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[bookmark: _Toc63425770]EXECUTIVE SUMMRY
As a student of business administration, it is very essential to observe the multifaceted situation in the workplace. It is necessary to go through and explore all fields of knowledge, both theoretical and practical. Before passing four years BBA program, students have been assigned an Internship program to have working experience in business life as a part of the academic program. This report has been made on both theoretical and practical knowledge considering HRM practices. The project topic is HR Practices of United Commercial Bank during Covid-19.
United Commercial Bank Ltd (UCB) is one of the most considerable private-sector commercial banks in Bangladesh. This report is prepared based on the internship experience at United Commercial Bank. The internship period has been completed in the Moulvi Bazar branch. This report outlines some key issues encompassing the field of human resource management in United Commercial Bank Ltd during this pandemic. The study has been conducted based on the Human Resources activity of this banking sector and counting practices, responsibilities, and maintenance of HR activities throughout the pandemic.
The first chapter includes an introduction such as background study, general and broad objectives, Scope of limitations, and methodology of the report.
The second chapter deals with the literature of HRM, HR practice and role of HR during this pandemic.
The third chapter included the overview, corporate information, historical background their policies and products of United Commercial Bank LTD. The HR practices of UCBL as well.
In the fourth chapter, there are the analysis and finding of HR rights and responsibilities during the pandemic and also presented surveys answer in pie chat.
The last chapter ended with recommendation and conclusion. 
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[bookmark: _Toc63425772]1.1 Introduction
In this time of the pandemic, as we are facing now, human Resource Management has performed its role in extended way. This report is the result of the allocated internship period, proposed by the supervisor, Yeasmin Islam faculty of Business Administration, United International University. Since the internship program completed during pandemic, this report found the chance of observing HR right & responsibilities in United Commercial bank. 
[bookmark: _Toc63425773]1.2 Statement of the problems
While dealing with the HR practices of UCBL numerous HR strategies have been turned away by the particular branch. So it makes an inadequate situation of the United Commercial Bank HR framework. Most importantly of this principle fixation were Human asset practices of UCBL. 
So the attempt to clarify their representative HR rehearses in the branch. How they keep up their HR arrangements during pandemic. How they give the best client support to their client in Covid-19. I additionally attempt to clarify how they spur their representative and deal with their general HR rehearses in the bank in this incredible pandemic circumstance.

[bookmark: _Toc63425774]1.3 Objectives of the Report
The principle objective of this report is to encounter about generally speaking HRM practices of the UCBL and furthermore think about the general financial arrangement of the UCBL.
[bookmark: _Toc63425775] 3.a General Objective
The primary reason for this entry level position program is to think about the workplace in the bank and think about their HR rehearses particularly their privilege and duties execution during Covid-19. It is critical to think about the inside and outside circumstance of the corporate world.

[bookmark: _Toc63425776]3.b Specific Objectives
The general objective of the study is to meet the partial requirements for the fulfillment of the course ‘practical orientation in Banks’. The core objectives of the practical orientation program in banks are as follows – 
♦ To meet the incomplete necessity of the BBA Program.
♦ To get accustomed with the working environment in the bank
♦ To apply theoretical knowledge in the practical field. 
♦ To scrutinize and parse the performance of the particular branch and the bank as a whole in Covid-19. 
♦ To be familiarized with regular functioning of service-oriented banking business.
♦ To gain the knowledge of HR activities

[bookmark: _Toc63425777]1.4Scope of the Study
We know that how much human resource practices play a major role in an organization. In a developing organization, human resource practices save money and keep the organization up-to-date. Also, it does maintain employee and customer satisfaction. Every organization faces so many difficulties. So human resource practices save the organization from devaluing their employees and prepare the organization for the future.  Through this report, we can learn about so many challenges bank faces during this pandemic. This report will give clear explanations about how they manage and provide customer service in Covid-19. Do they maintain HR policies properly throughout this pandemic? What types of benefits they offer to their customer and employee in this pandemic? Do they give proper training to their employee to tackle this critical situation? So they have to face all of these questions? From my three-month internship program, I learn their HR practices and banking system.
[bookmark: _Toc63425778]1.5Methodology of the Study
I have designed the methodology of the study in the following way
Two types of data sources: 
1. Primary Data: Individually interviewed and discussed facts with employees, Informal interview, Questionnaires on HRM practices during Covid-19.
2. Secondary Data: Official and different websites UCBL, Annual Report, Journal & Articles.

[bookmark: _Toc63425779]1.6 Limitation of the study
Absence of Time: There were only three months to complete the report, it became inconceivable to cover the introduction of the bank totally.
Limited data resources:  A wide range of data were not accessible for access, so it was impractical to get to and sum up them appropriately. Some data are confidential.
Other Reasons: Inaccessibility of sufficient prepared records as needed to make a thorough report.


















[bookmark: _Toc63425780]Chapter Two: LITERATURE REVIEW












Human Resource Management and it’s all practice has been implemented for the betterment of the employees. To take care of them and keep them motivated while the period of their working. HRM identifies the rights of the employees in the organization and, keeps the balance of communication between the employees and the organization. It also helps the organization to maintain its operation successfully. The Human Resource’s attention has been on the approaches and the frameworks where the units embrace the plans and the preparation and improvement. The presentation evaluation and the prize are set to deal with the installments and the advantage frameworks which concerns the adjustment in the association just as the mechanical relations. There is a need to offset the prerequisites with the aggregate occupation plans and examination and the labor force arranging, enrollment and choice, preparing, and improvement. The human relations have been set to make the effective business esteem with the thought to deal with the innovative headway with ability the board and progression arranging. The approaches and the practices are straightforwardly affecting the conduct and the disposition of the presentation. This has been significant for accomplishing the upper hand. There has been testing innovation progression with the successful administration measure. With the administration, the emphasis has been on the enlistment, preparing and keeping up the representative relations with the advantages. Dedicated and systemize human resource management practices are those that giving employees strengthen, create a trust bond in employees' minds with the organization, make them believe that they are involved in decision making. Sometimes organizations have to do human resources management practices through the reaction of the employees. The organizational survival depends on how they treated their employees.
Human resource planning facilitates an organization to meet current and future demand for talents that helps the organization to enter the right employees in the right place. Formulation of HR plans and applied programmed HR framework to proceed with the recruitment and selection process with the help of the HRP department that is filled with experienced and qualified individuals. Wrong execution HRP could occur the improper recruitment that the cost of this occurrence would be extremely high. This process also ‘Talent Acquisition’ for the company. Acquisition process done by the certain rules of HRP department. Joiner has to gone through written, interview, drug/alcohol test and the medical tests as well. The Organization considers to attract, retain and motivate qualified and skilled employees within the organization. HRP continuously works on recruiting right people with right capabilities in the right time & right place.
One of the main activities of Human Resource Management is Training & Development. Regularly working on the learning process is essential for the HR team. It increases the holistic and educational growth, works on the maturity level of the employees. It also gives new insights, attitudes, adaptability, and perceptions. Training & Development planned based on the employee's performances and rating. After a certain period, the organization has to make a budget and plan for the T&D. Training can be provided to employees at a different level.
Succession planning is one of the important practices under Human Resource Management. It's also called the talent pipeline for the organization. The individual who has crucial job skills, knowledge, social relationship, and organizational practices had to pass it to the employees of the next generation. Prepare next-generation employees for the upcoming responsibilities. For a big organization, it has been a very difficult task to perform but a structural program makes it easy. Training, development, career planning, replacement planning is part of succession planning.
Performance appraisal is the cycle where workers get assessed on their past exhibition after a specific period. It assists with understanding the capacities of a representative for additional development and advancement. The chief could gauge the exhibition examination base on targets and plans accomplished by the representatives. Components are additionally decided during the assessment. This assessment should be conveyed to the representatives with the goal that they added to stretching out the level to get themselves completely assessed. This interaction persuades workers and this cycle should be done individually. The examination cycle causes representatives to understand that their duties are being assessed after a fixed period.
The impact of covid-19 has been a most challenging time for the HR because it is the hardest working environment they have ever confronted. They need to change themselves in new challenges, new essential methodologies. They need to consider ahead them to manage the present circumstance. The better approach for work like distant working has been executed and HR needs to play out their all obligations under this new circumstance. Presently it is critical to keep the workers roused and enthused to accomplish their all objectives. In this time HR needs to guarantee sufficient enablement and commitment among the groups. As a portion of the associations depend on distant working for the present or the future so it's gotten very hard for HR to execute their approaches and interaction and they need to set themselves up for the far off environment. Dealing with wellbeing and security after the kickoff of the working spot is presently the enormous obligations and high goals for the HR.
The pandemic is also forcing everyone at CHG, managers as well as their staff, to be more flexible. That means employees are taking on new roles, some for which they've never been trained. And as a HR manager he/she has to show flexibility when evaluating our workers; one of the biggest challenges for HR that companies are facing during COVID-19 is the scope of the disruption. With schools and non-essential businesses closed or moving online, so employees will need flexibility and understanding as they try to re-establish a work-life balance. HR manager has to try to support his/her employees who are quarantined or self-isolated by expanding paid time off policies or facilitating remote work and also try to provide flexible benefits packages to our employees.

As the working environment is about difficulties, the HR director needs to set him up/herself to manage all the new working difficulties. When world is getting customizable with this pandemic and with the opportunity HR accompanies novel thoughts and reactions. This new test may make a need new job, new climate so it gets vital for locate a connected way or work in amicability to get its association offset with the impending difficulties.
“With the current disruption in the industry, traditional ways of working have become things of the past. It is crucial for HR to revamp the policies and processes in accordance with the new normal.”
                     -Surender Jeet Raj, Senior Vice President (Human Resources Operations), Newgen Software
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[bookmark: _Toc63425782]3.1 Overview of United Commercial Bank
United Commercial Bank Limited is a private bank and financial institution that provides banking services in Bangladesh. Personal and business banking, loans, credit cards, online banking, and money transfer services are included under its bank services. The Bank has already made an enunciated mark in the area of private Sector Banking through its personalized service, innovative applications, progressive procedure, and effective Management.  This bank is proved itself much time by playing a lead role in the economic activities of the country and the bank is also substantially engaged in the development of trade, commerce, and industry through a creative credit policy. UCBL always has a prominent impression on the economy of our country by its other services like offshore banking, credit card, money transfer, and online banking. the Bank is also evaluating and monitoring business loans, conducting business financing risks, pricing products, and working for additional development of SME by its firm commitment. Its corporate banking service consists of simple business of issuing loans to more complex matters, such as helping minimize taxes paid by overseas subsidiaries, managing changes in foreign exchange rates, or working out the details of financing packages necessary for the construction of a new office, plant or other facilities. The bank has very special focus on RMG, import-export, agriculture, SME sector and retail business with a view to leading nationwide financial inclusion and green banking initiatives. The Bank has three fully owned subsidiaries namely i.e. UCB Capital Management Limited (provides brokerage services in the capital market), UCB Investment Limited (aims to carry out full-fledged merchant banking activities in Bangladesh) and UCB Asset Management Limited (incorporated for both institutional and individual fund management).


[bookmark: _Toc63425783]3.2 Mission of the UCBL

· To provide everyone the best bank and financial Service
· To increase the economic welfare of Bangladesh with social commitments

[bookmark: _Toc63425784]3.3 Vision of the 
· To offer financial solutions that create, manage and increase our clients’ wealth
· Improving the quality of life in the communities we serve

[bookmark: _Toc63425785]3.4 Product and Services of UCBL


	Retail Banking

	· Accounts
· Fixed deposit
· DPS
· Loan
· Card
· Services




	Cards

	· Credit Cards
· Debit Cards
· New Existing Offers




	NRB Banking

	· NRB Savings
· NRB DRP PLUS
· NRB Banking Services




	SME Banking

	· SME Loans
· SME Deposit
· Other SME Facilities
· Services




	Corporate Banking

	· Corporate Banking Loan
· Off-Shore Banking
· Structured Finance

	Agent Banking

	· About Agent Service
· Product
· Service
· Agent Outlets
· How to become an Agent
· Frequently Ask Questions
· Form & Application
· Business Networks
· Contact
· Event & News
· Charges & transaction Limits





[bookmark: _Toc63425786]3.5 Other Services

 Upay
Upay is a digital payment system controlled by United Commercial Bank Limited. Upay has been implemented to encourage cashless and universal system like anytime-anywhere payments using mobile phones in Bangladesh. For the first time ever in Bangladesh, Upay uses the most innovative and trustworthy technologies like Block chain and QR or Quick Response Code to secure all financial transactions.

Ucash
Mobile Financial Cash that can easily use by people in their smart phones. They can easily cash out, cash in, recharge phone, pay bill and enjoying other day to day facilities by the help of this application.

[bookmark: _Toc63425787]3.6 Human resource Practice in UCBL:
United Commercial Bank Ltd one of the best private banks in Bangladesh and from the starting and till the present UCBL doing their best performance. To maintain their performance and for the wellbeing of their employees there is human resource management working for them. United Commercial Bank Ltd has stood with and provide equal importance to all the 4 function of the development of HRM- Acquisition, Development, Retention and Motivation. Their main target is providing best service to the customers and they know that only satisfied and happy employees can provide best services. They provide all kind of training services and opportunity to their employees. Employees at top management get a training from out of the country programs. Employees of other level get training from Bangladesh Bank Training Academy (BBTA) and Bangladesh Institute of Bank Management (BIBM). They use Human Resource Information Systems(HRIS) software. UCBL has a Human Resource division comprising of qualified, potential, and submitted staff that is resolved to achieve the association's objective and to work viably. The motivation behind Human Resource Division is to give broad exertion to guarantee that the staff is appropriately assessed and to give due administrations and qualifications as expected. Besides, the point of HRD is to guarantee a workplace where the staff is supported and considered as supreme assets. To this end, HRD is resolved to ensure the task of opportune individuals in the perfect spot at the perfect time, to flourish human possibilities, and give a respectable work environment.



[bookmark: _Toc63425788]3.7 Human Resource Division of UCBL:


· Administration: the duty of administration is maintaining personnel records, managing HR documents, reports and updating internal databases. In UCBL, a team of human resources professionals is responsible for implementing effective workforce management and employee development.
· Recruitment: United commercial Bank LTD. aims to hire individuals who will both execute the client work to a high standard Contribute positively to the company culture. They want the candidate who are confident enough to deal their client and satisfy the clients with their work.
· Training: To develop skill and knowledge about their work and way of dealing with customers United Commercial Bank Ltd. train their employees both on-the-job and off-the-job practices. And according to their new rules and specific upgrading employees get training to maintain policies and systems.
· Performance Appraisal: United Commercial Bank Ltd always tries to notice and gives importance to their employee’s productivity. After a certain period of time employees get their performance appraisal from their specific branch and for top management post it comes from main branch.
· HRIS & Strategic Planning: The Human Resource Information system uses to reduce paperwork and utilize more technology in the workplace. Strategic HR planning is implemented in succession planning for a top-level manager. Based on employee’s prior work performance the employees will be judged and get choose for the top manager post.
· Benefits: United Commercial Bank Ltd. provides both financial and non-financial benefits to their employees. According to their post employees get the benefits from the bank.


[bookmark: _Toc63425789]3.8 Human Resource Planning of UCBL:
United Commercial Bank Ltd. Does Human Resource Planning (HRP) systematically to reviewing HR requirements to ensure that the required number of employees with the required skills is available when they are needed. Getting the right number of qualified people into the right job is the main target of HRP. To fulfill the main target line manager and executive officer do day-to-day reporting and submit it to the head of the branch. Sometimes the manager goes a step considerably to reach out to the right kind of people at right time, spending time, resources, and energies.




[bookmark: _Toc63425790]3.9 Human Resource Planning Process in UCBL:


· Analyze Objectives: After certain period of time HR department of UCBL analyze all the complete objectives and set new objectives to recruit and maintain human resource of requisite quality and quantity, also work for the knowledge, skill, standards, ability and disciple.
· Inventory (current Human resource): How many employees are currently working. Comprehensively listing down the basic information on all the employees like their education, gender, experience, age, sex, salary related data, job preference and special achievement and maintaining this list under a fixed period of time.
· Forecast Demand: HR condition or demand forecasting requires the estimation of the quantity of people and the quality of people that may need in future. To estimate the future constraint HR manager, UCBL have to keep in mind some issues to be careful in upcoming time.
· Estimate Gap:  Estimate gap in organization significant because it provides top manager a view on future employment requirements by identifying the competencies their vision requires and comparing them to those available from current employees. UCBL carefully notices all this estimating gap a recruit an employee as soon as possible
· Formulate Plan: According to the analysis HR develop plan for future need in the organization. UCBL formulate plan on training, retention, productivity it depends on the periodical analysis.
· Implement Plan: After assigning current human resources capacity, projected future HR demands and identified the gaps, the final step for UCBL will be to integrate new human resources plan with organizational strategy. Finally, with cooperation and the necessary finances in order to implement the plan and a collaborative approach from all departments to put it into practice.

[bookmark: _Toc63425791]3.10 Recruitment & Selection Process of UCBL

United commercial Bank recruits and select candidate by Human Resource Management. They have a human resource department for doing all the recruitment and selection process. Their Human Resource department follows some rules and policies while the select the candidate.

Types of Recruitment
	· Yearly recruitment process

	· Recruitment when there is Vacancies





[bookmark: _Toc63425792]3.11 Recruitment Sources
There are two types of recruitment source in UCBL. UCBL utilize both sources for its recruitment process. Sources are given bellow:
Internal Source: Sometimes best employees can be found within the organization. When a vacancy arises in UCBL, it may be given to an employee who is already on the pay-roll. Specially in case of a higher post is given to a deserving employee in UCBL because it motivates all other employees of the Bank to work hard. 
The internal sources are:
· Transfers: In transfers the position will remain same. After completing 3 years in one brand UCBL transfers employees to other brand of same city or other city depending on the situation.
· Promotion: In UCBL the higher positions falling vacant may be filled up from within the bank. In this case employees have to go through some written and viva test to get the promotion. Sometime they use skill inventories as well.
· Job-Referrals: UCBL discover candidate by division, casual correspondence in light of the fact that casual correspondence between directors can head to the disclosure that the best worker previously working in the diverse part of the bank.

External source: External sources uses by the UCBL when it needs fresher for the executive’s levels or need a fresh talent to get new experiences for the organization.
· Through Offline & online posts
· Recommendation of Existing Employees


[bookmark: _Toc63425793]3.12 Training & Development in UCBL
United Commercial Bank Ltd always prioritize on the training and development of its employees. UCBL has been try to be Learning & Development Center to its employees. A very handful person Mr. Ahmed, a dedicated HR, arrange training and development program for UCBL’s employees. United Commercial Bank Ltd believes that training increases the productivity and give a new thought of working. The training & development department tries to accommodate the best training program for the employees. Expertise in all previous knowledge. With this alteration, an employee could be able to provide his/her best services to the bank and customer. UCBL offered the employees different types of employees according to the bank methods. All the pieces of training are well structured so can the employees understand all those pieces of training undoubtedly. Days of training depend on the courses that will cover in that training period. Training period lasts 30- 40 days. After the training program both the management training officer and probationary officer check courses under general and specific training and the tasks that are assigned are mainly based on their previous output. After the training, trainees will go through some of the interview process tests and survey feedback.  UCB additionally offers both administration learner official and trial official to do BIBM (Bangladesh Institute of Bank Management) preparing which is control by BIBM.











3.13 Types of training
There are two major types of training that this UCBL provides. There are general training as well as Specific training.
 (
General Training
Foundation Course
 General Banking
 Banking Laws and Regulations
 BASEL-II implementation
 IT securities and information systems in Bank
 Customer Service Intelligence
 SBS I, II, III
 Cash Management
SWIFT1
Workshop on problem-solving as per department requirement
Internal Control Risk Management
Foreign Exchange Regulatory Act- 1947
Basic Accounting Concept for Bankers
Assets, liabilities Risk Management
) (
Specific Training
Foreign Trade Payment and Finance
HR Management of UCB
Credit Management
SME Banking
Anti-money Laundering Policies and Implementation
CIB reporting
 Credit Risk Grading
CRM Manual
UCPDC- 600
Prevention in Malpractices in Bank
Retail Banking
Treasury Operation
Housekeeping
)

















[bookmark: _Toc63425794]3.14 Methods of Training & Development

1. On-the-job Training
This type of training, also known as job instruction training, is the most commonly used method. Under this method, UCBL provides training to the individual on his/her regular job and taught the skills necessary to perform that job. The trainee learns under the supervision and guidance of a qualified worker or instructor. UCBL always tries to utilize the On-the-job training method because has the advantage of giving firsthand knowledge and experience under actual working conditions. While the trainee learns how to perform a job, he is also a regular worker rendering the services for which he is paid.

On-the-job training methods are:



On-the-job training UCBL mostly use job rotation, job instruction & Internship training but in the case of bigger responsibilities the bank follows coaching & committee assignment methods.


2. Off-the-job Training
On the job training methods have their own limitations, and in order to have the overall development of employee’s UCBL follows off-the-job training. This training is conducted mainly for the higher level employees like head of the branch, operation manager or assistant vice-president.

Off-the-job training methods are:



[bookmark: _Toc63425795]3.16 Organogram of Human Resource Department in UCBL:
 (
Managing Director
)
 (
Executive Officer
) (
Senior Executive Officer
) (
Assistant Vice President
) (
First 
Assistant Vice President
) (
Vice President
) (
First Vice President
) (
Senior Vice President
) (
Legal Counsellor
) (
Assistant Managing Director
) (
Deputy Managing Director
)











	






[bookmark: _Toc63425796]3.17 Compensation and Benefits of UCBL 

a. Basic salary  
Basic salary refers what employees get after they perform their responsibilities. Its provided based on the post they have been working. UCBL board reviews salary at least once every two years. 
b. Bonus  
In UCBL bonus is provided in two ways. First, based on employee’s attendance and second, on the segment that achieved by the employees. Annual Bonus added to “Basic Salary” under the following conditions:
	Attendance
	Percentage

	250 days
	100%

	90 days
	50%



c. Festival bonus 
They are two types of festival bonus. 1. Eid-ul-Fitar & 2. Eid-ul-Azha. The bonus added based on the basic salary. For other regions they get their bonus according to their festival times. 
d. House rent allowances 
UCBL provide house rent allowances to motivate their employees. This is mainly for higher designated officers.
e. Medical allowance 
United Commercial Bank always concerns about their health of employees. Health insurance and treatment are included under medical allowance. Not every employee shall get the treatment benefits from the UCBL. Medical allowance sometimes covers employee’s family member as well.
f. Car purchase and loan scheme 
United Commercial Bank Limited paid transportation cost to its board of directors and higher level employees. Also company paid driver cost, fuel cost and all necessary maintenance for the car. If an employee wants to buy a car they have loan facility from the bank. The employee who served the bank more than two years can get this benefit.
g. Provident fund 
Provident fund is for all permanent employees. 10% of the salary contributed each month from the employee's payroll. Finally, the lump sum amount employees will get on their retirement.
h. Merit based pay system 
UCBL follow merit based pay system and they select on the basis of merit. All the applicants are evaluating based on their performance in a certain probation period. They are examined by their working ability and their achievements.
Gratuity
In UCBL gratuity is payable in cases of 
· Death
· Discharge 
· Resignation 
· Retrenchment 
· Termination of employment
Gratuity is permitted to the employees if she/he completed minimum five years of services in UCBL. It can be paid before the completion of five years, in the case of death or the employees has become disable due to a disease or accident.

[bookmark: _Toc63425797]3.18 Leave
United Commercial Bank Limited followed all the leave policies according to all government policies. The types of leaves are given below: 
a. Casual leave- This leave is for 15 days based on each calendar. This leave is authorized for all the executives. An employee is allowed to this casual leave from the next day of joining. For the new joiner it is for five days. 
b. Sick leave- The yearly privilege depends on employees' customary long periods of work and is 10 days for the employees. In this pandemic, UCBL expanded this sick leave, employees can have this sick until employee gets normal.
c. Earned leave- The Earned leave is 15 days based on each finished year of service for the executive, senior executive and all the higher level employees. This leave is distinct from weekend and public holiday.
d. Maternity leave- or maternity leave, UCBL follows "The Maternity Benefit Act 1939". granted the leave as government rules book. 42 days or six weeks immediately preceding and including the day of delivery & 42 days or six weeks immediately following the day of delivery.
e. Study leave- this leave entitled for not more than 2 years, this is provided only when the study purpose for the betterment of the bank services,
f. Hajj leave- An employee can take 45days leave for the Hajj purpose at his/her own expense. This leave is provided one time in the entire working period. 
g. Special leave- The special leave could be for marriage, death or for any other special day. For the UCBL employees, they have to leave application for both head of the branch & HR department.


[bookmark: _Toc63425798]3.19 Performance Appraisal Methods in UCBL:
In UCBL the performance appraisal method conducted annually where employee’s performance and productivity is considered in contrast to a foreordained arrangement of targets.  UCBL does three types performance appraisal method:
1. Assessment Centre Method: This method helps to evaluate its employees with only assess the existing performance but also predict the future job performance. It conducted in three steps pre, during & post assessment.
2. Behavioral Anchored Rating Scale: By the help this method manager can evaluate his/her employee’s qualities and quantities benefits. It works as a yardstick for the manager to evaluate his/her employees.
3. Management by Objectives: In this process manager can evaluate his/her employees after setting clear goals. Then manager & subordinates discuss the progress made to control judged on the feasibility of achieving those set of objectives. 
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Chapter Four: Analysis & Findings 
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4.1 Questionnaires Analysis
1. Bank is providing accurate update information of covid-19 to its employees.


In this survey statement, in the UCBL Moulvi Bazar branch, 13 employees out of 20 agreed with this statement. They said that the bank is providing them the news and updates them about the information of Covid-19 and providing awareness about the Pandemic as well. 4 employees strongly agreed but we also found that, the rest of the employees showed disagreement with this statement.
2. Bank is aware of its employees current & past situation throughout this pandemic.


In this statement, 2 employees strongly agreed and 10 employees are agreed and provided data that the bank is aware of employees' past and current situation and where they had been throughout the pandemic. 40% of the employees have shown disagreement with this statement.
3.  Bankers are satisfied with timely monitoring & evaluating to affected & non-affected employees by bank.


In this statement, all employees provided their own opinion but the majority of them are agreed with this statement. They are satisfied with timely monitoring & evaluating to affected & non-affected employees by the bank. After 3 weeks every month, they are evaluated by the HR manager. The rest of the employees have their diverse opinion through this statement.






4. All employees are getting safe platform to perform their duties efficiently.


In this statement, half of the employees in the Moulvi Bazar branch are agreed with this statement. They are getting a safe platform to perform their duties efficiently. On the other hand, 25% and 15% of the employees have shown disagreement with this statement as well
5. Focusing more on employees’ health issues ensures higher productivity.

In this statement, 70% of the strongly employees agreed with this statement. They found themselves more productive when they see the organization focuses on its employees' health issues. On the converse, 10% of employees have shown disagreement with this statement.
6. The work hours are satisfactory to employees.

In this statement, 9 out of 20 employees proffer their answers in neutral. 5 employees have shown disagreement with this statement.
7. Bank is bringing advancement and taking steps to control and prevent upcoming adverse situation.

40% of the employees agreed with this statement. 15 % of the employees are also showed their strong and positive answers to this statement. They found advancement and precaution in bank’s activities to deal with this crisis. None of the employees had shown strongly disagreement with this statement.
8. Bank is providing staff-favorable environment for better services.

In this statement, 36% of the employees agreed and 34% of the employees 
strongly agreed. 14% of the employees also showed their disagreement with this statement and 16% are neutral. 9 employees think ban is providing staff-favorable environment for better productivity.
9. Bankers are provided enough motivation to cope up mental stress & financial needs in this pandemic.

In this statement, 12 out of 20 employees agreed and said that they are getting enough motivation to cope up mental stress and financial needs in this pandemic by bank but the rest of the employees provided their disagreement with this statement.

10. The environment is favorable to work effectively & relentlessly in the pandemic.


In this statement, 40% of the employees provided their answers in neutral. 25% of the employees disagreed with this statement. 10% agreed with this statement but none of them have shown strong agreement with this statement.

11. Bankers are able to get social distancing protocol in their work place.

56% of the employees agreed and 5% strongly agreed with this statement and said that, they are maintaining social distancing protocol in their work place. On the other hand, 33% of the employees have shown disagreement with this statement.
12. Bank is normalizing workforce for long term sustainability with higher facilities in this pandemic


In this statement, 60% of the employees agreed and 40% of the employees disagreed with this statement. 12 employees think that bank is taking step for normalizing workforce for long term sustainability with higher facilities in this pandemic.

13. Innovative method has introduced to reduce work pressure in this pandemic.

In this statement, 65% of the employees agreed, 15% of the employees disagreed and 20% of the employees provided neutral answers with this statement. To reduce pressure bank, assign more employees under one department.
14. Bank provided adequate salary and other related incentives during the pandemic outbreak.


In this statement, most of the employees gave positive answers comparing to other statement. 60% of the employees strongly agreed and 40% of the employees agreed with this statement that bank taking care of their employees in this pandemic and provided adequate salary and other related incentives during this Covid-19 outbreak.

15. Covid-19 has impacted promotion stream.

In this statement, 74% of the employees agreed and 19% of the employees
strongly agreed with this statement. Employees think their promotion stopped because of the pandemic. 
16. Bankers are allowed to work from home in non-trafficking task.

In this statement, 89% of the employees disagreed and only 11% of the employees showed agreement with the statement. Bank do not allow them to work from home in non-trafficking task. 












[bookmark: _Toc63425801]4.2 Findings:
· In first statement, the employees agreed with updated information provided to the bankers but there are some of the employees showed their agreement.
· In the second statement, the employees might not be satisfied with the system of keeping awareness of its employees current & past situation throughout this pandemic.
· In the third and the forth statement maximum employees showed their agreement with the statements. They are satisfied with the monitoring and evaluation system for the affected and non-affected employees and they are getting safe platform to perform their duties. 
·  In the fifth and eighth statement a great number of employees satisfied with the both statements, that are focusing more on health issues increase the productivity level and providing safe environment also help in the same way. 
· In the sixth statement, the employees were neutral and few of the employees showed their disagreement, might be there are not much satisfied with the working hours.
· In the seventh and ninth statement, the most of the employees agreed and think that banking taking steps for their betterment in future and trying to provide motivation about their health issues. In the tenth statement there is satisfied as well.
· In the eleventh statement, the employees have shown their disagreement and they think bank have to work more on social distancing protocol.
· In the twelfth and thirteenth statement, a great number of people agreed with that bank trying to normalize workforce for long term sustainability with higher facilities in this pandemic and has introduced innovative method to reduce pressure of work.
· In the fourteenth statement, the employees are satisfied with the system of providing adequate salary and other related incentives during the pandemic outbreak.
· [bookmark: _GoBack]In the fifteenth and sixteenth statement it is found that most of the employees are satisfied with the promotion stream during the pandemic and schedule of work from home in non-trafficking task as well. 
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[bookmark: _Toc63425803]5.1 Recommendations:
Based on the findings and analysis of the report, my recommendations are given underneath:
· The bank should engage more in proactive internal and external communication with their employees. Communication channels need to be kept open among C-level employees and first-line managers to provide assistance or welfare in the time of the pandemic.
· Sometimes employees have to present in the work environment work longer hours to oversee the overabundance of work. In that case, on these additional time hours, the accessible employees can perform the duties of missing colleagues and help decrease quantities.
· The bank should start working on the stopped promotion stream. Many of the employees provide their experiences about the impacted promotion stream. To keep motivate their employees' bank should start working on this process as soon as possible.
· Many of the employees provided negative answers about maintaining social distancing protocol. So the bank should be more careful and takes necessary steps to ensure employees’ health risks.
· The bank should allow work from home in the non-trafficking job like LC and proposal making task so it will decrease the extra numbers of employees on regular days.
· Train employees to perform additional functions in this pandemic and enhanced their knowledge of Covid-19 and safety issues, allowing them to replace colleagues and supervisors in case of need; consider using cross-training between different units. These employees will then will be able to fulfill critical tasks and replace colleagues in understaffed services and also be able to save them from any kind of health risks in the present and future as well.
· The bank should do a monthly survey about the safety issues during the pandemic so the bank can take more effective steps to save their employees and make them more productive.


[bookmark: _Toc63425804]5.2 Conclusion
To conclude, United Commercial Bank Limited is one of the largest private bank sectors and work for both the economic and social development of Bangladesh. In this bank, the workers are exceptionally energetic by their compensations and different advantages. Here, all the representatives are a lot helpful with their clients, associates, and essentially guests. The Human Resource Department of UCBL bank is working continuously for its employees and the department starts to work harder in this pandemic. The bank has been implemented all the possible ways to make sure the safety of its employees. This focal point of this internship report has been the execution of rights and responsibilities of Human Resource during Covid-19. During the internship, I observed all the HR activities, compensation system, performance appraisal, training & development during pandemic the safety issue that has been adopted by the bank as well.
At the hour of working in the UCBL, while I end up with some perception and dependent on these perceptions some proposal has been given in this report. Ideally, these suggestions will help the bank to proceed with its encouragement. I tried to review all my theoretical knowledge with the bank practices. The experience had been very great and I learnt so many things and get the professional activities.  
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Questionnaire on “Human Resource rights and responsibilities execution during Covid-19 in United Commercial Bank”
Dear respected respondent,
The following questionnaire is to collect information about Human Resource rights and responsibilities execution during Covid-19. It’s about the changes they are facing in doing their regular office work during is pandemic. The information will be kept confidential and be used only for research purposes
	Name:
	
	Gender:
	1. Female
	2. Male

	Age:
	1. (21-25)
	2. (26-30)
	3. (31-35)
	4. (35-40)
	5. (40+)

	Occupation:
	1.   Public
	2.  Private





	Particulars
	Strongly Agree
	Agree
	Neutral
	Disagree
	Strongly Disagree

	
1. Bank is providing accurate update information of covid-19 to its employees.

	
	
	
	
	

	2. Bank is aware of its employees current & past situation throughout this pandemic. 
	
	
	
	
	

	3. Bankers are satisfied with timely monitoring & evaluating to affected & non-affected employees by bank.
	
	
	
	
	

	4. All employees are getting safe platform to perform their duties efficiently
	
	
	
	
	

	5. Focusing more on employees’ health issues ensures higher productivity. 
	
	
	
	
	

	6. The work hours are satisfactory to employees.
	
	
	
	
	

	7. Bank is bringing advancement and taking steps to control and prevent upcoming adverse situation.
	
	
	
	
	

	8. Bank is providing staff-favorable environment for better services.
	
	
	
	
	

	9. Bankers are provided enough motivation to cope up mental stress & financial needs in this pandemic.
	
	
	
	
	

	10. The environment is favorable to work effectively & relentlessly in the pandemic.
	
	
	
	
	

	11. Bankers are able to get social distancing protocol in their work place
	
	
	
	
	

	12. Bank is normalizing workforce for long term sustainability with higher facilities in this pandemic.
	
	
	
	
	

	13. Innovative method has introduced to reduce work pressure in this pandemic.
	
	
	
	
	

	14. Bank provided adequate salary  and other related incentives during the pandemic outbreak.
	
	
	
	
	

	15. Covid-19 has impacted promotion stream.
	
	
	
	
	

	16. Bankers are allowed to work from home in non-trafficking task.
	 
	
	
	
	

	17. ‘Bankers are feeling productive as they were before pandemic’. 
	
	
	
	
	














Administration


Recruitment


Training 


Performance Appraisal


HRIS & Strategic Planning


Benefits



Analyze Objectives


Implement Plan


Inventory (Current Human Resouce)


Forcast Demand


Estimate Gap 


Formulate Plan



1. Job Rotation


2. Coaching


3. Job instruction


4. Internship Training


5. Committiee Assignment



1. Case Study


2. Role Play


3. Grid training


4. Lectures


5. Management Education


6. Conference
Answer	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	4	13	0	3	0	

Answer	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	2	10	0	8	0	

Column1	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	2	8	5	3	2	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	4	6	2	5	3	

Column1	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	14	3	0	2	1	

Column1	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	4	9	2	5	

Column1	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	3	8	6	3	0	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	3	9	5	1	2	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	2	14	0	8	1	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	5	8	5	2	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	12	1.4	7	1	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	12	0	8	0	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	0	13	4	3	

Sales	
Strong Agree	Agree	Neutral	Disagree	Strongly Disagree	12	8	0	0	

Sales	
Strongly Agree	Agree	Neutral	Disagree	Strongly Disagree	3	12	0	1.2	

Sales	
Strongly Agree	Agree 	Neutral	Disagree	Strongly Disagree	0	2	0	17	0	
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