have no need to use the insurance benefits as they are fine health wise and overall. I firmly believe that biTs should pay at least 50% of its premium charge for their employees so that the employees don’t feel unsatisfied and feel that way like their company cares for them. Employees always seem to happy and work willingly for those companies who care for their staff. In spite of paying the premium charge for the insurance but not getting the proper benefit of it on time then it becomes less beneficial. So its companies responsibility to make their employees think that the company cares for their people.

. 
.  
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IT sector of Bangladesh is increasing at the moment because of technology evaluation and will be increased more day by day so it is also very much important for us to keep the pace with the latest world. Without doing this , it won’t be possible for us to step forward.
BRAC IT Services Ltd provides IT solutions to their clients within Brac as well as outside the Brac through various software products or technical services. After being a part of this organization I have realized how a tech firm does its job properly with a right track. BRAC IT Services Ltd. started their venture six years back with its own name but before that it was a part of  BRAC Bank Ltd. 
Operation department is such a department of the organization that takes care of the full office from every brick to the full office building and whatever along comes with it, procurement, sales, and marketing so on. Operation department closely works with the HR department as both are working for the employees of the office. Because of working under this department I have observed some of their working techniques which helped me to relate with my education. I have observed how a department is responsible to maintain almost everything of an organization. It was an honor for me to have worked as an Intern in this organization which taught me so much about corporate culture, norms, behavior, values and strategies. The priority I got their as an intern that will be unforgettable. The knowledge I have learnt from this organization would help me enough to keep up with the organization culture and will help me to adopt it quickly in my upcoming future.
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