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Executive Summary
This report provides a detail discussion about the compensation philosophy of IDLC and my internship experience at the company. The main purpose of this report is to find and understand the compensation strategies of the company. Data provided, are collected by using both primary and secondary sources where methods of primary data collection include interview of honorable Assistant Manager of HR and observation of day-to-day activities of the division. And secondary data were collected from books, online blogs and website, publications, HR manual of IDLC. The first chapter of this report is the introductory chapter while chapter two gives an overview of IDLC Finance Limited. About the compensation philosophy of IDLC, the third chapter includes IDLC’s pay structure, pay grades, salary ranges, pay system, salary increment system, bonuses, incentive pay system, terminal and fringe benefits, perquisites for executives, recognition awards, features of IDLC HR system and intrinsic compensation of IDLC. Chapter four describes my overall internship experience at IDLC. And finally, chapter five is the concluding chapter containing findings, discussion, data analysis and some recommendations for IDLC.
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CHAPTER ONE - INTRODUCTION

1.1 Introduction
The success and stability of an organization comes with its best talents, but the most difficult task for an employer is to attract and retain those talents. And in case of that, a well-defined and balanced compensation-package has no alternatives. But the question is, how such a package should be designed and what should be the backend strategies or philosophies. The local companies of the country, especially the non-banking financial institutions are still in maze about this. This is where a company like IDLC enters as a pioneer. 
Holding the leading position in NBFI industry IDLC has placed its name in thousands of peoples’ lives and has also proved its accomplishments through its performance over the years. It is now the largest NBFI of Bangladesh and has become the first choice of young graduates who wants to join a financial institution. But how do they do that? What are their strategies that have done so? These questions got a direction of light when I got the opportunity to join IDLC as an intern in Human Resources Division and worked most of the time with the rewards and compensation team of IDLC. I started understanding the philosophy of IDLC behind their compensation management, how they have created such a position among the talents of market and how they are retaining those talents in their organization. Thus, this study has focus and analysis on the strategic compensation management of IDLC.

1.2 Origin of the Study
This report titled “Strategic Compensation: A Human Resource Management Approach of IDLC Finance Limited” has been prepared to meet the partial requirement of my internship (INT 4399) under the supervision of Dr. Abu Zafar Md. Rashed Osman, Associate Professor, School of Business and Economics, United International University. I have completed internship in the Human Resources Division of IDLC Finance Limited starting from May 9, 2019 to August 8, 2019 and this report is the upshot of my 3 months internship.


1.3 Problem Statement
This study has been conducted to explore the compensation strategy of IDLC Finance Limited.

1.4 Rationale of the Study
This study on completion has a lot to contribute to the industry of non-banking financial institutions. Currently in Bangladesh the local financial institutions are facing some turbulence in because of the lack of public confidence. Some of the institutions with lower capital structure have already been liquidated and others are struggling too. In consequence, those institutions are also struggling with acquisition and retention of their talented employees. IDLC is the largest NBFI of the country and also has the best talents of the industry as their employees. Therefore, in such a time, this study about their compensation strategies can help those organizations with their HR practices and thus contribute to the overall development of the financial sector of the country.

1.5 Objectives of the Study

1.5.1 Broad Objective
The major objective of this study is to find and understand the compensation strategies of IDLC Finance Limited.

1.5.2 Specific Objectives
· To understand the salary structure 
· To identify the pay grades
· To define the pay ranges
· To understand the pay systems in practice
· To know the composition of benefit package
· To find out the intrinsic compensations


1.6 Scope of the Study
This study focuses on the strategic compensation management of IDLC Finance limited. The emphasis is on the monetary and non-monetary compensation and benefits offered to employees. This study has been carried out mainly by the detail analysis of the IDLC Annual Report 2018, IDLC Annual Report 2017, IDLC Sustainability Report 2018, IDLC HR Manual and IDLC’s official website.

1.7 Methodology
1.7.1 Sources of Data
Both primary and secondary data sources were used during this study.
Primary Sources-
· Interview
· Observation
Secondary Sources-
· Website
· Books
· Publications
· HR Manual
· Newspapers
· Online Blogs

1.7.2 Data Collection and Analysis
Primary data were collected by-
· Interviewing Mr. Md. Mushfiq Alam Arko, Assistant Manager, Human Resources and
· Observing team members’ day-to-day activities


And the Secondary data were gathered by collecting information from-
· IDLC’s official website
· IDLC Annual Report 2018
· IDLC Annual Report 2017
· IDLC Sustainability Report 2018
· IDLC HR Manual 
· Newspaper
· Online Blogs
· A book on Strategic Compensation by Joseph J. Martocchio
Qualitative data analysis method was followed and a series of steps were performed to process the data that had been collected. At first, data were collected from the available secondary sources, and then were verified during the interview. After that, information was organized according to the report content. 

1.8 Limitations of the Study
Although the study has reached its aims, there were some unavoidable limitations.
· The secondary sources may contain some wrong or obsolete information
· The time worked as a constraint as it is difficult to collect each and every information and come up with a complete picture within such a short period. 
· Due to confidentiality issues it was not possible to provide some of the data in this report that could have enrich the study.
· In interviews it is sometimes hard to get appropriate information as people may forget any information or can give biased information. 
· 

CHAPTER TWO - ORGANIZATION PROFILE

2.1 IDLC Finance Limited (IDLCFL)
IDLC Finance Limited, once known as Industrial Development Leasing Company of Bangladesh Limited (IDLC), is a Non-Banking Financial Institution with head office in Dhaka, Bangladesh. It is the biggest multi-product and multi-segment Non-Banking Financial Institution in the country and also is on the list of 20 largest capitalized companies in the country. As one of the most prestigious financial brands in its industry, IDLC holds a diversified and strong grip in Corporate, SME, Retail and Capital Market segments. The company has 33 years of legacy in serving the industry. Since 2012 IDLC has been obtaining consistently AAA long term credit rating from The Emerging Credit Rating Limited (ECRL), based on audited financials. 
[image: ]

2.2 Establishment
IDLC was founded in 1985 by the commencement of International Finance Corporation (IFC) of the World Bank. The company was established via collaboration of IFC and German Investment and Development Company, Korea Development Financing Corporation, Aga Khan Fund for Economic Development, Kookmin Bank, The City Bank Limited, Bangladesh Limited and Sadharan Bima Corporation. Since then it has established its position as a fully locally owned first leasing company of Bangladesh and was licensed as a financial institution by Bangladesh Bank, following the amendment of the financial institution Act 1993. 
Starting as a single product leasing company with 5 staff members, now after 33 years IDLC has appeared as the largest financial institution in the country employing over 1400 people and serving over 45,000 clients.

2.3 Products & Services
IDLC offers its products and services under four different divisions- Corporate Division, Consumer Division, SME Division and the Capital Market. There are various products and services under each of the divisions.
2.3.1 Corporate division
Providing quality service to the financial institutions of the country is the primary function of the Corporate Division. Followings are its diversified line of products and services under each department.
2.3.1.1 Corporate Finance
1. Lease Financing- finances up to 100% of procurement cost, loan term according to business requirement, customized repayment mode, and simplified documentation
2. Working Capital Loan- loan up to 360 days, repayment according to business cash cycle, easy documentation and flexible security package
3. Term Loan Financing- loan limit as per business requirement, convenient loan term, and structured repayment
4. Commercial Space Loan- moratorium period suitable with business needs, flexible loan term, and credit is provided against tripartite agreement
5. Project Financing- loan tenure based on the cash flows, moratorium based on project’s timeline, loan amount according to standard of debt-equity, bundle product offerings 
6. Bridge Loan- limit according to business needs, up to 360 days loan term, structured repayment method and convenient security package
7. Preferred Stock- semi-annual or annual dividends, annual redemption, certain regulatory compliances, lower pricing due to tax benefits
8. Short Term Loans- to meet working capital requirements
9. Specialized Products- for meeting seasonal demands

2.3.1.2 Structured Finance Solutions
1. Project Finance and Loan Syndication- gives customized solutions for all major industrial sectors
2. Foreign Currency Loan- low-cost USD financing for the suitable projects
3. Agency & Trusteeship- skilled and experienced team for agency and trustee services which assures easy operations with the whole period of the transaction
4. Project Feasibility and Business Planning- transformation of business idea into a solid business plan, evaluating the bankability, analysis of the project on all aspect
5. Private Placement of Equity- serves as agent and advisor in the raising of private equity for corporate houses.
6. Corporate Advisory- serves as merger and acquisition advisor and agent to both buyers and sellers of companies.

2.3.1.3 Green Banking Solutions
More than 50 products are offered under Green Banking and Sustainable Finance department according to the Bangladesh Bank Green Re-finance scheme.

2.3.2 Consumer Division
Offering retail financial services is the main focus of Consumer Division. It basically offers Home Loan, Car Loan, Personal Loan and Loans against Deposits.
2.3.2.1 Deposits
1. Flexible Deposits- flexible loan period, competitive interest rates, no Account Opening fees, auto-renewal facility
2. Regular Earners Package- competitive interest rates, quick Loan facility, online service and money transfer facility
3. Priority- provides financial assistance and financial guidance in a reliable and reputable manner, with the combination of priority service, benefits and priority solution.
2.3.2.2 Home Loan
1. Apartment Purchase Loan- EMI option, conversion can be done from fixed interest rate to variable interest rate, Tri-Party agreement facility with a sound number of developers etc.
2. Affordable Home Loan- special service for middle income people, EMI option, and lower interest rates compared to regular rates
[image: ]
3. Home Equity Loan- financing up to 75% of the cost of building (including registration), for 15-20 years term, EMI option etc. 
4. Home Loan Shield- Coverage: from 50% to 100% of the total home loan based on client’s age, loan period, lowest single premium possible, free of cost medical examination etc.
5. Construction Loan- up to 85% of the cost of building (including registration), up to 20 years term, EMI & Mortgage option, advisory services on technical aspects are available
6. Registration Loan- up to 15% of total value of the property (or 20 lacs, whichever is lower), up to10 years loan term, EMI option etc.
7. Land Purchase Loan- financing up to 75% of the cost of land, up to 12 years loan term, mortgage & EMI option. 


2.3.2.3 Car Loan
1. New Car Loan- up to 80% of total value, up to 6 years loan term, EMI option, special discount on renowned dealers, advisory services are provided if necessary.
2. Reconditioned Car Loan- financing up to 80% of the total value, up to 6 years loan term, EMI option, discounts on vehicle offered by listed dealers.
3. Pre-owned Car Loan- financing up to 80% of the total value, up to 6 years loan term, EMI option, discounts available on registered dealers, half or full prepayment options, early prepayment option.

2.3.2.4 Personal Loan
Purpose is to provide for purchase of consumer durables, meeting financial liabilities, marriage, education, domestic or foreign travel, medical treatment for self/family members and other needs. Features include financing BDT 50,000 to BDT 10 Lacs, 1 year to 5 years loan term, competitive interest rates, early settlement and EMI options.

2.3.3 SME Division
The division is devoted to finance small and medium-sized enterprises (SME) across a broad range of industries like steel, cement, light engineering, plastics, textiles etc. This division offers broad range of services e.g. term loans, working capital loans and lease financing to facilitate diversified customer needs.
2.3.3.1 Small Business
1. SME Term Loan- financing up to Taka 2 crore, 13 months - 60 months loan term, loan up to BDT 25 lac (without any collateral), EMI option etc.
2. Women Entrepreneur Loan (Purnota)- 3 lacs to 25 lacs financing, 13 to 60 months loan term, up to BDT 50 lac at 9% interest rate, various non-financial services
3. Revolving Short Term Loan- financing up to Taka 1 crore and 1 year loan term, convenient disbursement method, unlimited drawdown within the contract period

4. Partially Secured Loan- financing up to Taka 1 crore, 13 to 60 months loan term, flexible repayment etc.
5. Seasonal Loan- loan up to 75 lacs Taka, up to 1 year loan term, EMI and seasonal payment options
6. Commercial Rental Space Loan (Abashan)- financing up to 2 crores Taka, up to 15 years loan term, EMI option available
7. Commercial Vehicle Financing- for procurement of passenger vehicles or transport vehicles for the business, loan up to 80% of the price of the vehicle, up to 5 years term
8. IDLC Startup Loan- loan is given up to 25 lac Taka and up to 5 years loan term, grace period of 3 to 6 months, EMI and structured payment option etc.
9. IDLC Udbhabon- for the encouragement of ICT entrepreneurs, financing of minimum 5 lacs Taka, unsecured loan up to taka 25 lacs, partially secured loan up to Taka 1 crore, 13 months - 60 months loan term, working capital loan with credit limit of 180 days, special privileges for BASIS members.

2.3.3.2 Supplier Finance
1. Factoring- up to 80% of advance loan, financing period is for maximum of 180 days, payment assignment from the buyers, loan amount is anything according to sales (depending on management approval), loan term is 1 year from the sanction date
2. Distributor Finance- for the distributors only, financing enhances the capacity of lifting order in larger volume, increases possibilities of becoming distributor of renowned companies. And for corporations, decreases credit line and enhances the numbers of distributors etc.
3. Work Order- up to 60% of advance loan against justified orders, loan tenure is the business cash flow cycle, payment assignment from the buyers, loan limit is any amount that rationalizes with the orders (depends on approval of the management), loan time period is 1 year from the sanction date.


2.3.3.3 Medium Business
1. Term Loan- financing is as per needs, flexible loan term, moratorium depending on project’s necessity, structured repayment method, interest rate is competitive
2. Lease Finance- extended financing, up to 5 years loan term, customized repayment method, competitive interest rate, flexible collateral requirement
3. Commercial Vehicle Financing- financing of wide range of passenger and cargo vehicle, single vehicle financing, fleet finance and finance under guarantee, loan term is from 12 to 60 months
4. Commercial Space Loan- financing according to the of debt-equity structure, flexible loan term, structured repayment, interest rate is competitive
5. Short Term Loan- loan limit can be renewed, up to 360 days loan term, multiple drawdown and flexibility within the loan limit, competitive interest rate and collateral requirement, no charge on early payment.

2.4 Subsidiaries
The mother company, IDLC Finance Limited accomplishes its capital market operations through three of its subsidiaries below.
2.4.1 IDLC Securities Limited
Established in 2006 IDLC Securities Limited caters to the needs of the institutional and also the individual investors' order completion in the capital market. It is licensed by Bangladesh Securities and Exchange Commission (BSEC) to act as a stock broker as well as a stock dealer. As a leading securities broker of the country, they offer full-fledged international standard brokerage services to a diversified customer base that includes both the local and foreign investors.



2.4.2 IDLC Investments Limited
IDLC Investments Limited started its journey in 1999 as it was licensed as a merchant banker by the Bangladesh Securities and Exchange Commission. It offers Investment banking, Portfolio management, Margin loans and Securities research services to its customers including both corporations and individual clients. They mainly assist their customers throughout the Initial Public Offering (IPO) process, along with sustained market support. They ensure fast and smooth portfolio management for the clients to ease them in the capital market.
2.4.3 IDLC Asset Management Limited
IDLC Asset Management Limited was commenced as a private limited company in 2015. It is a wholly owned subsidiary of IDLC Finance limited with an assets under management of BDT 1.1 billion. Its primary purpose is to carry out the business of asset management, mainly through launching and managing mutual funds to serve the different needs of both individuals and institutional investors. It also offers alternative investment vehicles focused on private equity and venture capital space.

[image: ]2.5 Branches	
Since its establishment IDLC has grown to its largest form over the years with its presence over 20 cities, running by 40 branches among which 16 are inside the Capital including Dhanmondi, Nandankanon, Uttara, Mirpur Branch etc. And there are other 24 branches outside Dhaka including Agrabad, Narayanganj, Savar, Bogra, Sylhet, Comilla, Jessore, Khulna, Bhulta, Kushtia, Mymensingh, Chowmuhani, Rajshahi, Faridpur, Rangpur branch.                                               Figure 2.1: IDLCFL Branches in Dhaka
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Figure 2.2: IDLC’s National Footprint
	
2.6 Mission
Their mission statement is “We will focus on quality growth, superior customer experience and sustainable business practices”.
2.7 Vision
IDLC’s vision is to be the best financial brand of the country towards which they are consistently giving effort.


2.8 Strategic Objectives
IDLC’s strategic objectives for the year 2019 and the next few years ahead are –
· Growing and developing their talent pool
· Fully leveraging the core banking platform
· Optimizing distribution points
· Growing and diversifying financing sources
· Increasing sales and service capabilities in their consumer division
· Sustainably growing SME portfolio
· Focusing on top-notch clients in the corporate segments
· Consolidating capital market operations and lifting capabilities
· Embracing internationally recognized corporate governance and sustainable business practices.

2.9 Core Values
Followings are the beliefs or guiding principles that IDLC perceives as the most important in their business operations.

[image: ]

2.10 Slogan
IDLC believes that financing is much more than just a monetary transaction. Every transaction has a purpose, and their purpose is-
“financing happiness”

[image: ]2.11 Organizational Chart

Figure 2.3: Organizational Chart of IDLC







2.12 Management Committee
Below is shown the chain of command of IDLC. Chief Executive Officer (CEO) and Managing Director (MD) is the highest official of the company running the whole organization with a management committee (ManCom) including the divisional heads. Mr. Arif Khan is the current CEO and MD of IDLC. He has been holding this position since the year 2015.

[image: ]
Figure 2.4: ManCom of IDLC


2.13 Sustainability
As a responsible business organization, IDLC does not just share profits only with its stakeholders, but also ensures a minimal negative impact on its surroundings, both ecological and social, through its business operations. This is their commitment towards a better future. IDLC has two aspects in sustainable business practices.

2.13.1 Green Finance
IDLCFL has always been committing its resources not just only to maximize its own profitability, but also to offer a better quality of life to both its internal and external stakeholders. Thus, IDLC is renewing its commitment by a number of undertakings, such as-
1. Tunnel Kiln- IDLCFL has organized a syndication loan facility of BDT 390.51 million to arrange an energy efficient ‘Tunnel Kiln’ brick project in Gazipur. Tunnel Kiln technology is one of the most efficient technologies to ensure low carbon emission.
2. Waste Recycling Plant- IDLC has financed an amount of 5 million Taka to a plastic recycling factory in Narayanganj which produces accessories for school bags.
3. Solar Home System- IDLC has disbursed loans of BDT 4.5 million for two companies in Dhaka that import solar panels and accessories required to install solar panels.

2.13.2 Corporate Social Responsibility (CSR)
IDLC is committed to sustainable development by creating long term value. They try to create-
· value for their stakeholders
· value for the environment and
· value for the community 
IDLC being signatory of few local and international initiatives is promoting sustainable business practices to CSR activities. There other CSR initiatives are-
1. Khushir Kheya, The Happiness Marketplace- Through Khushir Kheya one can find thousands of volunteering opportunities matching their geographical location and area of interest. Through this IDLC contributes in various sectors of the country including education, medical, Cultural etc.
[image: ]
2. Oditiya- This is a scholarship program for the females who are from low income earning socio-economic background and eligible to achieve higher education. 

2.14 Awards & Recognition
For the past decade IDLC has consistently maintained its reputation not only with national bodies such as ICAB and ICMAB, but also among institutions in the SAARC region. It won the First/Gold award consecutively for the 3rd time in 5th ICSB National award giving ceremony for Corporate Governance Excellence, 2017. 
Apart from this, IDLC has achieved many prestigious awards among which, ICSB National Award 2016- NBFI Category, ICMAB Best Corporate Award 2016- NBFI Category, Highest Taxpayer Award 2017- NBFI Category, Euromoney Awards for Excellence 2018 - 'Best Investment Bank in Bangladesh', 16th ICAB National Award for Integrated Reporting (among all listed companies) and SAFA Best Presented Annual Reports Awards 2016 are notable.



2.15 Human Resources Division (HRD)
[image: ]IDLC HR believes that their human capital consists of the employees as well as their health and wellbeing, their expertise, experience, innovation and their motivation. Therefore the concern of IDLC HR is on the below given aspects-

And their responses to ensure these aspects are-
· To be a team builder, they focus in bringing the right talent for the right role
· To bring on the organization culture, they provide an open environment for the people in the organization
· For employee development, IDLC’s focus is on providing employees the right training and experience
· To increase employee engagement, they play a role being people strategist with diligent learning and individual development plans
· They try to retain and motivate talents by selecting the right talent for the right position while offering them with competitive compensation.

2.15.1 Structure
IDLC has a very structured Human Resources Division in place. The current Group Head of IDLC human resources division is Mr. Akhteruddin Mahmood who joined IDLC back in 2017. 

Figure 2.5: Structure of IDLC HR Division

2.15.2 Wings
There are separate wings running under the HR division, such as- “Rewards and Compensation”, “HR- Capital Market” and “Organizational Development”. The head of HR- Capital Market and Organizational Development is Mrs. Shamima Akter Lovely, Assistant General Manager, HR and Mr. Md. Asaduzzaman Khan is the head of Rewards and Compensation who is also the Senior Manager of Human Resources Division. 
2.15.3 HR and Compensation Committee
To conduct fair practices and run the human resources function smoothly there is HR and Compensation Committee present. The primary purpose of the Committee is to assist the management to fulfill its corporate governance and oversight responsibilities in relation to establishing people management and compensation policies. This committee consists of total 9 members, which is headed by the CEO and MD of the organization. The composition of HR and Compensation Committee is given below-
Figure 2.6: IDLC HR & Compensation Committee


CHAPTER THREE – LITERATURE REVIEW

3.1 Human Resource Management
All the key factors present to run an organization successfully in the current business world, Human Resource Management (HRM) is definitely the most significant among all of them. Because human resources are the one who are actually developing the system, operating the system, and concluding the system of an organization. Not only that. In the transformation process human resource is the vital element. It is the resource that is converting input to output and producing finished goods or services either manually or electronically. Therefore proper management and good practices regarding this resource is essential. 
Now, Human Resource Management is an umbrella term that describes the management and development of the people of an organization. This basically involves overseeing the things that is related to managing an organization’s human capital. As a result, the focal point of HRM includes a number of major areas including-
· Recruiting and Staffing
· Compensation and Benefits
· Learning and development
· Labor and Employee Relations and
· Organization Development

3.2 Strategic Compensation
From the above section we can address compensation management as one of the most important elements of Human Resource Management. Compensation management is the practice of an organization which involves providing monetary as well as non-monetary benefits to the employees, in order to reward them for the time they spend for their job. But it involves a number of management philosophies and approaches that varies organization to organization, and this is where strategic compensation enters as one of the most popular human resource management approaches where compensation and benefits are the primary strategic tools to the managers to manage their human resources effectively and efficiently. 
To elaborate, Strategic Compensation is considered as a human resource management approach that employers use to attract, retain, and grow the talented employees while aligning their behaviors and job performance with the organization's goals and objectives. As the business environment demands for new and innovative work patterns, but is facing lack of experienced and capable people, especially at the top management and executive levels, it is hampering many businesses’ potentiality to proper. Endeavor to keep such valuable, skilled and high performers, is at an all-time high. A strategic compensation and reward system here is one of the most beneficial ways to retain a company’s best performers and develop their talents and abilities as they grow the company revenues. 
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Figure 3.1: Strategic Compensation Approach

IDLC, the largest financial institution of the country identifies this approach as one of the most significant factor behind their company’s success. They recognizes that a perfect mixture of compensation and benefit plans and a well balance of extrinsic and intrinsic compensation can incentivize employee performance and also improvise recruitment and retention efforts, facilitating human resource management, attaining the company competitive advantage and positioning it achieve its business goals.

3.3 Extrinsic Compensation
Extrinsic compensation is tangible and visible reward given to an individual or an employee for performing his or her job. Usually extrinsic compensation has some monetary value in it and includes both monetary and non-monetary rewards. Monetary compensation here represents the core compensations such as salary, remuneration, bonus, incentive, allowances etc. While non-monetary rewards include benefits like protection programs (e.g. medical insurance), services (e.g. day care assistance) etc. The next sections will now discuss those different components of extrinsic compensation.
3.3.1 Salary Structure
Salary structure, also known as pay structure or pay scale is a system that determines how much an employee is to be paid as a wage or salary, based on one or more factors. These factors are different in different organizations or among an organization. The most common bases for salary structure are-
· Exempt and Non-exempt
· Grade or Rank
· Job Family
· Geography
· The Length of Time
Most companies establish more than one pay structure based on their organizational structure. IDLC also has done the same. They have picked up two of the common bases for their different divisions.

3.3.1.1 Graded Structure
Here, employees receive their salary, allowances, bonuses and other benefits according to their rank or status in the company. IDLC Finance has defined pay scale for their Annual Performance Bonus (APB) positions on the basis of level or grade of the employees. Different grades have different salary structures and within a grade the pay scale is uniform. In the next section we will see the different pay grades of IDLC.

3.3.1.2 Job Family Structure
According to this basis, each job family has a different pay structure. Jobs are appointed to a job family based on activities carried out, skills and competencies needed. For the divisions and departments that are related to sales and where salespersons are working, for those particulars IDLC has pay scale based on job family. For example, for their SEF and Wealth Management (WM) departments they have separate salary structure based on job family. 

3.3.2 Pay Grades
A pay grade is a step within a compensation system that determines the amount of pay or benefits an employee will receive. Pay grades mainly provide a framework for compensation by deciding the amount of pay available at each step in the employee life cycle. The pay grade is generally defined by the level of the responsibilities performed within the job, the authority held by the designation, and the length of time the employee has performed the job.
IDLC has narrow pay grades, which mean each pay grade includes minimum or a small number of positions and in total there are 16 grades in IDLC Finance Limited.

3.3.2.1 Job Evaluation
Before determining the pay grades, an organization has to conduct job evaluation first. Job evaluation refers to a systematic process of defining the value or worth associated with a job in respect to other jobs in the organization. It is generally done to make a systematic comparison between jobs to evaluate their respective worth for the purpose of establishing pay grades thus, a rational salary structure. 
IDLC HR has done job evaluation before defining those 16 pay grades. But this year recently they have purchased a software for job evaluation titled International Position Evaluation through (IPE). This tool is a global factor based approach that allows fast, reliable and consistent measurement of positions’ worth and value to the organization across job families. This will definitely help IDLC conduct a way better job evaluation in the future.

Figure 3.2: Pay Grades of IDLCFL





3.3.3 Pay Ranges 
Pay ranges are built upon pay grades. Pay range generally has a minimum pay rate, a maximum pay rate, and also a reference point or midpoint. The minimum and maximum points indicate the expected lower and upper bounds of salary for a job within a particular pay grade. The midpoint or reference point is the market rate (the standard rate for a job in the market). 
HR personnel of IDLC determined these midpoints first, followed by minimum and maximum values. They address the midpoint or reference point as Market Compa (Compa-ratio). This Market Compa was determined through a market survey which’s purpose was to find the market average pay for each position in a pay grade. And then IDLC decided to set the midpoint of their pay scale higher than the market Compa. Because IDLC always was and still now is, the market leader in the Non Banking Financial Institutions industry, in terms of pay.
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           Figure 3.3: Pay Range of IDLC

IDLC HR refers to this Market Compa as P 100 (100%) of the pay ranges and denotes the other significant points of the range in percentage terms relative to the reference point. As per the policy of IDLC, the salary band of each position here is P 70 (70%) to P 130 (130%) of P 100 or market Compa, telling that P 70 is the minimum and P 130 is the maximum point for each position. So, this is the pay range of each position in a pay grade in IDLC. 

3.3.4 Pay System
A pay system is the method used to determine on what basis a position should be paid and how a person should earn. It can take into consideration a person's experience, job tenure, knowledge and skills necessary to complete a job. A structured pay system also provides a fair and stable method for determining a pay rate. The most common types of pay systems are-
· Seniority Pay
· Longevity Pay
· Merit Pay

3.3.4.1 Merit Pay 
Merit pay system is basically a performance-related pay system which provides bonuses or base pay increases for the employees who meets the target or perform their jobs efficiently and effectively, against some measurable criteria over a predetermined period of time. Merit pay system assumes that over time, employees’ compensation should be determined, at least in part, according to their job performance. In this system, employees obtain permanent merit increases based on their job performance. So, measuring the job performance is the first thing to be done in this pay system. 
IDLC previously followed Seniority Pay systems, but now they are into the practice of Merit Pay. Since Performance appraisal is the heart of merit pay system, below IDLC’s performance appraisal system is briefly discussed. 
3.3.4.1.1 Performance Appraisal in IDLC
At the beginning of every year some objectives are set for each employee of IDLC by their respective supervisors. The supervisors semi-annually review the performance of their subordinates and evaluate that whether those objectives have been met or not. While evaluating the objectives supervisors assess some predetermined subjective as well as objective criteria. And then finally at the end of the year, the managers rely on those performance indicators or criteria to decide whether an employee will receive a merit increase or not.
In IDLC the subjective and objective criteria are different for the salespeople and the Annual Performance Bonus (APB) positions. People with APB positions, are considered under APB Scheme, while the salespeople are considered under Sales Incentive Scheme (SIS). 
In APB Scheme, an employee’s performance appraisal is done based on two criteria-
1) ‘WHAT’ is achieved against the set objectives (objective criteria) and
2) ‘HOW’ they are achieved (subjective criteria)
a) Drives Result
b) Support & Cooperate
c) Takes Initiatives
d) Walk the Talk
Depending on the above criteria supervisors annually asses the performance of an employee that if s/he could achieve the objectives assigned at the beginning of the year and rate the performance of that employee to one of the nine ratings shown below. 
	3A
	2A
	1A

	3B
	2B
	1B

	3C
	2C
	1C



Table 3.1: Performance Ratings of APB Scheme
In the above table the numerical values represent the achievement of the set objectives. Where,
1: Performance achievement is > 110% capped at 130%
2: Performance achievement is > 90% and < 110%
3: Performance achievement is < 90%

And the alphabets represent,
A: Exceeds Standards
B: Meets Standards
C: Does not meet Standards
For the SIS, there are also subjective and objective criteria present. Salespeople are given a disbursement target at the year beginning and their performance appraisal is completed based on that target hitting. But their performance ratings are different than those of the APB Scheme. Followings are the performance ratings of Sales Incentive Scheme.

Figure 3.4: ESAU Rating for SIS

Once the performance appraisal has been completed, the ratings of each employee are taken into account on the time of Salary Increment. The better one’s performance rating is the higher increment the person enjoys. For example, the employee who gets 1A in performance appraisal can get up to 10% salary increment depending on the decision of the Managing Director. Moreover, Managing Director can award Special Increment to an employee depending on his/her exceptional performance. On the other hand, one may not receive any increment in a year due to poor performance. Individual performance rating is also linked with their Annual Performance Bonus, where higher rating results higher performance bonus and as same as the increment, poor performance results no performance bonus. In the later sections these two concepts will be discussed in detail.

3.3.5 Salary Increment
A salary increment or pay raise is simply an increase in and individuals salary. This raises only one’s basic salary, bonuses or any other compensation are not considered during salary increments. Also, salary increment sometimes can be a one-time payment that substitutes a bonus. One-time increments are usually paid out during a single pay period. But in the case of annual increments, employees receive a percentage increase (e.g. 5% of basic) in their basic salary permanently. 
In IDLC, salary is reviewed once in every year. Market Survey is conducted to realize the market movement in terms of pay. The proposal of salary increment is presented to the Board of Directors and their decision is the ultimate. If approved, every year on July 1, employees get pay raises added to their basic salary permanently. This year on July 1, 2019 IDLC HR allotted salary increments for the employees. Before that market survey was conducted by an assigned HR team.  As said earlier in the previous section, that this increment or pay raise is directly linked with the performance appraisal of employees. Hence, some of the employees did not get any increment for their poor performance. Another thing to note that, the Managing Director at his discretion can review or adjust the salary package of an employee for any special or extraordinary case, in any time of the year. 
Now, while considering the influencers behind salary increment, Managing Director of IDLC also considers if there any inflationary adjustment needed or not. This actually refers to Cost of Living Adjustment (COLA). A cost of living adjustment or cost of living allowance is an increase in salary or annuity usually based on an objective measure that estimates how much additional money a typical person or household needs to maintain their standard of living. Due to inflation the prices for goods and services can go high over time. Thus, a COLA works against inflation to maintain the salary or annuity’s buying power. Consumer Price Index (CPI) is the most common objective measure used to decide on the amount of cost of living allowance. This year the inflationary adjustment was also taken into consideration by the IDLC management while deciding upon the salary increments.


3.3.6 Bonus
A monetary compensation that is above and beyond the payment expectations of the employee is usually called bonus. In short, bonus refers to a sum of money added to an individual’s basic salary or wages. An organization may grant bonuses to reward excellence, to show gratitude to employees who meet longevity milestones, or to meet the government rules. Employees in IDLC are entitles to two types of bonuses in a year.

3.3.6.1 Performance Bonus
Performance bonus is an amount of additional compensation paid to an individual or department as a reward for obtaining specific goals or meeting predetermined targets, or for exceptional performance. This bonus is typically awarded after a performance appraisal and review of projects completed by the employee over a period of time.
IDLC awards performance bonus to its employees every year on 31st December. The Board of Directors decides the total amount of performance bonus disbursed in a year depending on the actual profit made in that year.
The most crucial part of awarding performance bonus is the performance appraisal. And as mentioned earlier, an employee’s performance bonus is directly linked to his/her performance rating. The higher the rating, the higher the bonus is. On the contrary, employees getting poor performance rating do not get any performance bonus. In the tables beneath, the amount (depending on the Board approval) entitled for performance bonus is shown for each category of performance rating where, 
X= Basic Salary/Standard. 

	3A
	2A
	1A

	  3B
	2B
	1B

	3C
	2C
	1C


	3X
	7X
	10X

	2X
	5X
	7X

	-
	2X
	3X




Table 3.2: Performance Bonus (right) for each Performance Rating (left)
3.3.6.2 Festival bonus
In accordance with Bangladesh Labor Law, all the permanent employees of IDLC receive festival bonus equivalent to one month’s basic pay, each at the time of Eid-ul-Fitr and Eid-ul-Azha, irrespective of their religion. Whereas, employees under HR Contract receives 50% of monthly consolidated pay as festival bonus, on each of the aforementioned occasions. 

3.3.7 Incentive Pay
Incentive or variable pay is defined as compensation, other than base wages or salaries that fluctuate according to employees’ attainment of some standard, such as a pre-established formula, target, individual or group goals, or company earnings. This pay system is particularly effective while compensating salespersons. In general, there are three types of incentive pay- 
· Individual Incentives
· Group Incentives
· Company-wide Incentives
IDLC has incentive pay system running only in the departments (e.g. SEF) that have sales activities going on. Employees who are under Sales Incentive Scheme (SIS) receive incentive pay under Individual Incentive Plan. Under SIS, employees up to  a certain grade, receive Graduated Commissions on sales. In SEF department, an employee is given a disbursement target at first. And above the target point, there are explicit points set, meeting of which can result in higher and higher incentive step by step. When an employee meets the target, that results higher performance rating in ESAU and career progression can be accelerated with promotion. But if the person exceeds the given target, HR will incentivize him/her with a predetermined amount for each unit of disbursement. Further, if the person can meet those explicit disbursement points above the target point, s/he can get higher incentive per unit than the previous incentive amounts. 


3.3.8 Terminal Benefits
The final entitlements of an employee upon termination of his/her employment period refer to terminal benefits. These benefits are usually cash and other services given to the employees when their employment has been ended. The extent of these benefits varies according to company policies. The most common terminal benefits around the world are-
· Gratuity
· Provident fund
· Leave Encashment 
· Extended health insurance coverage and 
· Assistance in finding a new job.

3.3.8.1 Gratuity
Gratuity is given by the employer to an employee for the services rendered by the person during the period of his/her employment. Usually, it is paid at the time of retirement but it can be paid before, if certain conditions are met. 
All permanent employees of IDLC have the right to get to gratuity if the person completes at least 5 years of service with the company. Gratuity is paid by HRD on the basis of length of service and the last drawn basic salary of the employee according to the scale below.

	Years of Service
	Gratuity Payment

	5 years or above, up to 10 years
	1 month basic

	10 years and above, up to 15 years
	1.5 times basic

	15 years or above
	1 times of basic



Table 3.3: Gratuity Payment Scale


3.3.8.2 Provident Fund
Provident fund is a savings scheme where an employee will invest a part of his/her salary in the account for a certain period of time consistently and avail the fund amount at their retirement and the employers also must contribute on behalf of their employees. By the retirement, provident fund money becomes a large amount that helps one grow his/her retirement corpus.
In IDLC, employees’ provident fund is governed by the “IDLC Employees Provident Fund Rules”. As per the rules, every employee, after the confirmation of service, participates in the Employee Provident Fund by contributing 10% of basic salary every month. At the same rate, IDLC on its part also contribute towards their provident fund every month. 

3.3.8.3 Encashment Facilities of Annual Leave
Leave encashment refers to an amount of money received in exchange for a period of leave not availed by an employee. An employee can encashment her/his accumulated leave at the time of retirement, during service or at the time of leaving job. Policy regarding leave encashment varies from employer to employer. Whereas some employers pay for those un-availed leaves in the successive year, some let the employees accumulate the leaves to the next year. 
IDLC allows maximum 60 days annual leave encashment to an employee at the time of separation from the company. Such encashment is paid at the rate of the employee’s last drawn basic salary.

3.3.9 Fringe Benefits
Fringe benefits are additional perks offered by an organization to the employees in addition to their basic salaries and are considered significant in terms of employee satisfaction. In short, any benefit apart from the salary, that employer offers employees in exchange for their services are considered as fringe benefits.  Most common types of fringe benefits include health insurance, interest-free loan, company-provided car facility, etc. Followings are the benefits offered by IDLC to their employees.
3.3.9.2 Leave benefits
1. Annual leave- Every employee is entitled to 25 working days annual leave only if s/he has completed at least one year of continuous service with the company and such leave can be credited to his/her leave account until it accumulates to 60 working days.
2. Casual Leave- An employee can avail casual leaves up to 5 working days in a calendar year, but not more than 3 days (continuous) at a time.
3. Prolonged sick leave- In a calendar year, prolonged sick leaves can be availed as follows- 
· First 30 days with full pay
· Next 30 days with half basic pay
· Above 60 days and up to 180 days without basic pay.
4. Maternity leave- All female employees who conceive, can enjoy maternity leave up to 6 months period during the pre or post natal period. 
5. Paternity leave- Up to 2nd child, an employee can get 5 working days paternity leave during pre or post natal period.
6. Study leave- Employees are allowed to paid study leave only if they are required by the company to undertake any course or training. However, for any study or training that is not sponsored by the company, the person can be granted with study leave with or without pay, depending on the management’s decision.

3.3.9.2 Allowances and other Privileges
1. Flexible working hours- Only office based employees can enjoy flexible working hours. Office hour in IDLC is 10 am - 6 pm in which 10 am - 4 pm is core working hours. An employee must be present in the core working hours per day; otherwise s/he can check-in or check-out early in a day by informing his/her Line Manager.
2. Overtime allowance- Only employees in designations of Assistant Officer, Support Officer, Junior Officer, Office Assistants and Drivers are entitled to this payment for their overtime work and are paid at double the rate of the employee’s basic salary.   
3. House rent allowance- IDLC does not provide any accommodation service during the employment period of the employees. Instead, employees get monthly house rent allowance in accordance with their job grade and location. For instance, employees appointed on the managerial level get 55% of their basic pay as house rent. 
4. Furniture and household equipment allowance- Employees from the grade of senior manager and above are entitled to this allowance. For example, Senior Managers receive BDT 45,000 for furniture as allowance.
5. Utilities- Employees also get a monthly allowance with their basic salary for utilities. The amount of the allowance varies from grade to grade. 
6. Medical allowance and benefits- An amount (according to the grades) of medical allowance is given to the permanent employees on a monthly basis. In addition, IDLC has agreement with seven renowned hospitals and diagnostic centers that facilitates the treatment of IDLC employees by giving discounts on medical services, medical tests and other customized health packages. For example, United Hospital Limited gives 20% discount on all pathological tests, for IDLC employees. 
7. Hospitalization scheme- All permanent employees of IDLC are entitled to this scheme. Under this scheme, if the employees or their dependents get hospitalized or go under any surgical treatment, IDLC bears the expenses of the treatment.
8. Conveyance- transportation facilities are not provided for the employees on a daily basis but if an employee has to move within city for any office purpose s/he can use company car just for the day.
9. Transport allowance- Employees holding the position of manager and above grades receive a monthly transport cash allowance. For example, Managers receive 22,000 taka as monthly transport allowance. 
10. Domestic travel allowance- When travel is undertaken for company’s business, all expenses on this purpose is fully carried out by IDLC. Also during a long period stay employees are given allowances per day. For instance, Assistant Officers receive 800 Taka per day during such period. 

11. Foreign travel allowance- In case of travelling overseas, all the expenses including air fare, embarkation fee, visa fee, hotel fare etc. are paid by IDLC. Also daily allowances are given for long time stay. Senior Executive Officers get $125 as daily allowance. 
12. Outstation allowance- Only those employees receive this monthly allowance who leaves their hometown to join IDLC and settles themselves in an unknown location (except Dhaka). Junior Officers and Assistant Officers get 5000 taka per month as outstation allowance.
13. Leave fare assistance- Every permanent employee is entitled to leave fare assistance. The amount is 2 times of basic for the Junior Officers, Drivers and Office Assistants and 3 times of basic for all the other employees.
14. Welfare fund- Employees may be granted a certain amount from the IDLC Employees’ Welfare Fund for any of the following circumstances-
· Serious sickness of the employee or his/her family members
· Outstanding performance of an employee or his/her family members
· Marriage ceremony of the employee (Support Staff) or his/her dependents
· Educational expenses of the employee’s (Support Staff) spouse/daughter/son.
15. Group life insurance- All employees are entitled to this scheme. If an employee expires during the period of employment in IDLC, the nominated (by the employee) person/s can receive up to 4,00,000 Taka (Senior Officer/Officer) out of this insurance scheme. 
16. Educational aid- Employees who have completed at least 5 year of service in IDLC can apply for educational aid for the purpose of obtaining MBA and other Professional Degrees from the universities listed by the concerned management. But the maximum amount of such aid cannot exceed the amount mentioned in IDLC HR Manual regarding this scheme.
17. Communication scheme- Permanent employees get a SIM card from the company to maintain business communications.

18. Cell phone scheme- From Management Trainee to above positions, employees are entitled to a certain amount that helps them buy an up-to-date mobile phone. Also they get a monthly fixed amount for the purpose of bill payment.
19. Housing loan- Employees who met a number of certain conditions can borrow Housing Loan from the company with 15% equity investment and 20 years loan tenure. According to the grades, a maximum limit of loan amount is mentioned for each in IDLC Employees Housing Loan Policy.
20. Personal loan- All the IDLC employees can apply for personal loan on a lower interest rate. The maximum loan amount is BDT 500,000.
21. Motor bike loan- Only the employees holding the designations of Senior Officer, Officer and Assistant Officer who met some certain criteria can borrow motor bike loan.

3.3.9.3 Perquisites for Executives
1. Executive Assistant- A person (Senior Executive Officer) is separately appointed only in the CEO’s office to work as the Executive Assistant who helps the MD to carry out his job and business schedule. 
2. Support staff- Some of the Office Assistants are assigned only for the cabin of the CEO & MD
3. Club membership- The Managing Director and Deputy Managing Director gets club membership in different prestigious clubs including Dhaka Club, Uttara Club.
4. Accommodation in luxury hotels- While travelling in the country or abroad, AGM to above grades stay in Deluxe Suites in registered hotels.
5. Company car- DGM to above grades are provided with a Sedan/Jeep/SUV (at their choice) with  Driver for 24/7. 
6. Transport maintenance- From aforementioned grades, who have been availing company car facility, they are given a monthly amount for transport maintenance, considering the insurance, road tax, fitness renewal, fuel cost etc.

7. Car encashment benefit- GMs and DGMs have the option to choose either cash or car benefit. If they choose the cash benefit, they are provided with a certain amount per month for the purpose of car usage.

3.3.10 Recognition Awards
An award is something that is given to a person or a group in recognition of their excellence in a certain field. It may be accompanied by a trophy, title, certificate, medal etc. Employee Recognition Awards are planned to formally recognize, compensate and celebrate the outstanding contributions of the employees towards the mission and vision of the company.
IDLC has three especially designed employee recognition awards-
3.3.10.1 Spot Award
Spot award recognizes employees for their day to day efforts that contribute in a special way for getting the job done. This award provides immediate recognition for a specific action or achievement beyond what is normally expected from an employee.  An employee gets spot award for the completion of any of the followings.
· Special assignment
· Short term project in a lesser time
· Special event
· Outstanding efficiency
· Act of heroism

3.3.10.2 Integrity Award
As per the guideline provided by Bangladesh Bank’s Department of Financial Institutions & Markets (DFIM), IDLC has recently introduced Integrity Award to support the National Integrity Strategy. The purpose behind this award is to inspire and motivate employees to uphold the highest level of integrity in the workplace. If an employee scores the highest according to the defined indicators, (e.g. honesty, professional knowledge, professionalism, discipline, behavior etc.) the person is awarded with a certificate and prize money equivalent to one month basic salary. 
3.3.10.3 Long Service Award
This is also has recently been introduced as a new policy in IDLC. The motive is to recognize and value the loyalty and commitment brought by the individuals who have been working in IDLC for a long period of time. Thus the company will award and celebrate with those employees who have reached certain service milestones. Every year the management will give these awards to employees who have completed 15, 20 and 25 years of service in IDLC.  

3.4 IDLC HR System
A HR System is tool that allows management store, process and report human resources information. It is basically a software that combines a number of systems and processes that ensure the easy management of human resources, business processes and data. 
IDLC has a very well-designed HR System that includes features regarding-
· Employee Database
· Monthly Salary Management
· Outside Payroll Items
· Regular Employee Benefits 
· Long Term Employee Benefits
· Leave Management
· Loans and Advances
· Training and Development
· Performance Management System 
· Employee Attendance etc.
All the extrinsic compensations that were discussed in the previous sections including employee salary, gratuity, provident fund, leave benefits, allowances, loans and other amenities are managed and recorded by the concerned HR personnel through this HR System. This automation of repetitive and time consuming tasks associated with human resources management, unburdens some of the efficient HR Officers of IDLC.


[image: ]Figure 3.5: IDLC HR System

3.5 Intrinsic Compensation
Intrinsic compensation refers to intangible rewards that does not have any monetary value but can motivate an employee. This type of compensation can show how much the employees are appreciated and valued. This compensation package includes all activities that have an impact on the intellectual and emotional well being of an employee.
IDLC HR recognizes the significance of this and compensates their employees in the following ways.
3.5.1 Skill variety
Skill variety is the degree to which the job requires the person to perform different tasks and involves different skills, abilities and talents. In IDLC, job of every position has some regular duties and responsibilities, but in addition to that employees starting from a particular grade, are assigned with some projects every month, which involves distinct competencies and   knowledge from multiple areas.
Apart from that, there are job rotation plans working. For instance, in the SME Division, usually after every 2 years employees of certain grades are transferred in different departments.

3.5.2 Task Identity
It refers to the degree to which a job enables a person to complete an entire job from start to finish. As noted in the previous section, employees are assigned to different individual short term projects every month, which they have to complete within a time frame. 
Also, every employee in their job is responsible for the completion of some certain process which represents their Key Performance Indicators (KPI). For example, an HR Officer is solely responsible for the joining process of every employee in Head Office.
3.5.3 Task Significance
Task significance is the degree to which a job has an impact on the lives or work of other people. As IDLC is operating in the service industry, each and every desk there holds a crucial role not only in the institution’s performance and economy but also in the thousands of lives of this country, thus they are “financing happiness” in peoples’ lives. And every employee understands this role of their job from the first day of their orientation program. 
3.5.4 Autonomy
It is the amount of freedom, independence and discretion the employee enjoys in determining how to perform a job. IDLC ManCom always takes care of this aspect; they always try to ensure that the officials have plenty of space in deciding how to do his/her job. Of course employees have to discuss with their superiors and take approval about the procedure of the work that has to be done; but when and how to carry out the procedure, that is totally up to them. 
3.5.5 Feedback
It refers the degree to which the job or employer provides the employee with clear and direct information about the job outcomes. Employees in IDLC get feedback in the mid-year from their Line Managers against the particular tasks and objectives assigned to him/her at the beginning of the year.
 

CHAPTER FOUR – INTERNSHIP AT IDLC

4.1 Job Description
Position: Intern
Duration: 3 months
Organization: IDLC Finance Limited
Location: Corporate Head Office
Division: Human Resources
Supervisor: Md. Asaduzzaman Khan, Senior Manager, HR
I am very pleased and feel privileged that I have completed my internship form the country’s largest non-banking financial institution (NBFI), IDLC Finance Limited. It was a 3 months paid internship starting from May 9, 2019 to August 8, 2019. I was appointed at the Human Resources Division in the Corporate Head Office of IDLC in Gulshan. My job required 5 days a week and the office hours were 10 am to 6 pm. During my internship period I worked with the whole HR team under the supervision of Mr. Md. Asaduzzaman Khan, Senior Manager, Human Resources. Throughout my internship I worked in 2 projects and attended a KPI Meeting and Orientation Program organized for the newly joined Management Trainees. Excluding this I had some job responsibilities that I had to perform regularly. Followings are my job responsibilities at a glance.
Figure 4.1: Job Responsibilities at a Glance
4.2 Job Responsibilities
4.2.1 File Management
This is a work I had to do on a daily basis. Every employee of IDLC has a personal file. These files are kept in separate cabinets in HR Division as the files include strictly confidential documents. Whenever any person is recruited, his/her name is registered in IDLC Permanent Employee List and in the folder where the personal files of employees are registered. Also a personal file is created for that person and kept in respective cabinet. I solely, under the guidance of a Senior HR Officer handled this responsibility during my internship. 
In addition, whenever any new No Objection Certificate (NOC) or any document that belongs to an individual was printed or received, I had to do those documents’ filing on the respective employee’s personal file. All the employees’ NOCs and documents concerning promotion, salary revision, for the month May to July and performance appraisal rating of 2018 and 2017 and annual salary increments 2019, were filed by me during those 3 months.
4.2.2 Excel Sheet Preparation
I prepared many Microsoft Excel Worksheets for various purposes for the different team members. For example, I had to prepare Excel sheets regarding Employee Transport Loan, Office Memo of 2018 and 2019, CV screening, new joiners’ information etc.
4.2.3 Employee Database Updation
IDLC Employee database is managed through IDLC HR System. But sometimes some changes or new entries were required in that database. Such as, some employees wanted to change their nominees (gratuity, PF, insurance), some acquired new degree or training. For that, I had to make those changes or new entries in the employee database.


4.2.4 New Joiners’ Mail Preparation
When a new employee is joining, an e-mail mentioning his/her Line Manager, Buddy (person who introduces IDLC culture), joining department and a short profile of that person with his/her background information is sent to all the employees on behalf of HR. I used to prepare those mails during the joining.
4.2.5 Written Test Coordination
During any recruitment, sometimes I used to assist the Recruitment Officer who conducts the written tests. Also, for a training program, I checked the exam scripts of the trainees. 
4.2.6 Interview Coordination
I also assisted the Recruitment Officer coordinating the preliminary and final interviews. I used to make excel sheets of the candidates’ personal information and call them to remind them their interview schedule. And during the interviews I used to be present there assisting the Interview Board.
4.2.7 PowerPoint Presentation Preparation
In IDLC, PowerPoint presentations are required in every meeting. I prepared 3 presentation slides during my internship there. One was for a project, another was for organogram updation, and the last one was about a proposal of welfare fund for an employee of IDLC. I prepared it for the Manager of HR Department who was supposed to present that slide before the CEO & MD.
4.2.8 Documentation
When a person is joining IDLC, a number of important documents are required for official records including NID, TIN certificate, passport copy, nominee forms, bank account information etc.  I assisted the HR Officer responsible for this documentation.


4.2.9 Employee Profile Creation
[image: ]This is another task I performed on a daily basis. Each and every employee in IDLC has a profile on IDLC HR System. This profile includes employee’s personal information about his/her family, work experience, academic background, references, nominee etc. But these profiles were undone for the past few years. Throughout my internship I created the profiles of the employees who joined IDLC in the year 2018 and 2019. 
Figure 4.2: Employee Profile on IDLC HR System
4.2.10 Organogram Updation
The latest organogram of IDLC was required by my supervisor for another job to get done, but the organogram was last updated back in 2017. That is why I was asked to prepare the updated organogram and with the help of Ms. Wordina Islam, Assistant Manager, HR, I updated the organogram of every departemnet of IDLC and made a PowerPoint Presentation on it.
4.2.11 Program Coordination
During my internship, one Orientation Program for the newly joined Management Trainees and two workshops titled “Grooming, Selling Techniques and Induction” under IDLC Sales Academy- School of Warriors for the salespersons, took place. I attended the orientation program to assist Mr. Md. Mushfiq Alam Arko, Assistant Manager, HR to coordinate the program. Also, I helped the HR Officer responsible for the workshops of Sales Academy.
4.2.12 Trainer Evaluation
[image: ]When any training or workshop takes place, participants of that program are requested to evaluate the trainers of the program and a trainer evaluation form is provided to the trainees after every session. After the programs I prepared those feedback forms for 3 of the above mentioned programs. Moreover, I calculated the results of each of the trainer and reported to the HR Officer responsible for employee training and development programs.Confidential


Figure 4.3: Trainer Evaluation Forms
4.3 Projects
I consider myself lucky enough that I got chance to work in two projects during my internship. These two projects were assigned by the Head of Human Resources to the Assistant Mangers of IDLC and they chose me to work with them among the two interns of HR department. Below a short description of each project are given.
4.3.1 HR Manual Updation
This Project was assigned to Mr. Md. Mushfiq Alam Arko, Assistant Manager, Human Resources. The Project was all about updating the HR Mannual of IDLC and was one of the most significant and confidential projects of IDLC in the past few months. The last updation of HR manual was completed in 2017. Since then many amendments have been made and many new policies were introduced by memo approval. There was exclusion of some policies also. Such as, a policy regarding “Service Bond” was discontinued by the HR Division, there were amendments in the Recruitment policies, Service Level Agreement (SLA) on Recruitment-Release and Transport Benefits of DMD & GM etc. And as noted earlier, some new policies like “Long Service Award Policy” and “Integrity Award Policy” were also added. But these amendments and additions were not formally added to the IDLC HR Manual. The purpose of this project was to complete this task. 
Hence, under the guidance of Mr. Mushfiq, I started working on this project in June and it took 3 weeks to complete the project. I was given all the office memos concerning those policies and asked to read carefully. For the amendments, I had to identify the sections where changes have been made and write the whole amended policies including the changes. For the newly introduced policies I had to find that where those particular policies can be placed in the HR manual. After this, I had to prepare a draft of the updated HR manual and then Mr. Mushfiq revised the draft.
With the draft we attended two meetings where Head of Human Resources, Senior Manager, Recruitment Officer and another Assistant Manager were present. There I, along with Mr. Mushfiq presented the draft before them and when the draft was approved by the Head of HR, according to his instructions I prepared a PowerPoint Slide on the Updated HR Manual which he will present before the CEO and Board members in the upcoming Board Meeting.
4.3.2 People’s Health 2.0
This project was assigned to Mr. Mir Omar Naser, Assistant Manager, HR on the beginning of July, 2019. The Project was a continuation of a previous project that was completed in 2009. In 2009, IDLC to give better medical benefits to its employees signed agreements with renowned hospitals and diagnostic centers of Bangladesh in which the hospitals had agreed to provide special benefits and discounts on their medical services for the employees of IDLC. At that time every employee had been informed about the facilities. But as time passed by, many agreements have been expired and the employees before the month of July were not aware of their facilities in those hospitals. As soon as the management found this, the Head of HR Initiated this project with the objective that every employee will acknowledge their benefits and the expired agreements will be renewed.  
My responsibility here was to read all the agreements IDLC had with the 7 Hospitals and Diagnostic Centers, find out which ones need renewal and prepare a draft with all the facilities written clearly that IDLC employees can avail for them and their dependants as well. When I prepared the draft Mr. Omar forwarded it to the HR Head and he approved the draft. After that, on behalf of HR it was sent by an e-mail to all the employees. The administration was informed about the expired agreements and the Officers in Administration took care of the rest. A screenshot of the draft of this project is attached in the Appendix. 

4.4 Merits and Demerits of the Job
4.4.1 Merits
· While performing different responsibilities I had worked with every wing of human resources division, which helped me gain the overview of core HR functions
· As an intern I had to work with the whole HR team of IDLC which created the opportunity for me to learn from the HR professionals of the Industry. 
· Use of different MS applications has made me more efficient with the essentials of MS Office

· An intern gets the chance to coordinate distinctive programs at the same time, and this helps learning event management

· Involving in business writing has given me a better knowledge of business communication

· Communicating with the officials of other divisions and working on the organogram has enabled me to see the big picture of IDLC.

4.4.2 Demerits
· Performing the regular tasks over and over again got monotonous sometimes
· For a few days I was overloaded with work when worked on the projects along with the regular tasks
· Preparation of the trainer evaluation results is a time consuming one. Also, doing it manually is tiresome. 
· Interview coordination takes a lot of the valuable time from an intern.

4.5 Notable Observations
In my three months internship I have found some praiseworthy practices of IDLC that I would like to share- 
· The HR division is very responsible and efficient with their work. They complete the salary disbursement before the 25th day of every month. Also festival bonuses are distributed on time. 
· They are also very good with complaint management. Whenever an employee came with any problem with their accounts or something else, I have always seen them responding with the utmost patience and perseverance. 
· On the joining day of employees, all the new joiners get welcomed by the Head of HR and other HR personnel. Even, when all the interns joined, we got a warm welcome from the HR Head. Also, my supervisor introduced me to all the team members. 
· The organizational culture of IDLC is commendable. The great working environment, people oriented leadership, superior-subordinate relationships, open door policy, participative management and the bond people share with each other worth some praise.
· The employee celebration practices are overwhelming. IDLC has separate policies regarding employees’ birthday celebration, wedding gift and gift for new born babies of employees. During my internship I was present in two birthday celebrations and also attended a farewell of one of our team member.
· People there always thank and appreciate their other colleagues for their works and achievements. I also have always been appreciated by my team members that motivated me during the entire period of my internship. 
· People in IDLC have an amazing sense of cooperation. I have always seen people helping with each other’s work. Even whenever I asked someone for any kind of help or suggestion, they were always there to guide me. 
· The HR Head invited the both of us HR interns to join the KPI meeting from which I have learnt a lot more things about human resource management. This practice of HR comforts a new recruit and also makes them familiar with the organization.
· Whenever a team goes out for any celebration or even a simple lunch, every team member is invited to join the feast. This gives an employee a sense of belongingness and also helps team building. 
Still I believe there are some scopes of improvement. Some of my critical observations in IDLC are-
· The HR System of IDLC is not a very up-to-date one. Often the HR functions are hindered because of the limited capacity of the system to process a larger number of data at a time. Even I faced this problem while creating employee profile. 
· Sometimes people are over burden with work and they work beyond the officer hours, even workdays to meet the SLA requirements.
· The new joiners’ documentations of some specific years had not been done correctly. Many of the employee personal files are missing some documents.
· Some of the personal files of employees were not preserved in a proper way. There are some damaged personal files which could include some important documents. 

4.6 Internship Experience
My internship at IDLC was a great learning opportunity for me. It was my very first exposure to the corporate world. I have learnt a great deal of things from the organizational culture of IDLC. Working with the country’s largest NBFI has also been proved to be gratifying. Since, I am graduating in Business Administration majoring in Human Resources Management, working in the Human Resource Division has also discrete significance in my career. Moreover, working with some of the best HR professionals of the country was a training itself. I have learnt a lot of things from my internship experience including-
· Professionalism
· Adaptability
· Networking
· Teamwork
· Project Management and
· Professional Communication
Practical experience is fundamental for the application of theoretical knowledge. This internship made it mandatory for me to seek learning from the real business world and also made an opportunity to apply classroom learning in practice. There are always some differences between theories and practice and this internship has made me understand those differences which I believe will be helpful for me for me in future. 



CHAPTER FIVE – CONCLUSION

5.1 Findings
From all the data presented in the previous sections and my internship experience at IDLCFL, I have some key findings about the company’s compensation strategies.
1. IDLC follows market lead policy while deciding on the pay ranges
2. IDLC HR is very much aware about the significance of job evaluation in job grading and graded salary structure
3. The company has a very equitable and structured performance appraisal system
4. HRD keeps trace of the market pay distribution by conducting market survey every year 
5. They have a competitive benefit package for their employees
6. Employees have barely any complaints about compensation, promotion or salary increments etc.
7. Employees appreciate the culture and work environment of IDLC.

5.2 Discussion
The Strategic Compensation approach of IDLC has made the management swipe up their worries about employee attraction, retention and growth. IDLC follows market lead policy in terms of pay. That is why they have set the midpoint of salary ranges higher than the market average. This strategy certainly attracts market talents to IDLC. The internship remuneration is also above the market standard which attracts the fresh graduates to IDLC at first glimpse. 
Because HRD recognizes the value of job evaluation they have done the job grading appropriately. This has also enabled them to put the graded salary structure accurately which employees on every grade are satisfied with. Their fair and structured performance appraisal system has established justice in the organization. Hence employee promotions, performance bonus, incentives and salary increments have become transparent to them. And these all are contributing to the retention of the talents of IDLC. Pay raise according to the market movements also is a strategy of IDLC that seems fair play to the employees. Job family structure of pay makes the pay of employees worthy of their effort while Merit Pay system complements their hard work. Besides, good composition of benefit package makes employees feel privileged. Flexible working hours helps to maintain work-life balance meanwhile, policies regarding birthday celebration, wedding and new born baby gifts make the workplace feels like home. Furthermore, recognition awards enhance employee commitment, loyalty and longevity in the organization and the intrinsic compensations satisfy employees’ self-esteem and boost up their confidence in professional life. 
IDLC’s educational aid let employees achieve their educational aspirations. Not only that, performance bonus and incentives allow employees to meet their highest potentiality while different challenging projects or assignments and special increments for them grow employees’ skills, knowledge and competencies. Also, intrinsic compensations help with employees’ personal growth.
These all are nothing but strategies that IDLC follows to attract, retain and develop the best talents in the market. And their strategies are bringing the desired results. More and more young and fresh talents are joining IDLC and successfully working in the company with satisfaction. In the past 3 months, 11 Management Trainees has joined IDLC who are undoubtedly among the best talents of market. The voluntary employee attrition rates fell down to 11% (year 2018) to 15% (year 2017). During my internship I also had to work on the Exit Interview data of the months January to June. 37 employees were released in those months and only 2 of them identified “Poor Compensation Package” as a problematic issue. On the contrary most of those 37 employees appreciated the Compensation Package and praised the organizational culture and work environment of IDLC.
	
5.3 Recommendations
Considering the previous discussions and my internship experience, I have some recommendations for IDLC which I believe will be helpful for the HRD to strengthen their compensation strategies and forward the company one step closer to perfection.


· HRD should implement a separate COLA Policy considering the CPI.
· Group Incentive Pay can be introduced in the departments like SEF to encourage teamwork and increase productivity.
· A new up-to-date HR System should be installed to ensure smooth functioning of HRD.
· They can introduce innovative peer to peer recognition award like “Team Player Award” or “Ripple Effect Award” etc. to enhance the sense of co-operation among their employees.
· HRD should revise the SLA Guidelines to reduce Excessive work burdens from their employees.
· They should consider using different online applications in preparing the trainer evaluation results. It will be less time consuming as well as more efficient.
· More support staffs should be recruited to assist in interview coordination. This can save the valuable time of an HR intern.
· Employee personal files and documents should be maintained in a proper way to avoid any loss of confidential and important information.

5.4 Conclusion
Strategic Compensation is the most powerful tool for attracting employees, motivating them to work in achieving the organizational goals, and retaining them in the long run. And a compensation philosophy which is in line with the strategic goals, objectives and culture of the organization can only make this possible. Based on that compensation philosophy of the company, the various components of compensation are designed and chalked down in detail, which are the basics of talent acquisition, attraction and development. Therefore, a clear compensation strategy along with a sound compensation management is hallmark of organization’s success and prosperity, which has been understood from this study. It has been demonstrated that the compensation philosophy of IDLC has created a win-win situation for both the employers and employees that ultimately benefits the company. And finally, the strategies of IDLC’s compensation management has also been discussed which was the primary objective of this report. 
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