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Executive Summary

The report “An analysis of the Human Resource Management Practices of the Uttara Bank Limited.”  has been prepared with the intension to fulfill the requirement of BBA (Bachelor in Business Administration) degree. It contains a detailed report on the HR practices of Uttara Bank Ltd. (UBL). UBL is one of the first private commercial banks of Bangladesh. It has a wide spread operation that runs throughout Bangladesh and outside of it as well. One of the most prominent reasons of success for UBL is its HR department. HR with its many functions ranging from planning of HR to managing changing needs of the modern world creates a flow that keeps UBL ready for any and all of its challenges. This report contains both theoretical and practical information regarding human resource management. Initial chapters include different HR related information that is ideal for any organization and is taught in curriculums. Then there is a very brief representation of the organization, its members, the products and services it provides, different areas it operates in and locations in which its branches are situated. There is information about how UBL plans its HR needs and supplies for it, where it recruits candidates from and how employees are selected, the compensation package UBL provides, the types of training UBL arranges for its employees and its orientation method, How UBL appraises its employees, the laws it follows and the way it manages the onslaught of changes thrown in its way. Later in the report there is a SWOT analysis that highlights different internal and external situations that the organization is either currently facing or would be facing in near future. The report then comes to end through a short recommendation and conclusion part. The entire theme and overall ambience has been set to give an idea about what we learn and how it reflects in the actual course of action. I hope that this report is as insightful as I have felt while researching for it.
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[bookmark: _Toc524067155]1.1 Introduction
Finance is the life blood of trade, commerce and industry. Now-a-days, banking sector acts as the backbone of modern business. Oxford Dictionary defines a bank as "an establishment for custody of money, which it pays out on customer's order." Development of any country mainly depends upon the banking system. 
Even though the current banking situation in Bangladesh is not quite stable, it still stays as a prominent part of our economic structure and socio-economic development. After the liberation period in 1970, Bangladesh started its banking journey with only a handful of banks all of which were either Government owned or were already established in East Pakistan. It was in the 1980s, the banking industry of Bangladesh achieved significant development with the establishment of private banks. Since then, various other forms of financial institutions have been formed to reform the transaction system in Bangladesh. The banking sector of Bangladesh operates in 5 divisions - Central Bank, State- owned Commercial Banks (SCBs), Private Commercial Banks (PCBs), Foreign Commercial Banks, Specialized Development Banks. 
Established on January 28th, 1965, Uttara Bank Limited (UBL) easily remains one of the biggest and earliest private sector commercial banks in Bangladesh. It has 223 branches around the country that are fully online and 600 affiliations worldwide. With a Net Income of ৳138.9 Crore (US$18 million), there are about 3,569 employees working in UBL. The bank's internal and external operational activities are operated by twelve zones in different regions of the country. It operates through a number of online branches and authorized dealer branches. UBL also has affiliations with nearly 600 financial institutions worldwide. The Board of Directors consists of 15 members. The Head Office of UBL, a18-storied building is located at 90, Motijheel C/A, the commercial center of the capital, Dhaka. Despite facing a recent crisis in the Bangladeshi banking sector, Uttara Bank is maintaining a decent financial health if the stats of different financial newspapers and experts opinion is to go by.
The bank along with its many banking facilities has a great Human Resource Management Department which is credited as one of the success factors of the bank. In this report, I have tried to focus on proving how that’s true.
[bookmark: _Toc524067156]1.2 Background of the Report

This report has been originated as the course requirement of the BBA program, School of Business and Economics, United International University. Since practical orientation is an integral part of the BBA degree requirement, to prepare this report I had to conduct a research on Uttara Bank Limited, a renowned private commercial bank of Bangladesh. From education the theoretical knowledge is obtained from course of study, which is only the half way of the subject matter. Practical application has no alternative. The perfect coordination between theory and practice is of paramount importance in the context of the modern business world now days. 
During the internship/project research, students are required to prepare a report on the organization they prefer. I have worked on Human Resource Management practices of the organization and have come across with different function of the department. 
[bookmark: _Toc524067157]1.3 Scope of the Study

For preparing this report, an overall knowledge about Human Resource Management along with all its divisions was an absolute necessity. These divisions are
a. Human Resource Planning
b. Recruitment & Selection
c. Performance Appraisal
d. Compensation Management
e. Training and Development
f. Industrial Relations and Labor Law
g. Change Management
[bookmark: _Toc524067158]1.4 Objective of the Study

This report has been prepared primarily for the fulfillment of the Human Resource Management course, which is an essential part of the BBA program of United International University. 
The objective of this report is: 
1. To be able to present collected data in a official form.
2.  To know about the Uttara bank Limited. and its HRM practices. 
3. To find out the kinds of facilities provided by UBL to its employees.
4. To understand the bridge between theoretical knowledge and practical implication.
[bookmark: _Toc524067159]1.5 Sources and Methods of Collecting Data

1.5.1 Primary Data: Data used in research originally obtained through the direct efforts of the researcher through surveys, interviews and direct observation. Using primary data we can find current and original information about the research.
Primary data in this report has been collected through interviews with 
a) UBL Relational Officer of Chowk Bazar MD. Siddikur Rahman
b) Assistant General Manager MD. Kaiyum
1.5.2 Secondary Data: Secondary data refers to data that was collected by someone other than the user. Common sources of secondary data for social science include censuses, information collected by government departments, organizational records and data that was originally collected for other research purposes
As it is a research paper which includes both real information and textbook theory, many of the data has been collected from or incorporated with secondary information. Data has been collected from:
· Articles written by HRM experts.

· Company’s internal data.

· Company’s official website.

· Topic related text books

· Browsing internet

[bookmark: _Toc524067160]1.6 Limitation of the Study

The limitations I faced while preparing this report were:-
1. The time duration provided for preparation was 3 months in paper but in reality with everything such as supervisor meetings, proper structure creation, company selection, company visit, data collection, the time was way less which was a major hindrance for this report.
2. Many organizations do not want to disclose their internal information to an outsider, so lack of information has made this report not as much enriched as it could have been with proper cooperation.
3. As it is a very large report that I had to prepare all by myself, lack of experience, motivation and support was a problem.
4. I had two other courses to complete, so keeping a balance between this report and studying for those courses was a challenge.
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[bookmark: _Toc524067163]2.1 Uttara Bank Limited (UBL) at a glance:

Taken directly from UBL’s Official website, here is the basic company information:
· Uttara Bank Limited is one of the largest private Banks in Bangladesh
· The Bank operates through 233 fully On-line branches ensuring best possible and fastest services to it's valued clients.
· The Bank has more than 600 foreign correspondents at worldwide.
· Total number of employee is 3569 at present.
· The Board of Directors consists of 15 members.
· The Bank is headed by the Managing Director who is the Chief Executive Officer.
· The Head Office is located at Bank’s own 18-storied building at Motijheel, the commercial center of the capital, Dhaka.
[image: C:\Users\USER\Downloads\hqdefault.jpg]
	Uttara Bank Limited Networks


	 
Corporate Offices ( Corporate Branch & Local Office ) 
	
2          (Updated : 06-Nov-2017)

	 Regional Office
	12        (Updated : 06-Nov-2017)

	 Worldwide Affiliates
	600      (Updated : 06-Nov-2017)

	 Total Branches ( Including Corporate Branch & Local Office )
	233     (Updated : 14-Dec-2017)

	 Authorized Dealer Branches
	39        (Updated : 06-Nov-2017)

	 Treasury & Dealing Room
	1           (Updated : 06-Nov-2017)

	 Training Institute
	1           (Updated : 06-Nov-2017)

	 Man Power
	3569    (Updated : 06-Nov-2017)



Different Wings:

	Name of the Division
	Affiliated Departments

	
Human Resources Division
	
Personnel Department

	
	Disciplinary Department

	
	Test Key Department

	
	Research & Planning Department

	
	Risk Management Department

	Central Accounts Division
	Accounts Department

	
	Reconciliation Department

	Credit Division
	Approval Department

	
	Administration & Monitoring Department

	
	Lease Finance Department

	
	Recovery Department

	
	Sustainable finance Department

	Information & Communication Technology (lCT) Division
	MIS Department

	
	Development & Support Department 

	
	Card Department

	Internal Control & Compliance Division
	Audit & Inspection Department

	
	Monitoring Department

	
	Compliance Department

	Banking Control & Common Services Division
	Anti-Money Laundering Department

	
	Branches Operation Department

	
	Business Promotion Department

	Board & Share Division
	Board Department

	
	Share Department

	International Division
	Corresponding Banking Department

	
	Remittance Department

	
	Trade Services Department

	Treasury Division
	Front Office (Dealing Room)

	
	Back Office

	
	Asset & Liability Management Department

	Establishment Division
	General Services Department

	
	Transport Department

	
	Stationery & Records Department

	
	Engineering Department

	Corporate Banking Division
	Credit Marketing Department

	
	Credit Business Development Department

	Managing Director's Secretariat
	Public Relations Department



Regional offices:
	· Dhaka Central Zone
· Dhaka South Zone
· Mymensingh Zone
· Sylhet Zone
· Rajshahi Zone
· Barisal Zone
	· Dhaka North Zone
· Narayanganj Zone
· Chittagong Zone
· Bogra Zone
· Khulna Zone
· Comilla Zone


Source: Uttara Bank Limited Official website, www.uttarabank-bd.com

[bookmark: _Toc524067164]2.2 History of the UBL

Established on January 28th 1965 as “Eastern Banking Corporation” with mere four branches, UBL remains one of the oldest banks of Bangladesh. The cause of establishment of this bank was very noble. It is said that UBL was established with the intention to help the disadvantaged people of the then East Pakistan. The bank used to perform the treasury functions of East Bengal. 
After the independence of Bangladesh, the bank was nationalized and renamed “Uttara Bank Limited” on March 26th, 1972 with 60 branches all over the nation. UBL is a pioneer in the foreign remittance sector as well as credit sector by providing loans to large, medium and small industries. Due to its strong financial performance, UBL is considered as the most trusted bank in Bangladesh. 
UBL is still keeping up with its adaptable to change approach by branching out in realm of the modern technology and changing social needs. At present, UBL has 233 online networked branches allover Bangladesh. Its network is expanded in both urban and rural areas with SME financing, offshore banking facilities along with SMS banking, internet banking and ATM systems with different other partner banks.
[bookmark: _Toc524067165]2.3 Organizational Motives
 
[bookmark: _Toc524067166]2.3.1 Mission
· To provide high quality financial service
· To provide excellent quality customer service
· To maintain corporate and business ethics.
· To become a trusted repository of customers money and their financial advisor.
· To make their stop superior and rewarding to the customers.
· To display team sprite and professionalism.
· To have a sound capital base.
[bookmark: _Toc524067167]2.3.2 Vision

Uttara Bank will be a unique organization in Bangladesh. It will be a knowledge-based organization where the UBL professionals will learn continuously from their customers and colleagues worldwide to add value. They will work as a team, stretch themselves, innovate and break barriers to serve customers and create customer loyalty through a value chain of responsive and professional service delivery. Continuous improvement, problem solution, excellence in service, business prudence, efficiency and adding value will be the operative words of the organization. UBL will serve its customers with respect and will work very hard to instill a strong customer service culture throughout the bank. It will treat its employees with dignity and will build a company of highly qualified professionals who have integrity and believe in the Bank’s vision and who are committed to its success. UBL will be a socially responsible institution that will not lend to businesses that have a detrimental impact on the environment and people.
“Building a profitable and socially responsible financial institution focused on Markets and Business with growth potential, thereby assisting and stakeholders build a “just, enlightened, healthy, democratic and poverty free Bangladesh”
[bookmark: _Toc524067168]2.3.3 Goal

Uttara Bank will be the absolute market leader in the number of loans given to small and medium sized enterprises throughout Bangladesh. It will be a world-class organization in terms of service quality and establishing relationships that help its customers to develop and grow successfully. It will be the Bank of choice both for its employees and its customers, the model bank inthis part of the world.
[bookmark: _Toc524067169]2.3.4 Objective of UBL


The objective of Uttara Bank Limited is specific and targeted to its vision and to position itself in the mindset of the people as a bank with difference. The objective of Uttara Bank Limited is as follows:
· Building a strong customer focus and relationship based on integrity, superior service.
· To creating an honest, open and enabling environment
· To value and respect people and make decisions based on merit
· To strive for profit & sound growth
· To value the fact that they are the members of the Uttara Bank family committed to the creation of employment opportunities across Bangladesh.
· To work as a team to serve the best interest of our owners
· To relentless in pursuit of business innovation and improvement
· To base recognition and reward on performance
· To responsible, trustworthy and law-abiding in all that we do
· To mobilize the savings and channeling it out as loan or advance as the company approve.
· To establish, maintain, carry on, transact and undertake all kinds of investment and financial business including underwriting, managing and distributing the issue of stocks, debentures, and other securities.
· To finance the international trade both in import and export.
· To develop the standard of living of the limited income group by providing Consumer Credit.
· To encourage the new entrepreneurs for investment and thus to develop the country’s industry sector and contribute to the economic development.

[bookmark: _Toc524067170]2.4 Hierarchy of UBL
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[bookmark: _Toc524067171]2.5 Products and Services of UBL

[bookmark: _Toc524067172]2.5.1 Loan Products

· Working Capital Loan
· Fixed Term Loan to Enterprise
· Uttaran Small Business Loan (USBL)
· Nari Swanirbor Rin Prokalpo (NSRP) 
· Uttaran SME Sector Development Project Loan (USSDPL) 
· Car/Motorcycle Loan
· Uttaran Home Loan
· House Finance for Freedom Fighters
· Travel Loan
· Marriage Loan
· Education Loan
· Doctor’s Loan
· Loan for Foreign Employment
· House Hold Durables
· Uttaran House Repairing / Renovation Loan
· Trade Finance
· Lease Finance
· Green Financing
· Agricultural Credit
[bookmark: _Toc524067173]2.5.2 Deposit Products
· Savings Bank Account (Clients)
· Savings Bank Account (School Banking)
· Savings Bank Account (Garments Workers)
· Double Benefit Deposit Scheme
· Savings Bank Account (Farmers)
· Savings Bank Account (Leather Factory Workers)
· Savings Platinum (NRB) Bank Deposit Account
· Uttaran Millionaire Deposit Scheme
· Uttaran Lakhpoti Deposit Scheme
· Special Notice Deposit
· Fixed Deposit Receipt Account 
· Current Account (Non-Individual)
· Monthly Deposit Scheme
· Bank Account (Non Privileged Farmers, Woman & Young Entrepreneurs)
· Under Privileged SB A/C
· Current Account (Individual)
· Uttaran Swapnapuran Sanchaya Prokolpa
· Uttaran Bibaha Sanchaya Prokolpa
· Uttaran Shikksha Sanchaya Prokolpa
· Mashik Munafa Prokalpa
· Uttaran Taka 10 SB Account
· Uttaran Street Urchin and Working Children SB A/C
· Uttaran Physically Challenged Persons SB A/C
· Uttaran Footwear and Leather Products Workers SB A/C
· National Service Programme SB A/C
· The inhabitants of earlier enclaves taka 10 SB A/C
[bookmark: _Toc524067174]2.5.3 Services of UBL

· International Trade Services
· Risk Management
· Treasury Services
· Foreign Currency Account
· NFCD Account
· RFCD Account
· Standard Settlement
· Off-shore Banking
· Foreign Direct Investment Help
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HRM is a strategic approach to managing employment relations which emphasizes that leveraging people’s capabilities is critical to achieving competitive advantage, this being achieved through a distinctive set of integrated employment policies, programs and practices. (Bratton and Gold, 2007).
"I emphasize this - no matter how good or successful you are or how clever or crafty, your business and its future are in the hands of the people you hire".  
- Akio Morita (Late) (Businessman and co-founder of Sony Corporation. Japan)
Ref: The Book : MADE IN JAPAN. Page.No.145
In other words, Human Resource Management (HRM) is a process through which employees are hired, retained, developed as assets to the achievement of organizational goals. Employees are the key ingredient in the organizational mix. Without employees there is no organization, so nurturing them is one of the most important tasks of any organization.
There are different branches of HRM that contributes to the overall employee management. They are:
           

[bookmark: _Toc524067177]3.1 Human Resource Planning
 
Human Resource Planning or manpower planning is the process through which right people are placed at the right position at the right time.
According to Edwin B. Geisler:-
Manpower planning is, "the process by which a firm ensures that it has the right number of people and the right kind of people, at the right places, at the right time, doing things for which they are economically mast useful".
In order to plan the human resource, HR Forecasting is conducted. Human resource forecasting is a process through which an organization estimates its need in terms of employees to achieve its strategic goals. HR forecasting involves establishing the positions the company needs to fill, what types of skills employees require for positions and what challenges the company will face as it works to meet its staffing needs.
HR Forecasting Process: 
Basic human resource forecasting process that consists of steps like
1. Create HR Demand
2. Ascertain HR supply
3. Determine Net HR requirements
4. Institute HR programs: HR shortage and HR surplus

1. Determine HR Demand: 	
There are a few factors that should be considered when it comes to determining HR demand for an organization. These factors are;
· Number of employees required for each sub unit and by the organization in total.
· The employee skill, competencies and specifications are very important for any service based organization because they are dealing with real people here and not with machines. 
· Lastly keep the budget in mind. Hiring and maintaining employees is a big investment for any organization. So it should be done carefully. Because loosing key employees and hiring many incompetent alternatives is a loss for the organization.
2. Ascertain HR Supply: 
There are two supply options; internal supply and external supply.
· Internal supply refers to the current members of the organization. Mostly hiring internally is done for a major post, where employees need to go through various tests to prove their eligibility for the post. But it is a opportunity for the organization since an internal employee is already familiar with the working environment and rules and regulation of the organization and can easily acquaint with new post.
· External supply refers new employees who are currently undergoing training, working for competitors, fresh graduates, people who have worked in the same sector before etc.
It is important to ascertain between how many employees should be recruited internally and how many we should recruit externally. 

3. Determine net HR requirements:
To get the net HR requirement a simple equation can be used. That is 
External supply requirements = Current workforce (replacement % per year + change % per year)
Replacement = hiring to use all normal losses	
Change = increase (or decrease) in the overall staffing level
We can replace it with numbers and get the external supply requirements.
For example, the current workforce is 100, replacement % per year is 10% and change % for year 2017 is 16%. Then we will need external supply of 26 employees.
	100(.10+.16) = 26	

4. Institute HR programs: HR shortage and HR surplus:
HR shortage is when HR demand is more than HR supply. For this type of situation, organizations need to recruit people externally.
HR surplus is when HR demand is less than HR supply. For this type of situation, there are measures like job sharing, work sharing, attrition and hiring freeze.
Job sharing occurs when two or more employees perform the duties of one full time position, each sharing work on a part time basis. The salary of one position will be divided into people working as part time. 
Work sharing is when an employee assigns another person to perform a few jobs for them. This person is paid from the employee’s salary and it’s under the employee’s control how much to pay the new person.
Attrition is halting any attempt to recruit outside the company and letting natural losses to reduce the size of human resources.
Hiring freeze is prohibition on all external recruiting activities. Hiring freeze is the medium through which attrition is done.
[bookmark: _Toc524067178]3.2 Recruitment and Selection

DeCenzo and Robbins: “Recruitment is the process of discovering potential candidates for actual or anticipated organizational vacancies. Or from another perspective, it is a linking activity—bringing together those with jobs to fill and those seeking jobs.”
M. Ataur Rahman, “Selection is the screening and filtering process of job applicants who have been invited to apply for the vacant positions through which the process comes to an end”.
This means that recruitment is the process of seeking out potential people who can turn into resource or asset for the organization. And selection is the process through which the right people are plucked from the bunch.
The major difference between the two is recruitment is mass collection of people who have the required skills and competency and selection is hiring the ones best suited for the company needs.
Recruitment method: There are two methods of recruitment.
1. Internal Recruitment
2. External Recruitment
Internal Recruitment: Internal recruitment is hiring people from within the organization. Sometimes in order to avoid the whole recruitment process, organizations hire internally. There is no specific method for that. If employees want to join an vacant spot they have to gather the experience required for that position, be it through formal degree acquiring or any training procedure.
External Recruitment: It is the most common form of recruitment. Whenever a vacancy arises organizations hire employees from different source. 
Informal method: Informal method of recruitment is recruitment through the employee referral or word of mouth advertising. Sometimes, higher up appoint potential candidates without disclosing the vacancy to the general public, other times employees refer people they deem fit for the vacant position. It is quite inexpensive, since no advertisement is given.
Formal method: It is the proper way of recruitment. There are many sources of formal recruitment. It is an expensive and lengthy process. The sources are:
· Recruitment Advertising
· Employment Agencies
· Public Job Service Agencies
· Private, For-profit Agencies
· Unions
· Campus Recruiting
· Executive Search Firms etc.
Process of selection: After the pool of talented potential candidates are created comes the selection process where employees are hired. It includes a eight step process. They are:
1. Initial screening 
2. Completing the application form
3. Employment test
4. Comprehensive interview
5. Background investigation
6. A Conditional job offer
7. Medical or physical examination
8. Permanent job offer.

1. Initial screening: It is the first step of the process where amongst the applications the potential ones are screened. 
2. Completing the application form: Here only the name, address, contact information of the employee is provided.
3. Employment test: It is the 3rd step of the process. It is where employees have to sit for a written test. Employees’ intelligence, aptitude, ability and interest is tested in this part.
4. Comprehensive interview: In this part candidates must go through an interview with the HR manager, General Manager, sometimes CEO, Supervisor and even future colleagues.
5. Background investigation: Only when the organization is interested in hiring someone is when this part comes into play. This includes contacting candidates’ referral, contacting previous employers, verifying employees’ educational qualification provided in the application form, checking credit history and any criminal records.
6. A Conditional job offer: After everything has been found positive conditional offer is made generally for 3-6 months and maximum 1 year.
7. Medical or physical examination: During the conditional period employees also have to take a medical or physical examination to show their fitness to work.
8. Permanent job offer: At last after probationary period employees are provided with their permanent job offer with proper benefit packages.
[bookmark: _Toc524067179]3.3 Training & Development

According to Ricky W. Griffin “Training usually refers to the teaching operational or technical employees how to do the job for which they were hired.”
Decenzo & Robbins said Training is “programs that are more present day oriented, focuses on individual’s current jobs, enhancing specific skills and abilities to immediately perform their job called training.”
According to Oxford Dictionary, Development is “an event constituting a new stage in a changing situation.”
To be more specific, training is a planned effort to facilitate the most effective use of people through the process of building job related competency. 
Basic difference between Training & Development is that,
1. Training is the process and development is the ultimate result of that process.
2. Training is the formulation of KSA (Knowledge, Skills & Attitude), development is the implementation of KSA.
3. Training provides opportunity for learning, development is the result of that learning.
Methods of Training & Development:
There are many methods of providing training and development to employees. The methods are:- 
a) On the job training
b) Off the job training
c) Outdoor training
d) Vestibule training
a) On the job training: On the job training is when employees work and at the same time learn. There’s a few ways to do that
i. Job rotation: There are two types of job rotation, vertical and horizontal.
1. Vertical Job rotation: It is the right of every employee. In this method positions change in a straight line. Where employees are given new positions and with it new responsibilities, by handling which employees learn about their jobs.
2. Horizontal Job rotation: In this method employees are sent to different departments other than their own to learn how they work. Here the level of job remains the same just the skill changes. 
The difference between vertical and horizontal job rotation is that in vertical job rotation, employees acquire expertise in only one area but in horizontal job rotation, they gather expertise in various areas of the organization.
ii. Assistant to position: Assistant to position means working under someone who is a mentor, facilitator cum coach. Here, mentor is someone directly teaches and facilitator is someone who gives support empathically or sympathetically.
iii. Committee Assignment: This method includes building a team with cross-functional members. This team must include 5 members and cannot exceed 21 members.
b) Off the job training: Off the job training requires putting the right person with the right method for the right training. It includes:-
i. Classroom lectures: It is the most traditional method of training. It can be either
1. One way communication or
2. Interactive learning
ii. Simulation training: Here employees focus on learning both practically and theoretically. It includes:
1. Case Analysis: Here real situations are in front of the employees to solve problems. It is how they gather experience to be more accurate and precise when it comes to decision making.
2. Role playing: Through diagnostic approach this method is executed.  Diagnostic approach is a multilevel problem solving tool through which employees’ problem regarding performance either be low or lack thereof is solved. Its levels are:
a. Diagnosis
b. Prescription
c. Implementation
d. Evaluation
3. Gaming: It has been found in a study that employees spend about 25% of their actual productive time idly. To reduce this idle time, different HR related games have been introduced.
4. Experimental experience: This method is for training for new machineries.
iii. Outdoor training: It was first introduced by IBM in 1997, where the company sent a bunch of employees who didn’t quite get along, to a remote place for week with only survival kits. It is how this survival training came into practice. This way employees learn about team work in an innovative way.
iv. Vestibule training: This method is used to train employees about any king of technology be it operative or innovative technology.
An important part of training and development is orientation.
Orientation is the process through which probationers are acquainted with the policies, methods and procedures of the organization. Orientation is very important for employees as well as the organization. As
1. It reduces employee start up cost: Employee start up cost starts from giving ad about a vacancy to making an employee permanent.
2. It reduces fear and anxiety: Employees in general are nervous to work in a new environment. A good orientation loosens them up and helps them overcome such discomfort to be able to work freely.
3. It reduces turnover rate: Turnover is of two types. Functional turnover also known as optimum turnover that is 5% or below. Dysfunctional turnover is above 5%. If this percentage stay between 5-10% it is called danger zone if it goes above 10% it is called red zone which is very bad sign for the company’s wellbeing.
4. To save time for supervisors and co-workers: orientation helps develop work method so employees become more self sufficient and don’t cause hindrance to the work of supervisors or co-workers.
5. To develop realistic job expectation: It is the most important agenda of orientation. To get realistic job expectation, we can use a simple formula:
Realistic Job Expectation= % of Job Performance + Length of service.
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“Performance appraisal is a systematic, periodic and so far as humanly possible, the impartial rating of an employee’s excellence in matters pertaining to his present job and to his potentialities for a better job.” —Edwin B, Flippo
In simple terms, performance appraisal is comparing an employees’ latest periodic performance against the pre determined organizational goals. It is how organizations come to know whether an employee is doing what he has been hired to do and how efficiently he is doing it. An employees’ bonus, increment, promotion depends on positive completion of performance appraisal.
First part of performance appraisal is Job Analysis. Job analysis is the process of determining the duties and responsibilities that comes with a job position and the skills required to successfully perform that job, at the same time deciding on what type of person will fit the job.
Job Analysis provides two types of information.
Job Description: This includes the position, its responsibilities, duties, supervisor, decision making opportunity, subordinates, working condition and such.
Job Specification: This includes the human skills that are required for the post. Such as educational qualification, personality, managerial abilities, team spirit, work experience and so on.
Steps in Performance Appraisal:
1. Define Job = Here the job of an employee is assessed. What the position requires, what is considered as good performance.
2. Appraise Performance = Here the performance of the employee in the previous period is compared against the actual job requirements.
3. Provide feedback = Lastly result of the assessment is provided to the employee through personal meeting with either HR manager or Supervisor.
Who should provide performance information?
There are many sources of performance information. They are:-
Top management: Top management takes the ultimate decision in any organization. An advantage of which is that they are in the position to evaluate performance in relation to strategic organizational goal. They make decision about reward system associated with performance evaluation. In addition, top management wants the best for the organization so they are mostly free from any biases.
Supervisor: Supervisors have a direct link with the employees as they are at primary position to analyze an employee’s performance. Validity of a worker’s conviction towards the company is realized by the supervisor first. 
Peer: Peers can provide information about an employee’s team building and maintaining qualities. Personality trait is what is expected of information from peers.
Subordinate: Subordinates provides information about the behavioral aspect of an employee. A person’s behavior toward their subordinate can be a good judge of character.
Self: Finally, self-appraisal is conducted to increase employee involvement and boost their self-esteem and acceptance of the performance appraisal system.
Appraisal period and number of meeting:
Appraisal period: - Organizations can conduct appraisal annually, semi annually, quarterly or according to their personal preference but since it’s a lengthy and costly process, organizations try to limit it to once or twice a year. They can either follow calendar year (Jan- Dec), HR year (Oct-Sep) or any one they find the best.
Number of meetings: - A company can hold 6 meetings between subordinate and supervisor. These meetings are;
· System inauguration
· Self-appraisal
· Classical performance review
· Merit/salary review
· Development plan
· Objective setting
But these meetings may not take place separately. But some of them can be combined.
Methods of Performance Appraisal:
Essays: Essays method includes employees’ strength and weakness in a qualitative way. It provides detailed information but which can also be unstructured. It’s a time consuming method as it requires going into great details about each and every employee.
Behavior checklists: Behavior checklists include structured forms that state whether employees showed appropriate behavior in a given situation. This method is very easy to use but a major drawback of this method is that the range of appropriate behavior may not be defined accurately. 
Critical incidents: This approach involves supervisor recording en employees performance highlight in a given period that can be considered critical to their performance appraisal.
Graphic rating scales: Graphic rating scale is a quantitative method through which employees are given scores on their behavioral attributes that are required for their job such as team spirit, initiation, leadership and such. Behaviorally Anchored Rating Scales (BARS) is an improved version of graphic rating scales that uses critical incidents as anchors. 
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R. S. Schular: “Compensation is such an activity through which organization on the basis of its ability and within law reasonably assesses the contribution of employees directly and indirectly for the distribution of financial and non financial remuneration.”
Basically, compensation is the greatest motivational tool in order to get employees to work just the way the organization needs them. Be it recognition or bonus, compensation is not just about salary rather it includes everything the organization has to offer to the employees for working in the organization. There are many benefits of having a well balanced compensation package, like
1. It works as a driving force for employees. Employees come from different backgrounds, for some the monetary aspect is important, for some the prestige is motivational while others are attracted to work in a diversified and challenging environment. Compensation management works as a driving force for everyone by giving them something to work up to.
2. It can be a great advantage for the organization. An organization that values its employees is naturally a desirable place to work for. A good compensation management create a sense of security for employees so it automatically comes as a advantage for the company.
3. It retains and attracts talent. Talented employees seek organizations that compensate their skills and abilities accordingly whether they are working in the organization or looking for one. Compensation package helps retain and attract talented people.
4. It helps operations run smoothly within the organization. If an organization compensates its employees properly and to their satisfactory level, employees co-operate more and don’t create any problem in their work rather give 100% effort for the wellbeing of the company.
There are two types of reward or compensation
a) Intrinsic reward
b) Extrinsic reward
Intrinsic Rewards are those that are not directly linked with monetary terms. These rewards create a sense of satisfaction to an employee which in turn motivates them. Some examples are:
· Sense of Achievement: An employee feels a sense of achievement that comes with completing a given job using his/her knowledge, skills, expertise and experience.
· Praises from Higher Ups: People can be easily persuaded when they are being complimented. Employees feel inspired to do their job more efficiently when their higher ups such as supervisor; general manager or even CEO praises them about their contribution to the organization.
· Recognition: Recognition means an acknowledgement for someone’s work. It can be given formally in AGM meeting or informally in a annual get together. Recognition means employees feel valued and honored to be working in the company.
· Status Symbols: Status symbols such as own office, parking space, free lunch time, personal secretary, business card and so on are additional perks that comes with a position. It is a great reward for employees.
· Working Condition: A good work environment, cooperation of peers, good relationship with superior and proper respect from subordinates is also quite rewarding for employees. These are things that don’t need money but can still motivate employees.
· Autonomy: Autonomy or freedom to work their own way is one of the biggest intrinsic rewards. Freedom of work means employees can fully do the work their own way without anyone’s interference. The outcome of it is more profound than the other way.
Extrinsic Rewards are those that are directly associated with monetary terms.
· Salary: It is the main part of compensation. Salaries can be based on pay scales or contractual. In pay scales there is a basic salary and everything else is based on it but in contractual pay there is a fixed lump sum amount that is paid to the employees.
· Bonuses: Employees get different bonuses on various occasions. Like festival bonuses, performance bonus, group task completion bonus, target achievement bonus etc.
· Travel allowance: Travel allowance is given to every employee for them to travel smoothly to work. Some organizations even go the extra mile and arrange transportation service for the employees.
· Accommodation expense: Accommodation expenses are provided to every employee. This part is mandatory as stated by the Government of Bangladesh.
· Promotion: Promotion is every employees’ right. It involves monetary terms because promotion means promotion in every level and with that new positions become vacant, to fill these recruitment is done which is costly. Besides every promotion means extra cost for the organization.
· Profit Sharing: When company gains large profits, they distribute a part of it with either all or the contributing employees to boast their moral. Employees who own shares of the company naturally gain a share in profit.
· Paid Trips: Some organizations provide all inclusive paid trips to rejuvenate their important employees. It can be inside or outside the country.
· Fringe Benefits: Fringe benefits include things like employee insurance, festival leave, earned leave, sick leave, day care services, club memberships etc.
Organizations can follow 3 policies with their compensation management.
i. Lead Policy: Exceeding the market average with their compensation package. This is attractive for employees but cost inducing for organizations. Organizations who want to be market pioneer follow this policy.
ii. Lag Policy: Lagging behind from the market average. This policy is de-motivating for employees and can cause increase in employee turnover.
iii. Match policy: Here organizations follow the market average. It is a safe space for organizations to be in as they will blend with the whole industry.
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“The term Industrial relation explains the relationship between employees and management which stem directly or indirectly from union- employer relationship.” – V. Agnihotri.
Industrial relations are the relationships between employees and the management within the company premises.
There are 3 parties of Industrial relationship.
Employees: People who actually work in the organization, through whom production is done, services are provided.
Employer: Employers can be concerned and considerate of employees’ conditions or be self absorbent and exploiting in nature.
Government: Government’s interference in employee treatment of an organization or political influence in the business sector.
Combination of all three elements decides the working environment of an organization. A good industrial relation creates safe and a productive environment for employees and management and can also be beneficial for the customers as well because the chemistry of the occupants of a company clearly reflects in their product or service. There are other benefits too.
1. It creates opportunity for employees to express their opinion and have a say in the decision making process which they execute.
2. It increases organizational efficiency and productivity which can contribute to achieve competitive advantage for the economy as a whole.
3. It’s a good motivation for employees to have a cordial relationship with their higher authority and not feel like slaves.
4. When employees consider the organization as their own they themselves work for the highest possible achievement of it which means they make less wastage and try to make proper use of the available resources.
5. It discourages both employees and management to do something unethical against each other.
6. It ensures a smooth production process as everyone involved are considerate and understanding of each others’ situation.
7. It lessens any dispute within the company even if it is not present but has a potential of brewing.
8. It creates positive mindset for people to facilitate change which otherwise would have taken a lot of persuasion.
9. It is a great advantage for an organization to have against competitors as suppliers, retailers, customers even potential candidates would a company with good relation among their workers and management.
Currently in Bangladesh, Labor Law 2006 is being followed to protect the interest of the workers or blue collar job holders. It is also considered as standard structure for the white collar job holders as they are paid proportionately to the labor law. Some sections of this law include:
a. Terms and conditions related to employment and service, who can work in an organization, how they can be terminated or retire voluntarily, how they can lodge a complaint and such.
b. Benefits that should be given to a pregnant worker, when it should be given and how.
c. Safety precautions that an organization must follow in terms of fire, heavy machinery, lifts, cranes and so on.
d. Health and hygiene issues that a company must ensure for the betterment of the employees working there.
e. Restrictions and proper procedures of working hours, different leaves, off days of the organization and overtimes.
f. Payment systems, rules regarding deductions and etc.
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“The Systematic approach and application of knowledge, tools and resources to deal with change. Change management means defining and adopting corporate strategies, structures, procedures and technologies to deal with changes in external conditions and business environment.” -SHRM Glossary of Human Resources Terms, www.shrm.org.
Change management means dealing with current and potent abnormalities that can be either positive or negative for the organization.
There are different kinds of changes defined by different authors and experts.
Why is Change needed?
Change is important for any organization as it challenges complacency. Complacency is being comfortable in one’s current position to an extent where it blinds the need for change even if it creates hindrance in the path of success. Complacency can be both employees and management’s part where they don’t want to improve working conditions or don’t want to achieve any major position for the organization. But change creates opportunity for success, for transformation, for business opportunity that can lead the organization to a higher position than what it is at now.
Types of Change by Stacey
· Closed change: Changes in which we can say what happened, and explain what the reason behind it was and what consequences it will have in the future.
· Contained change: Changes where it can be found what happened but the reason and consequences are explained through probability rather than surety.
· Open-ended change: Changes in which nothing can be correctly said about what happened and why it happened and what lies in the future regarding this.
Variations of Change by Grundy
· Smooth Incremental Change: Change that takes form over a long time. This type of change is inevitable as it increases at a steady pace.
· Bumpy Change: Change where steady circumstances are punctuated by accelerated period.
· Discontinuous Change: Changes that are sudden and unexpected but revolutionary in nature.
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Types of Change by Balogun and Hope
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Incremental change is change that happens slowly but surely.
Big Bang is sudden change that sprung out of nowhere.
Transformation is the type of change that challenges the organizations. It can be either evolutionary or revolutionary.
Realignment is the organization’s reaction to such changes, when the change is evolutionary the organization needs to adapt to it by making slight changes of fine tuning. But when the change is revolutionary, the organization must redesign every aspect according to that change or else it might risk the organization’s survival.

 





[bookmark: _Toc524067184]Chapter Four
[bookmark: _Toc524067185]HRM Practices in Uttara Bank Ltd.


[image: C:\Users\USER\Downloads\hrm-an-introduction.jpg]





 
 Human Resource Department of UBL

In modern world, value addition is the main focus of any and all organizations. Wherever we look, whatever we buy, whatever we do, we want to know how it will add value to our lives. Human Resource Department is the place where employees get that extra value addition. Human resource department chooses the right person for the right job and then trains and compensates that person in the right way to make them a resource for the organization. Earlier human resource management didn’t have a different department but was added in the management division of business. But with changing time and need people are realizing the worth of having a small handful of resourceful employees rather than many people working in the organization without providing any real benefit to the organization and along with it is increasing the need for a division that will solely deal with employees and concentrate on making them an asset for the organization. 
Human resource department of UBL is no different. It is an important part of the organization that regularly contributes to the smooth flow of the vastly spread out banking activities. As a service based organization, UBL’s main target involves employees delivering the best services to the customers. So seeking the best interest of these employees is what drives the bank to its success.
Objectives of HR department of UBL:
· Preserving employees’ best interest
· Recruiting the best people for the organization
· Retaining and attracting talented employees
· Placing the right person in the right job
· Handling bonus, raise, promotion, increment issues
· Running operations smoothly
· Compensating employees correctly
· Transforming employees into resources
· Handling any dispute
· Upholding organizational reputation amongst competitors and foreign delegates
· Ensuring ethical practice on everyone’s part including management
Like any HR department UBL HR department has a few specific tasks through which they achieve above mentioned objectives.
Human Resource Planning
UBL doesn’t have a formal way of planning their HR demand or supply. The bank is ever expanding with increasing people with increasing reliability on banking services. Be it personal loans, debit cards, ATMs, mobile banking, banking sector has changed over the years from stellar to moving due to technological revolution. With every new sector UBL requires new people to employ. Whenever there is an additional need for people they hire people from outside, supplying for additional need. 
In terms of surplus or deficit, on a regular basis UBL keeps adequate employees to get the job done which does not leave much gap or surplus. But if the organization has a surplus they go for hiring freeze or retrenchment (lay off due to employee redundancy). They don’t engage in job sharing or work sharing as it complicates the overall employment system. As the organization have many branches and branch level practices do not fall under the formal HR departments, except for recruitment branch levels operate in their own way.
Recruitment and Selection
UBL is a popular bank when it comes to desirability to candidates. With lucrative compensation packages and good working environment, the bank is able to attract many talented candidates whenever there is a vacancy.
UBL’s sources of recruitment:
1. Newspaper advertisement
a. Prothom Alo
b. The daily star 
2. UBL official website
3. Online job sites
a. BD jobs
b. BD jobs career
c. Ejob circular
4. Internship Programs for University students
Here is a job circular given by Uttara Bank Limited.
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Selection Process of UBL:

1. Advertising about the vacancy: Firstly HR department sends the circular to different ad agencies or newspapers and online portals. 
2. CV collection and screening: After the bank has received the many CVs from many e-mails, they collect it all and screen through them for the ones that seem best suitable.
3. Interview call: The candidates who’s CVs has been shortlisted are called for interviews for further procedure.
4. Initial interviews: These are basic interviews that let recruiter meet the candidate in person and judge their personality.
5. Formal written exams: After the employee has successfully crossed interview, they have to sit for written exam which will test their knowledge.
6. Viva: This interview is the main interview where recruiter actually assesses whether the candidate can actually bring something to the bank.
7. Verification and Appointment letter: Here the candidate goes through verification where validity of his certificates are checked, his referrals are enquired and if everything goes well appointment letter is given for a probationary period of 1 year.
8. Medical examination: Medical examination is a must for every employee as it will verify their fitness and eligibility to be able to work in the organization.
9. Orientation program: UBL organizes a formal orientation program for the newly recruited employees to acquaint well with the organization.
Training & Development
UBL conducts both on the job and off the training. It has its own training center located in Aoulad Hossain market, Tejgaon, where they arrange many workshops, courses and training programs for the betterment of their employees. Some of these training programs include:-
Courses:
	Serial no.
	Course Name
	Position of Participant

	1.
	Banking Foundation Course
	Officer

	2.
	Credit Management
	Officer to SPO/ Manager

	3.
	Basic Uttara Bank Accounting Personnel
	Officer to PO

	4.
	Audit, Inspection and Implementation
	Audit Officer

	5.
	Branch Management
	Sr. Officer to SPO/ Br. Manager

	6.
	Human Relation &Communication Development
	Sr. Officer to SPO/ Br. Manager


Workshops:
	Serial no.
	Workshop Name
	Position of Participant

	1.
	Recovery of Classified Advances and De-classification and Suit Settlement Techniques
	Br. Manager/ Credit Officer

	2.
	International Accounting Standard (IAS-30)
	Officer to SPO

	3.
	Reporting on Foreign Trade Transaction
	ID & AD Br. Dealing Officer

	4.
	Money Laundering Prevention
	Executives/ Br. Managers

	5.
	Core Risk Management and Asset Liability Management
	Selected Officers

	6.
	Credit Risk Grading
	Credit Officer

	7.
	BASEL 11 ACCORD
	Senior Executives

	8.
	Senior management development program
	Senior Executives

	9.
	Management of Non-performing Assets & Techniques of Profitability
	Officer to SPO

	10.
	Uttara bank Audit Implementation Manual
	Audit officer

	11.
	Core Risk Management, Internal Control & Compliance
	Selected Officer


Computer Courses:
	Serial no.
	Course Name
	Position of Participant

	1.
	Application of Branch Banking Software
	Br. Manager (Outside Dhaka)

	2.
	Application and Operation of Branch Banking Software (Evening)
	Br. Manager (Dhaka)

	3.
	Zonal Office Solution
	IT Officer

	4.
	MIS in Uttara Bank (Day)
	Concerned Officer (Outside Dhaka)

	5.
	MIS in Uttara Bank (Evening)
	Concerned Officer (Dhaka)

	6.
	Branch Banking Operation (Audit)
	Audit Officer

	7.
	Programming in COBOL
	Concerned Officer 



Training process:
When it comes to training process, UBL follows the ADDIE model. ADDIE stands for Analysis, Design, Development, Implementation and Evaluation phase.

Analysis phase: Analysis phase is the collection of information phase. Here the training need of the employee is analyzed through training need form.
Design phase: Design phase usually denotes as planning phase. Here the plan as to how to train an employee, what kind of training should be provided to them, what would be motivational for their work life stage and such is taken into consideration to come up with the best possible training program for each individual.
Development Phase: It is where a pilot study or experimental study is conducted to see how employees will react to the plan and whether the plan is accurate, only then the plan will be implemented in reality. If the result is negative then the process will go to either design phase or back to analysis phase.
	
TNA Form

Name of the Employee:                                                   Immediate Reporting Supervisor:
Position of the Employee:	                                                Date of Joining:
Department of the Employee:                                          Years of Experience:


	Job Responsibility
	Required Job Skills & Competencies
	Actual Job Skills & Competencies
	Gaps
	Remarks

	
	
	
	
	

	
                                                              
                                                                  Employee           Head of Department         Head of HR 



Implementation Phase: Here is where the actual implementation is done.
Evaluation Phase: This is the last phase. Here it is detected whether the training process was successful or not. If the process failed to make any changes in the performance of the employees, the whole process will be repeated again starting from the analysis phase.
Orientation Program at UBL:
UBL as a highly successful bank, with ever growing manpower arranges formal orientation programs that guides the newly appointed employees about
a. The organization 
b. Its ideologies, beliefs, goals and aspirations
c. The organizations’ expectation from them
d. Their role in the overall development of the organization 
e. The rules and regulations they are supposed to follow, punishments for breaking them and reward for following them
f. Their supposed supervisors, subordinate, colleagues and key personnel from outside the organization like Bangladesh Bank officials etc 
g. Their career path for respective position
h. Their rights as an employee
i. What they should be expecting from their job position as a whole like decision making, autonomy, leadership, compensation, vacation, status in the company, career development and such
They arrange such events to positively encourage the newly appointed employees about the organizations practice and culture and how they are now a part of it. UBL’s this hands on approach keeps its employee turnover rate at moderate level and has created a positive impact on the market reputation regarding employment which creates quite the competition for interested candidates.
Performance Appraisal
Measuring results and behavior:
As financial institution, while measuring results and considering factors like key accountabilities, objectives and performance standards, the management of UBL keeps their nature of work in mind. For example:
Key Accountabilities: The management makes sure that every employee understands the fact that as a financial institute, safe keeping and proper investment of a lot of people’s lifelong hard- earned money depends on them and any error in job be it investment in profitable sector, hiring ethical employee, selecting partners for joint venture can cause threat to many lives. So it is everyone’s key responsibility to make the most effective use of this resource.
Objectives: Like any other business that wants to be successful, UBL also fixes its employees’ individual objectives keeping the organization’s goal in mind. Their objectives have the standard characteristics such as 
· Specificity
· Clarity
· Challenging
· Flexibility
· Prioritized
· Achievability
· Fully communicable and so on.
Performance standard:  UBL believes in two factors when it comes to performance standards Quality and Quantity. Quality that states how well the objective has been achieved and quantity that represents how much has been produced, how many, how often and at what cost. They only select standards that are 
· Related to position
· Concrete, specific and measurable, 
· Practical to measure
· Meaningful
· Realistic and achievable
Measuring performance: As measuring technique UBL uses absolute system to measure different aspects of an employee’s job. Absolute performance measurement system compares employees with pre-specified performance standards. There are many methods of absolute measurement system. But UBL uses BARS (Behaviorally Anchored Rating Scales). BARS is the improved version of graphical rating scales as it uses critical incidents to rate the employees’ performance. They use BARS because:
1. It mainly focuses on the actual performance of the employee rather than whether they have certain qualities.
2. It is quite easy to understand and present quantitative information.
3. It gives equal opportunity to everyone, free from any form of bias.
4. It highlights employees individual performance rather than in a team so they have to keep their best on the table as they cannot hide behind a successful group performance without contributing anything to the organization.
Source of information: UBL collects information from immediate supervisor of an employee.
Number of meeting and Appraisal Period: UBL holds 1 meeting containing every aspect of appraisal once a year stating the issues of time limitation, massive expenditure and a large work force.
Appraisal Form: As the organization has many different posts, each of them has its own form of BARS. Here is a sample of BARS form that is used by UBL:

	
Performance Appraisal Form
Name of the Employee:                                                                Date:
Department:	 Position:
Performance Category:


	Ratings
	Behavioral Anchors

	Very Good
	

	Good
	

	Average
	

	Poor
	

	Unacceptable
	

	 
                                                                                  Employee                   Divisional Manager



Here, marks distribution is: Very Good = 5, Good = 4, Average = 3, Poor = 2 and Unacceptable = 1. [The higher the employee’s marks, the better their performance.]
Usually appraisal is conducted by an evaluation team. As the appraisal is conducted on every performance category contained in a multipage form, employees need to sign every page to show absolute faith in the system along with divisional manager who approves the appraisal. Lastly it is sent to the HR department for the final evaluation. Besides the actual performance employees also get additional marks based on their educational qualification such as MBA holder, Banking Diploma holder, MA pass and Graduate, all have different levels of extra marks that are added with the total performance marks.
Performance Appraisal Process:

Establishing Standards: As UBL uses standardized method to appraise performance, initial job for HR department is to set standard for each job position. These standards work as yard stick against which an employee’s performance is judged.
Communicating with Employee: After the standards have been set, HR department communicate these standards to employees through department heads of different sectors and branch heads. Employees must understand what they are working with, how they will be evaluated, on what basis, what is considered as good performance and what is considered as poor performance.
Measuring Employee Performance: Next comes collecting the information part. Here the necessary information about the employees’ performance is gathered, be it quantitatively or qualitatively. For example as UBLL uses BARS, they must identify behaviors of employees that are to be evaluated, not every behavior will be evaluated. 
Comparing Employees Performance: It is this part, where the actual performance appraisal is done. Employees are compared against the previously specified standards and a conclusion is drawn. This conclusion can be in the form of a chart showing employees’ performance graph or in qualitative form.
Employee Feedback: After HR department has accumulated the performance appraisal result, the result is to be discussed with the employee so that the employees can understand what they have done right and what they have done wrong. This is an opportunity for employees to not only clarify what they are lacking but also explain why it is happening. It is a two way communication process where both management and employees want to improve employees’ performance
Developing Action Plan: Lastly, both parties have been made aware of each other’s situation, so the only thing left to do is reach a conclusion as to what to do next. If employees’ appraisal turns out to be positive, they will be given increment, promotion, bonus or any kind of positive incentive. But if their appraisal turns out to be negative they will either go for diagnostic approach to know what is wrong with their performance and how to improve it or they will receive negative incentive such as no increment, no promotion, demotion or even termination.
Compensation Management
Like any other organization, UBL believes that employees are the biggest investment an organization can make especially if it is a service based one. Employees are the people that convey the organizational values, practices and ethics to the present and potential customers. An employee’s behavior is the symbol of the organization as a whole. So keeping these people satisfied is one of their priorities. Compensation packages do just that.
Compensation Strategy: When it comes to strategies regarding payment, UBL follows lead strategy where they provide more than the market average.
Intrinsic Rewards and Extrinsic Rewards: UBL provides both intrinsic and extrinsic rewards to its employees. 
Intrinsic rewards include:
· Job status
· Satisfaction of accomplishment
· Autonomy
· Respect and Cooperation
· Good working condition
· Recognition and so on.
Extrinsic rewards include:
Different Leaves:
Casual Leave: Casual leave in UBL is 24 fully paid days a year. This leave is applicable from the joining date of an employee. 
Earned Leave: An employee is considered eligible for earned leave in UBL, when he/ she has worked in UBL at least for a year. Employees get 1 day earned leave for every 33 days. It is a fully paid leave that is not transferable to the next year. 
Festival Leave: Festival leave depends on the Government approved official bank holidays.
Sick Leave: Sick Leave in UBL is 15 fully paid days. Like casual leave, it is also applicable from the joining date of an employee. 
Maternity Leave: In UBL, a woman must work for at least 6 months to be eligible for maternity leave. The maternity leave is of 4 months given only once at the convenience of the employee. Employee must apply for such leave beforehand to be eligible for it.
Other facilities:
Easy Loan: UBL also provides employees with easy loan service that include less formal procedure and less interest expense.
Lunch Service: Employees at UBL are provided with lunch service for which they don’t have to pay any charge to the bank.


Compensation and Benefit Package:
	Earnings
	Deductions

	Basic Salary
	House Rent
	Medical Allowance
	Dearness Allowance
	Travel Allowance
	Bonus
	Incentives
	Insurance
	Professional Tax
	Group Insurance
	Provident Fund*

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Note: This is the employee’s contribution in the provident fund; the employer also contributes to the provident fund equally.
Even though, benefit package means the combination extrinsic and intrinsic rewards, benefit packages in reality consists more than this. Each employee is in a certain stage of their corporate life and each of these stages decide what the employees benefit package focus on. These stages are as follows:
Growth stage: This is the earliest stage. It ranges between years 24-29. In this stage employees are floating about, trying to find the best way to achieve their dream job. In UBL we can categorize fresher or entry level job holders in growth stage as they are starting their corporate life and are more prone to switch jobs. Employees in this stage are quite new to the job life and want to flash their new income to their friends and family. So their benefit package will mainly focus on bonuses, increments, privilege, travel and such other cash related cash related incentives. 

Exploration stage: It is the second stage. It ranges from years 30-34. Here employees have either reached their dream position or are where they see themselves comfortable. Employees are more focused on their skill building and establishing work method. In UBL this stage will be Assistant managers to mid level managers. So their compensation will focus on mainly training related benefit like paid seminars, paid courses or workshop and etc.
Establishment stage: This sage ranges from years 35-40. Here employees are more mature, have become seasoned when it comes to work life experience. It is also called the climbing stage. These employees will be the next generation leaders. In UBL this stage includes mid level managers to directorial level. They don’t wish to switch their career path any more so their most beneficial benefit package will focus on power and authority. Anything related to leading a group and being able to exert power is their highest motivation. 
Maintenance Stage: This stage ranges from years 41-55. This stage belongs to employees holding the top most position within the organization. These employees have almost achieved everything one can ask for. They are the most important people of any industry so whenever there is a new product, service, production method, strategy or anything of that caliber is introduced into the market; they are the ones to receive that information and training related with it. In UBL this stage includes the CEO, CFO, CMO, and CTO. Their benefit packages will mainly focus on receiving ownership of the company through profit sharing by having shares in the organization.
Decline Stage: It is the last stage. It ranges from years 55 and above. This is basically the retirement stage where employees have shared their time in the organization. These employees then rehired as mentors so that the organization can reap benefit of their vast experiences. We see very less people in UBL that fall under this category but mainly the board of directors may include people from this stage. Here employee’s benefit package mainly focuses on ESOP (Employee Stock Ownership Plan), or even pension scheme that revolves around after retirement financial security.
Every employee goes through these stages. With the change of a stage, employees’ need changes, attribute to life changes, personal life cycle changes. So the responsibility falls upon the organization to accommodate these changes into their benefit package and give the employees the benefit of doubt and make their transition from one phase to another easier.
Industrial Relations & Labor Law
Industrial relations in UBL:
What I have discovered from my visit to UBL in regards to its industrial relations is that the organization has a very friendly, positive and cooperative vibe that indicates that the management not only possesses a team spirited attitude but also has high regards for participatory management.
Participatory management is the management style where management considers employees’ opinion in decision making process. This way, the employees feel included in the top activities of the organization and don’t feel pressured into working blindly like slaves. Employees are able express not only their opinion but also dissatisfactions and possible solution for it directly to their superiors and even to the top most management. It creates a productive environment that delivers the best possible outcome to the customers and the people working in the organization. It provides opportunity for employees to develop their skills and knowledge by being guided by their superiors in the right direction since supervisors tend to be more informative and educative in such environment. It also creates a medium of two way communication within the organization between supervisors and subordinates. This positivity and overall satisfaction, pleasant work environment and ease of work, reduces turnover rate, internal disputes, protest and strike on employees’ and layoffs on management’s part. 
The reason for this positive industrial relation might be:
· The management at UBL believes in dealing with situations related to employment freely, independently and with responsibility.
· The organization has a good relation with the Govt. and also high regards to formal rules and regulation which does not let it adopt unfair practices towards the employees.
· UBL address its employee’s complaints and problem with utmost care and attention as they consider employees as an asset to the organization rather than expenditure.
· UBL tries its level best to provide a productive, healthy and equitable work environment to its employees.
· UBL encourages employees to accept new trainings and educational experiences. Even their appraisal system contains points for educational qualification which increases every time employees receive new degrees.
· UBL has been successful in establishing a good communication system between its employees and management.
· The employees of UBL are adequately prepared to adapt to any kind of change that is or might take place within or outside the organization.
UBL is a corporate politics free organization, if any employee is found with evidence of such politics, they are fired immediately. UBL’s motivation is to provide a healthy environment for anybody associated with the organization be it employees or customers. If any time the organization faces any conflict then it takes one of the negotiation strategies. These strategies include:
Competing: Both management and employees want to outrun the other is called the competing strategy. Here both parties consider each other as enemies, defeating other is the main target. It generally ends in employer winning and employees losing. 
Collaborating: Here both parties are considerate of each other’s situation and work together to achieve combined goal. Here both parties work as a team and it is a win-win situation for everyone involved.
Avoiding: It is when employees and employer both avoid the conflict. It may seem as a wise decision but in actuality it is not. Conflict paves way for improvement, if there is no conflict there is no development so ultimately avoiding conflict results in a loss-loss situation for both parties. 
Accommodating: Here one party succumbs to the wishes of another party in order to get the other to comply with them. Generally employers adopt this strategy when they need the employees to be working according to their demands and employees are resisting it. Ex employees are paid extra during Ramadan due to increased work pressure, exhaustion and work load.
Compromising: It occurs when both parties give up something so that the whole operation can take place. For example if employees want to increase their bonus by 20% and employer want them to work 1 hour extra, the compromise would be for employees to receive 10% bonus for working half an hour extra.
The type of strategy that should be taken for resolving a conflict depends on the conflict itself.
Labor Law:
Like any other Bangladeshi organization, UBL also follows Labor Law 2006 and proportionally laws regarding executives’ rights and duties.
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Labor Law of Bangladesh was created to protect the financial and socio-economical interest of the working class people. It covers sectors ranging from the definition of shop, industry, worker, and employer to salary, leave, maternity benefits and much more. It makes sure that employers know what they cannot force employees to do and employees know how they can protest against it, it defines the types of workers in an organization, types of termination and voluntary and involuntary retirement. It also covers the health and hygiene codes, must have safety measures and lawful punishment for employees when they break specified code of conduct.
This law is a bridge that connects the employers’ interest with the employees’ interest as by specifying and maintaining workers interest; it also prevents employers from being exploited by the employees. Employers who follow proper laws get the benefit of employees trust and dedication on and towards the organization that results in productivity and prosperity, sometimes Govt. also rewards these types of organization. UBL takes these things very seriously since UBL believes in providing the best to its employees. UBL’s high demand in job market states this fact.
Change Management
Change is inevitable, be it rapid or gradually. Change comes from the scope of improvement. There’s no end to this scope because there is always something that can be upgraded and made better. Organizations that have refused to accept change have seized to exist, even the most successful companies such as Xerox and Nokia had to succumb to the need for change. Human race is the prime example of change with its ever evolving nature. In business, change is the difference between success and failure. Because it’s a world where there may never be a second chance, one needs to keep up with the pace of change or else they will fall behind competitors while, they (competitors) gain success by adopting change and reforming their strategies.
Change in other words, is the eradication of complacency. Complacency is the term used to describe the situation in which a person gets too comfortable in their current position and doesn’t wish to have any changes; this goes for management and employees. So how should an organization reduce complacency and initiate change?
According to Mike Beer, professor of Harvard business school, the solution lies in a four step approach.
Discuss current and plausible negative scenarios with the employees. When organization doesn’t inquire their employees about the negative scenarios they think is taking place or may take place in the organization, employees become reluctant to think about it since they feel its management’s job to know about the ins and outs and good and bad issues of the company. So to initiate change, management must keep the discussion going about what’s going on in the company even when seemingly nothing worth mentioning is occurring, just to keep the employees engaged.
Give opportunity to employees to express the dissatisfaction that they face. It is the employees that directly deal with the customers, so they are in the best position to state what the customer likes and what they dislike. It is very important for any form of change that the decision involve the insight of those that work in the field as only then will the changes bear any positive outcome for the organization.
Create dialogue on the collected information. Here dialogue means a two way communication process where each party can freely express their opinion. Creating dialogue on the collected information means after the data has been coming to a conclusion together as to what to do next. Here employees are given opportunity to suggest what they see fit as the correct solution to the problems they are currently facing, and management then give their own opinion on the plausibility of that particular solution in terms of business, marketing, funding and such.
Set high expectations and motivate people to meet them. When organization expresses their high expectation from employees and uses motivational tactics, employees are bound to come out of the complacent state and wanting to facilitate any changes suggested by the management.
UBL is an organization that has been here since 1965, in these 53 years the bank has seen various changes ranging from Liberation of the country to the technological revolution brought by the introduction of computer and the internet. Even after various rounds of tumultuous political and economic condition prevailing in the country, this bank seems to have held its footing with iron claws by keeping up with the latest format of banking (SME banking, Internet and Mobile banking, ATMs) and still having successful business that to without compromising their root beliefs. The most recent change for the bank has making all 233 of their branches online and the introduction of ATM booths in 15 major districts in Bangladesh. According to the HR AGM of UBL they determine current public demand for a new service by talking directly to their most loyal and important customers. They either arrange meetings for these clients with the managers that have been making their regular dealings or they call them for a quick survey regarding their current arrangement with bank and their satisfaction with the bank’s services, any complaints or dissatisfaction, recommendation for change. 
After gathering the public opinion, branch managers forward these recommendations to the head office, where the senior management decides whether and how to eradicate these needs. If they something that’ll bring a new opportunity for the bank, they introduce new policies and packages to cash in that opportunity. If we consider UBL’s operations and its customers’ influence on it through M. Goodman’s figure:-

UBL is in the Value-oriented time, where the main focus of the organization is the creating value for the customers. This single statement shapes the entire operation system of the organization starting from their customer approach to their manpower design, which means their HR system takes the blow of it the most by constantly making sure that every promise that comes with the changing time is being delivered. They ensure this by:-
· Making more task/project focus teams
· Encouraging cross-functional teamwork
· Ensuring highest quality information management
· Proliferating messy problems
UBL uses Michael Beer’s seven steps model to create and manage effective change within the organization. It is said that these steps help circulate employees commitment, coordination and commitment to guide change efforts. 
Step-1: Joint Identification of Problems and Their Solutions. 
           In order to commission change first the reigning problems need to be identified and subsequently their possible solutions need to be accumulated. Here joint identification means employees and management working together to dissect a situation and find the real issue of concern. A tip for it is to never go for top down decision making, because when the decisions are made only from the higher up’s perspective real issues are never dealt with as it is the employees that directly deal with customers rather than top management.
Step-2: Development of a Shared Vision. 
           A shared vision between the employees and the employer is very import. A vision is the ultimate goal of an organization. Each of the organizational effort is directed to that one final destination. Ever employee has their own vision about their career, where they want to see themselves in 20 years or something. When they enter an organization, it is due to it being in that career path. If every employee of the organization does not think that by achieving the organizational vision they will also be closer to their personal vision, they will never be motivated to work for the better of the organization. So when top management comes up with the vision, it is their responsibility to guide the employees about how it is beneficial to their personal career development. 
Step-3: Identification of the Leader. 
           An effective change program requires an effective leader. A leader is a person who motivates others to work for a cause rather than dictating them to something. A leader takes chances and initiatives along with employees, they don’t does take decisions and force others to endure its consequences. A leader combines every individual effort and transforms it into group effort. Change brings in chaos with its awake, it is the leader who reigns in this chaos and harnesses the benefits for the organization and its incumbents.
Step-4: Focus Only on the Final Outcome. 
           Every person has their own sense of work method of style they prefer. People tend to perform best only when left with their devices. When organization tries to micromanage employees rather than focusing on their work output, they become self conscious and feel less motivated to do their best. So in order to let change happen, organization needs to give employees creative freedom to do their job in their own way, as long as they produce positive outcome.
Step-5: Implement Change Unit by Unit. When a new decision comes into play, it needs to be taken over period of change. Sudden change of situation is generally not accepted by employees as they feel uprooted from their comfort zone and thrown in an unknown territory. But if this same change takes place in a series of small changes, employees will have enough time to prepare themselves for the ultimate form of change. Besides when organization takes small steps, it can clearly gauge the reaction of employees to these changes rather than making the whole change and then finding employees resisting to it. 
Step-6: Achieve Success Through Formal Structure and Policies. 
           Change is a flitting issue; If it is not solidified through proper addressing no one will be able to realize its effect. When an organization tries to reap benefit of change, it must reflect the effects of it through its policies and formal structure. For example, let’s say an organization introduced a new training method that is compulsory for every employee who has worked at least 5 years into the organization. Employees of the range may protest the change as they don’t deem it necessary so in order to get them to comply with it organization then needs to include a 5% bonus on their basic salary after their successful completion of the training program. This way employee will understand the benefit and view it as a solid policy to work for.
Step-7: Monitor and Adjust Strategies. 
            It is a common phenomenon that not everything goes according to plan. When a plan is made many factors work behind the scenes for it to properly function, if one of them falters the whole plan can turn askew. Sometimes situations arise where employees don’t take well to changes or external environment does not react the way it should have for the plan to properly take place even the inner mechanisms of the organization can backfire, for the organization must always have proper back up plan that can facilitate adjustments according the reaction of different elements. They should always have room for any and all sort of modifications; otherwise it will just be the same old decision taken and dropped on employees rather than an active initiative to facilitate change.
Organizational Culture
The credit for these types of high morals should be attributed to the overall culture of an organization. 
UBL practices open culture. Open culture is where the organization has its objectives made clear to the people working in it at the same time there’s always room for flexibility, innovation and creativity. Open culture provides unity and equity and makes room for innovation at a greater speed that also allows opportunity to form bonds between the employers and employees, employees-employees and employees-customer. Five characteristics that prove this are:-
1. The amount of transparency, that the organization maintains between its internal as well as external parts about everything.

2. The level of inclusivity, that they provide to every member of their organization. It shows in the open floor plan concept of the head office as to how little they believe in power distances and how much they value each job position. It also goes for the decision making process and other big decisions.

3. How much they are adaptable. Like I said before no organization can survive without adapting to the changes taking place in its external environment and rearranging its internal mechanisms.

4. Collaborative practices of the bank. Two brains are better than one. UBL believes in having positive and progressive collaboration amongst its employees to deliver the best service to its customers.

5. Lastly, the communal mentality of the organization. If people working in an organization feel empowered and well informed, where leaders act as mentors and guide them towards their own betterment and gives them voice, the organization is considered as a community which UBL already is. 
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The best way to analyze the performance of an organization is to perform a SWOT analysis, which clearly states the current position of the organization both internally and externally. Since this report focuses on the HRM functions of Uttara Bank Limited, the SWOT analysis will also be directed to that.
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What I have gathered from my experience with UBL, It is a very well organized institution. From the very entrance to the end of the meeting, I found a very cohesive and flow of work that only can come from a sound and progress HR management. Only a good HR department can invoke such a positive and balanced work atmosphere. Their biggest strength lies in selecting employees that suit the organizational needs rather than selecting employees that are just highly qualified, this way, their employees add value to the organization than just be an expensive commodity. Some of their strengths are listed below: -
1. Fair treatment towards employees that is unbiased and just.
2. Good compensation package and facilities. UBL has a very lucrative compensation package that makes the company more desirable to candidates seeking a job in the banking sector.
3. Good performance assessment program, stating the quantitative results to employees that include points for both their educational achievements and actual performance. This works as a great motivational tool as employees feel encouraged to improve their educational qualification at the same time their actual performance.
4. A very intensive training program that actually contributes to the development of the employees and also contribute to the bank.
5. A good selection process that ensures the best employees for the bank.
6. Career development programs that focus on employees’ career path development and brings in something for the employees.
7. Good control over the over HR of an organization that is so spread out and extensive.
8. A great relation with the Government by complying with rules and regulation, so very strong legal support.
9. The organizational discipline is of high caliber so the people involved showcase high level professionalism.
10. Very keen eye for details in terms of everything but doesn’t believe in micromanaging employees.
11. Uses participatory practice that ensures inclusion, equity, respect, acknowledgement, compassion and dedication towards the employees which in turn reflects in the activities of the employees themselves.
12. Works for the betterment of the employees and not just after organization’s success.
13. Provides employees opportunity to voice their opinion and have a say in the decisions that actually will affect them or be executed by them, this makes employees feel included and consider the organization as keen than a foe.
14. Culture of the organization is very rich, full of positivity and possibility which is rare to achieve since banking industry is very masculine and rigid in nature.
15. Conflict resolution system is also quite systematic so any form of animosity doesn’t last long.
16. Their turnover rate is quite moderate, which means the organization knows how to hold its talented employees and when to let go of the comparatively poor one.
17. Tardiness on the part of employees is strictly prohibited so employees act upon their responsibilities diligently.
18. The organization’s regard to its employees is very high. They treat their employees as assets rather than liability or expenditure.
[bookmark: _Toc524067189]W = Weakness
Like any other organization, UBL has some demerits that hold the progression of the company back a bit. If these can be removed, the organization will be able to gain even more success.
1. The HR planning part is very poor as the organization works with less stuff sometimes and sometimes with excess of them.
2. As the organization has an open plan where employees of different positions sit together, relatively higher positioned employees may feel a lack of entitlement.
3. Branch levels have little more free reign over employment and work distribution where employees work wherever they can rather than where they should as they don’t hire exactly when they need them but after the organization had accumulated all the vacancies and decided to go for advertisement for it.
4. They have a lack of branding regarding their HR which does not let their HR department to be as popular as the rest.
5. Too many strict rules and procedures for employees to follow so employees may feel a bit overwhelmed.
6. The retention program has quite the lacking which causes employees to switch jobs resulting in moderate turnover rate rather than expected or optimum one.
7. Pipeline of the organization is not as clear as it should, may be for the top most positions but not for the more subservient positions.
8. The organization lacks things like discretionary awards and spot bonuses that keep employees on their toes to perform the best.
9. Their social presence is not the strongest despite having so many physical outlets not many people seem to be aware of it.
10.  The organization doesn’t have any qualm about not using a modernized HRIS system that will make work much easier for them.
[bookmark: _Toc524067190]O = Opportunity
With rapid growth of business and technology, there are vast opportunities for a bank like UBL. With growing business there will be increased opportunities for HR department as well. Some of these might be:-
1. UBL can invest in MIS (Management Information System) software that will automate the whole HR process.
2. By improving branding of the HR department, the organization can use HR department as an asset.
3. With introduction of new technology in banking sector, new training programs can be launched. If these programs can be made advanced and better equipped than other training centers in Bangladesh, it can turn into a great advantage.
4. With the help of their foreign affiliations, UBL can adopt new HR strategies that haven’t been introduced in Bangladesh before but would be highly useful. It will attract more positive attention for the bank.
5. UBL can invest in additional service centers in each branch focusing on helping people who are not familiar with mobile banking, this way the more people want this service, the more accounts will be opened. 
6. It can use social media platforms for its benefit in terms of employee recruitment, customer survey, employee voting and even having an advantage over the competitors.
7. UBL can invest in freelancing for their customer services and other coordinative work that is currently dealt by the HR department.
8. It can work with more soft skill building activities with the organization that is separate from the training programs. These skills include people managing, multiple layered decision making and creating coordination and collaboration among people and department in order to create next generation leaders.
9. Concentrate more employee feedback and employees’ work systems on the regular rather than the annual report and turnovers because it will help improve the actual quality of work which in turn will bring profit. This way while the competitors are busy crunching numbers, UBL will be solidifying its roots through building better relations with its employee base.
[bookmark: _Toc524067191]T = Threats
With expansion of business comes extended threat, threats from competitors, threats of new entrants, threats from new and changing preference of people, threats from innovation and its cost. Uncertainty itself is a threat and no business exists without the presence of uncertainty. Threats that HR department of UBL may face are:
1. Fierce competition regarding employment which causes banks to step up their game in terms of facilities to be given to the prospective employees.
2. Emergence of new banks with fresh ideology and different HR practice that might be more lucrative.
3. Government banks are always a threat for private banks when it comes to employment since many prefer Govt. jobs over private so new Govt. banks are threats to UBL.
4. Coping with new mindset of people regarding work, work lifestyle and work environment is a threat for any HR department.
5. Increasing diversity in the workplace is a threat for UBL since people are more conscious of their own personality and individualism.
6. IT and its fast pace causes organization to redesign its plan in terms of employees and other thing so technological advancement is a huge threat for the organization.
7. The new practice of a non structured, non hierarchical organization is also a threat for UBL since some of its actions still rely on traditional practices.
8. With the rising involvement of internet in the organizational practice, protection of intellectual property and organization’s secret is at great risk.
As long as there shall be increase in population, the organization will find opportunities to take and markets to expand but this can be threatening as well since this also means there always will be someone ready to flip the business over its head, so if the organization wants to survive in the long run they must always be changing, evolving, adopting, eradicating and accommodating.
In order to show the capabilities of UBL’s HR department, I would also like to put in action Mckinsey’s 7S framework. This model shows how the seven elements define the outline of an organization’s success and its relevance. The whole model is divided into two parts.
· Hard elements: Hard elements are easily identifiable and more formal in nature. They are more manageable than the soft elements.
· Soft Elements: Soft elements are more sublime and less prominent but they are more on the manageable side. These elements are dependent on the overall culture of the organization for them to flourish.
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The 7 elements are explained below:-
Skills: It is the level of skills that the employees of an organization possess; it is also their ability to compete with others and their spirit of working in general. Here the skills are not just what the employees already possessed before joining the organization but also what they got after joining the organization through responsibilities, experience and training be it indoor or outdoor. 
Structure: Structure is the inner workings of the departments, how much clarity it bears and how much it is formally and professionally defined for the employees understanding. Structure can be the hierarchy of the organization; it can also be the employee boss dynamics. 
Strategy: Strategy is the main target of the organization or in this case the department. What they want to achieve and how they want to achieve it, whether they are flexible or rigid whether they are compassionate or pure money minded. Strategy defines the organizations perception of their employees and how it can be used to achieve organizational goals.
System: Systems are basically the way everyday work of the organization takes place. It can be described as organization’s ongoing process of getting the job done. It includes the issue of organization adopting a formal approach or informal approach regarding any issue.
Style: Here style means the leadership method of the organization, how supportive the top management is, their approach towards employees, how they handle the employees working in the organization, how they allow the environment of work to be. 
Staff: Staff deals purely with number of employees, their management, recruitment, selection, how they are taking the organization, what they provide to the organization, how much they are relevant for the organizational achievements.
Shared Value: Shared value represents the actual culture of the organization, the work environment, its adaptation to change, its productivity to those who are involved, It’s ability to be beneficial for the work ethics in general and how much value it adds to the organization.
I am aware that this is a qualitative tool, used to analyze the management process of the organization. But I would like represent my interpretation of this process through quantitative approach for a clearer picture of the department’s footing and contribution in the success of the organization.
Here I have given each of these attributes points out of 10 and constructed a graph.


This is a graphical representation of all the things that been discussed so far. It gives more practical and easily understandable information as to where the HR department of UBL stands and if we need to know the performance of the HR department against that of the others in the same field, we can simply construct a similar graph for the HR departments in the banking sector and compare it with this one to see the deviations and variations amongst the two.
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UBL is one of most high functioning, highly sort after banks of our country. It has sure has taken a great amount of dedication and effort on the management’s part to reach where it currently is. Along the way, many modifications may have taken place to shape the present day structure of the esteemed bank. I may not be the best person to suggest many a major change for this bank but as student of HR, I would like to suggest few recommendations that will hopefully come in handy for the department if they deem it fit to include in their plans for remodeling of the HR department.
· The HR estimation of the banks different branches needs to be checked regularly for any lacking or overstaffing.
· The organization has an intention to remove barriers between positions by giving only the highest positions a separate room and keeping others on the open set up floor which is a remarkably innovative and modern approach on the bank’s part but the orientation of its meaning must be made clear to everybody working there as to not feel demotivated by this practice.
· HR department should be made more transparent to the general audience to create trust amongst the prospective candidates and customers.
· Employment decisions on the branch level should be more coordinated with the head office to take charge of the entire operation run by the bank.
· UBL has very good work ethics along with a healthy work environment; they need to make this side of their organization more popular.
· UBL should hire more fresh graduates and interns to lessen their cost regarding employment.
· Even though UBL has a very well facilitated training center, they should invest in more diversified training programs such as outdoor training, vestibule training, HR gaming and so on.



[bookmark: _Toc524067195]Conclusion

It is said that every ending marks the start of a new beginning. This has been such a fulfilling journey for me. Personally it seems like a rollercoaster ride with its ups and downs both mentally and physically. Through the preparation of this report, I have encountered various situation and issues which even though nothing new, seemed quite peculiar. This was the first chance where I had to keep my eyes on every aspect of a research and report preparation without the help and assistance of a group. This has given me added responsibility and opportunity of learning things I didn’t know how to do before. This entire report has proved itself as a challenge which I would gladly take upon once again if the situation arises. I have had such a pleasant experience in terms of meeting new people, looking at new perspectives, receiving guidance in a new way, working on my own that it has given me inspiration to keep this spirit up further in my life. This report is a conclusion to my graduation degree, from here onwards new challenges and new beginnings will come, I hope to implement every lesson that I have learned in my University life into my personal as well as professional life. 
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Questionnaire
a. Can you briefly describe what UBL is about? What are its goals and objectives and an overall understanding of the people working here?
b. What is your position, tasks, duties and responsibilities in the organization?
c. How long have you been working in this organization?
d. Can you explain the overall Human Resource Management practice of this organization?
e. Human Resource Planning
i. How do you plan your overall HR management?
ii. How do you forecast your need for human resource?
iii. What do you do with excess resources? Do you terminate them? Or do you give them options like Job sharing, Voluntary Layoffs, Early Retirement?
f. Performance Appraisal
i. How do you evaluate the working efficiency of the employees of your organization?
ii. What process is followed for appraising the performance of the employee?
Formal appraisal/Informal appraisal
iii. What methods do you use to apprise the employees of your organization?
g. Industrial Relations and Labor Law
i. Does your organization follow the Labor Law of Bangladesh?
ii. Are your benefits to personnel in same proportion as the Labor Law?
iii. How is the working relationship condition in your organization?
h. Compensation Management
i. What consists of your compensation package?
ii. Do you prefer to lag, lead or be consistent to market with your compensation?
iii. Do you have any provident fund system? Does the organization contribute in it? 
i. Training and Development
i. For developing the working efficiency of the employees do you provide any training program?
ii. If you arrange any training program for the employees, which type of training programs are those?
iii. Do you invest in any training programs to recruit fresh talent?
j. Change Management
i. What do you do to determine that change is needed?
ii. How do you deal with changing situation?
iii. Have there been any major changes that you had to deal with in recent years?
k. Recruitment & Selection
i. What is the recruitment and selection process of your organization?
ii. What are your sources of recruitment?
iii. What is the method of selection?
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Requirements
- Academic Qualifications
() Post Graduation Degree from any recognized U
disciplines -
) Economics (i) Accounting (i) Management (iv) Banking (v) Finance (vi) Finance & Banking vil)
Marketing (vi) English (i) Computer Science (x) Computer Engineering (x) Computer Science &
Engineering (xi) Physics (xi) Chenistry (xiv) Mathematics (xv) Statistics (xvi) Agricultural Econornics (xvi)
Health Economics,

rsity/Educationa In

or
MBA/MBM from any recognized Universiy/Educational Insitution.

(b) There must be at least 02 (two) First Divisions / classes in the Board & University examinations. No third
Division /class s acceptable.

- Age:Not over 30 years as on 18-08-2017.

~ There wil be 01 (one) year period of probation/training which will start from the date of joining in the
Bank's service and during the probation period a remuneration will be paid @ Tk. 35,000/- (Taka thirty five
thousand) only (consolidated) per month. After successful completion of the period of probation, the
Probationary Officers will be confirmed as Senior Officer in the scale of pay of Tk.20000-1600X2-23200-
2200X15-56200/- with other allowances & benefits as admissible n the grade.

- The selected candidates will have to give an undertaking to the effect that he/she will serve in the bank for a

‘minimum period of 05 (five) years.

Assistant Officer (Cash)

Requirements
‘Academic Qualifications - Graduation from any recognized Educational Insttution. There must be atleast 01 (one)
Second Division/class in the Board and University examinations.

- Age:Not over 30 years as on 18.08-2017.

- Salary :Salary will be paid i the scale of pay of Tk. 13000-900X5-17500-1050X15-33250/- of the grade of Assistant
Officer (Cash) with other allowances/benefis as admissible in the grade.

- Period of probation : There will be 3 01 (one) year period of probation/training which wil start from the date of
joining in the Bank's service. After successful completion of the probation period the recruted Officer will be
confirmed as Assistant Officer (Cash.

General conditions :-

- In case of the results published in grading system the previous 1t, 2nd & 3rd Division/ class will be determined
against the existing GPA/CGPA as under -

() For the results of .5.C.and H.5.C examinations or equivalent examinations thereof

G.P.A3.00 or above 1% Division
G.P. A 2,00 or above but below 3.00 2% Division
G.P. A 1,00 or above but below 2.00 34 Division
(1) For CGPA given by the recognized University/Educational Intitution.
CGPA obtained
In the Scale of 400 In the Scale of 5.00 Equivalent clasy Division
300 0r sbove 375 orsbove 1 classDivision
225 orsbove butbelow 300 | 2813 orabove but below 3.75 2 classDivision
165 orabove butbelow 225 | 2,063 or sbove but below 2813 | 3" classDivision

The interested candidates may apply from the 215¢ August, 2017 through the Website of Uttara Bank

Limited (www.uttarabank-bd.com) latest by the 4% September, 2017 by filling up the Online Application

Form of the Bank.

The procedure offiling up the Online Application Form will be available at the Website

After applying through the Website,the candidate will find a Tracking Number Form. The instructions given on the

Tracking Number Form shall be complied with properly.

Only short listed candidates will be notified for the written test through our Website and by sending SMS at

their respective mobiles The short st will be prepared by the Bank by taking a MCQ Test of the candidates

from whom the applications will be received by it n response to its advertisements.

- Computer literacy isa must foralthe positions.

- Persuasion/Influence/Recommendation/Canvassing in any form will make the candidate liable for rejection of
his/her application.

- The candidate who's i job elsewhere needs to apply through proper channel.

- The candidate who s not willng to serve anywhere in Bangladesh needs not to apply.

- The candidate can apply for one post only i one who will apply for the post of Probationary Officer will ot be:
allowed to apply for the post of Assstant Offcer (Cash) and vice-versa.

- There will be no scope of cadre change from Cash to General for any employee who will be appointed under this
recruitment process

No application/document in person will be received.

Incomplete application will not be entertained. The competent authority of the Bank reserves

the right to reject any application without assigning any reason whatsoever.

UTTARA BANK LIMITED

Head Offc 47, Shabid Bir Uttam Ashfaqus Samad Sarak,
‘wrww.uttarabank-bd.com. Motijheel C/A, Dhaka-1000.
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