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                      Executive Summary
I had started my Internship program at GEMCON Group, Corporate office. Gemcon started its remarkable journey with construction and engineering. Now, the group has expanded its businesses in multifarious sectors. From seafood to retail, organics to education, jute to tea, sports to media- Gemcon has its successful presence in everywhere.
Gemcon is the first local company to participate in a Hydro-Carbon Habitat study, bring SPC Poles technology in Bangladesh, start 100% organically produced tea in a flat grounded tea garden and offer Liberal Arts education at university level. They have started versatile business projects that created new employment opportunities for thousands of people. They established possibly the only large jute mill and tea garden in Panchagarh, the least developed and remote district of Bangladesh. We took social and environmental responsibility as our prime concern. 
I have done my internship there for 3 months and received the topic for my project report. The topic was given by the head department as per my mentor advised.
Here I want to discuss briefly about the HR practices of Gemcon group.
· Recruitment and selection
GEMCON Group search for potential employee and after discovering good candidate they goes through some process like interview, examination. They try to ensure sustainable operation of the organization.

· Screening and shortlisting the applicant
 In this process HR manager try to screening some candidate and call them for interview.
· Interview taking
After screening the applicant they call candidate for the interview. Assistant HR, Executive HR take interview of the candidates

· Termination, Discharge, Resignation
              Termination of employment is when employee walkout from a job and     the end of an employee's duration with an employer. Gemcon’s HR provide termination letter to the employees. They manage employee’s Discharge and resignation to balance over the company.
· Resignation and Retirement:  
 HR manager handle Resignation and retirement file and list it according to their department and designation.

· Maintaining a Safe Environment 
There is some policy in Gemcon to maintain safe environment within organization. Gemcon’s HR provides rules for it.
· Employer-Employee Relations 
 Gemcon’s HR manager tries to create a friendly work environment. For this employee can easily share their problems.
· Compensation and Benefits
 Gemcon’s HR manage file of every employees compensation file. They also provide a good benefit to the employee.
· Training and Development
Every month they arrange training for the employee.
· Performance appraisal
HR do performance appraisal of the employee to identify employees progress
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III

CHAPTER ONE
INTRODUCTION






I started my Internship at Gemcon group in their corporate office.  Internship is included in our BBA program of United International University. Internship is necessary for a BBA student. By internship a student face the real scenario of organization. It helps them to gain Real life knowledge of the corporate world. By this a student can utilize their bookish knowledge and can separate the bookish knowledge and actual real life working knowledge. For that reason I had to search for internship. I had searched for internship in different advertisement.  I attended interview in several organization.  At the time of interview I try to observe the environment of organization. When Gemcon confirmed me for internship I joined there. 
There are so many sectors in Gemcon group. Like Gemcon group, Gemcon city, Meena bazar, Gemcon limited, Charka steel limited, Meena herbal, ULAB, KSF, Gem jute ltd and many more. Versatile work activity is done within organization. So I join this organizations corporate office. I think working such type of organization can enhance my knowledge and experience that may helpful in future. 

The environment of Gemcon is very friendly. They welcomed me cordially. I joined in Gemcon as a HR intern. After joining in the organization the Assistant HR manager introduced me with the whole HR department. She told my responsibility and instruction of work. There were two HR Executive who give me task of internship. They were very supportive. I tried to learned the work of HR and also observe the duty and responsibility of HR.  I learned there different HR practices of Gemcon group. 

As it is first time in corporate office and also a learning period so the HR of GEMCON give me some general activities of HR. They also give me clear instructions of work. They provide me some responsibilities like:
1. Maintaining employees file. 
2. Updating file of employees 
3. Fill up form in software 
4. Interview calling 
5. Documentation
6. Working on Performance appraisal like, Employee assessment, talent assessment 
7. Making manpower report 
8. Label or entry Employees information, manual attendance, leave, termination 
I learned so many things in Gemcon. My learnings during internship are
· I learned how Gemcon recruit their employees. How they assess resume, call employees for interview and chose for their organization 
· Corporate etiquette and rules
· Access data of real life employees and the use of those data
· I learned how Gemcon do their performance appraisal. How they, Employee assessment, talent assessment, Employee development 
· I learned how the training programs arranged and after training how they get feedback from employees 
· I learned how to manage employees Data on Excel and fill up form of employees 


                              


                       Objective




 An objective is something that I plan to achieve. There is some objective to do the Internship. Internship serves multiple purposes like; It helps me to develop written communication skills. It serves as an archival record of the internship experience. It gives me an opportunity to reflect on the professional aspects of the internship experience and the skills that were learned.
            My Objective Of Internship 


                                     
     
The broad objective of my internship is to learn the HR practices of organization. The specific objective of internship are to-
·  Work alongside a professional in my chosen career area
· Observe the workplace and see if it matches expectations
·  Learn new skills and add it in my knowledge base while gaining confidence in my abilities at Gemcon
· Get opportunity to practice communication and teamwork skills at Gemcon
· Gain industry knowledge first hand from an organization and professionals
·  Identify my sense of responsibility
· Apply some of the ideas learned in BBA program and provide a bridge between BBA and the professional world
· Achieve a sense of accomplishment by contributing to an organization
· Meet new people and practice networking skills while establishing a network of professional contacts, mentors, and references
· Open door to the next steps of my career path
· Gain valuable experience and accomplishments to add in resume during internship
· Creates an advantage over other future job.
OBJECTIVE ACCORDING TO MY WORK AS AN HR INTERN





Some specific objective according to my work as an HR intern of are to-
· Learn how they apply equal employment opportunities and other government obligations in Gemcon
· HR of Gemcon shows me how to conduct job analysis to specify different requirements of jobs their organization.
· Identify personnel requirements that led the organization to achieve its objectives.
· Learn how to develop and implement a plan that meets personnel and job requirements.
· Learn how to recruit employees needed by the organization in order to achieve its objectives.
· Help them to select personnel in order to fill vacant positions within Gemcon.
· Observe how they provide orientation and training to the employees.
· HR Manager told me how they design and implement management and organizational development programs.
· Help them to implement performance appraisal systems to evaluate employee performance.
· Understand how they assist employees in developing career plans.
· Learn how to design and implement compensation systems for employees.
· Their behavior is very supportive to mediate the relationship between organizations and its units.
· Learn how HR Executive designs systems for discipline and grievance handling.
· Observe employee communication systems and it develop by the cooperation of employees.
· Observed there how they develop employee health and safety programs. They make some rules for it like; fire safety within organization.



                          CHAPTER TWO
                     GEMCON GROUP





The journey of Gemcon group started with construction and engineering. Now a days, the group has expanded its businesses in multifarious sectors. From seafood to retail, organics to education, jute to tea, sports to media- Gemcon has its successful presence in everywhere. The people of Gemcon’s dedicated workforce and their complete support made all this possible over these years.

There are two strong principles. They are 
1. Do new things but do them properly, and 
2. Do the things that will benefit the country and the people.

According to first principle, Gemcon is the first local company to participate in a Hydro-Carbon Habitat study, bring SPC Poles technology in Bangladesh, start 100% organically produced tea in a flat grounded tea garden and offer Liberal Arts education at university level.
According to second principle, they have started versatile business projects that created new employment opportunities for thousands of people. They established possibly the only large jute mill and tea garden in Panchagarh, the least developed and remote district of Bangladesh
 Gemcon continues to invest in this country and for its people, because they always believe in the future. 


                                    
History Of Gemcon

Gemcon is a versatile organization. Gemcon’s inception was in 1979 with the formation of Castle Construction. Its business interests span the fields of
· Engineering
· Tea and organics
· Education
· Retail
· Sea food
· Jute
· Media and sports
 Gemcon is powered by a professional management team and a skilled workforce of about 5000 people.
The Group has always entered into ventures that contribute to national development through job creation, and by bringing innovation to specific fields. Gemcon’s vision for the future is also guided by this deep commitment towards corporate social responsibility, and by a desire to make all stakeholders a real partner in its growth.
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VISION 
The vision of Gemcon group is:
Defining standards in innovation and services.

MISSION
Gemcon group serves the needs of the consumers and business in growth segments profitably by providing:
· Quality products and services to our consumers
· A satisfactory working environment for our staff
· Fair, respectful and consistent working relationship to our suppliers and channel partners
· Profitable and responsible growth to our shareholders.
VALUES
· Integrity
 Gemcon group conduct all the activities and transaction with sense of deep accountability through being honest within and outside of the company.
· Team spirit
 Gemcon group united with their various sector and work together as a team to achieve their goals.
· Responsibility
 The people of Gemcon group have a great sense of responsibility for the growth of organization.
· Challenges
They always take challenges and risk for their establishment. That’s why they run lots of industries successfully.
· Skills and progress
Upgrading skill is an ongoing process of Gemcon to stay on the top of the organization.









             CHAPTER THREE
                   HRM OF GEMCON


EMPLOYEES SERVICE RULES BY HR
· All employees will always maintain honesty and truthfulness in all company affairs.
· Employees are required to devote their time and effort solely to the company’s activities during office hour.
· Business matters between Gemcon group and its clients are strictly confidential and should not be disclose.
· Shall not accept any honor, decoration, favor or gift from outside sources that is not compatible with the employee’s status.
· No staff members shall directly or indirectly enter into relationship with another business or individual when such relationship is in conflict with the company interest.

OFFICE HOUR
Attendance of employees is recorded.
Gemcon group runs office 5 days in a week. Friday and Saturday is holiday. Office time is from 9.00 am to 6.00 pm. With half an hour lunch break in between.
ID CARD EMPLOYEES
All employees are meant to collect their individual ID cards from the Human Resource Department.
It is mandatory to carry ID during office hours and specially when representing to a second source. 
PAY DAY
Monthly salary and allowance shall accrue from the commencement of the active service of an employee and shall generally become payable on the working day during the first week of each month.
DRESS CODE
Formal dress for Management staff during office days.
OFFICE ETHICS 
Following should be seriously taken and be followed by the each employee:
· Office facilities, stationaries to be used for official purpose
· Discussion to be made with fellow workers with low voice
· While celebrating any fun, festival, play. It should be made sure that this doesn’t harm the interest of any individual\group\organization.
· Any meeting and conference calls should never be missed. However this will not be applicable to people who are out of office for any reason.

HOLIDAY
Corporate office observe all the public holidays as declared by the Government of Bangladesh. All other units \companies of observe public holiday as per their condition

PERFORMANCE APPRAISAL
Performance appraisal of the employees will be carried out only once a year based on the performance throughout the year.

TRAINING
Gemcon Group provides both in-house and external training to the employees on the basis of need of the particular employees and nature of their job.

BENEFITS
· Festival bonus:  Only confirmed employees are entitled to get festival allowance in two major religious festivals ( 50% of monthly salary in each Festival)

· Provident fund: Both Employee’s and groups contribution will be 10% of the basic salary. Company contribution entitlement eligibility after 3 years.
· Income tax: 50% tax on income from company will be borne by the company and rest 50% will be deducted from employee’s monthly salary.
· Gratuity: Entitlement after 5 years of service from DOJ. Basic of last drawn salary for each year of service.  

· Group life insurance: All regular employees of the company will be member of ‘Group life insurance scheme’.

· Mobile/internet communication:  Bills must be within total yearly entitlement amount.

· Leave encashment:   Employees will be receiving financial compensation for annual leave up to maximum of 35 days in case of Resignation, Termination, Retirement and Death.

· Car:  Company provides a full time car and driver allowance from M5 grade and above.




Department Of Gemcon 
1. Human Resource Management department 
· Human Resource 
· Administration 
· Training and development 
2. Information technology 
3. Finance and accounts
4. Brand and communication
·      Brand & communication
·      Business Development 
·      E-commerce 
5. Operation
6. Supply chain
· Procurement 
· Logistics 
         7.Audit and internal control
         8.Legal
         9.Project 

[image: HR Org Chart]  Department Organogram Of Gemcon 



  HR FUNCTIONS OF GEMCON



The HR department of GEMCON handles a range of different functions within organization.
The HR functions of Gemcon are:
1. Recruitment 
2. Selection 
3. Training 
4. Performance appraisal 
5. Talent management 
6. Employee development 
7. Compensation 
                                               

1.Recruitment and selection process 
HR department of Gemcon give job circular of different department in different job portal like,BD jobs,Vacancy announcement. When candidates apply for job they assess their CV and call for interview. In interview they select people. Thus they complete their Recruitment and selection process .
2. Trainning
They arrange different training programs every month. Some training sessions are, Leadership training, Organization etiquette, communication, computer and so on. After training they assess the progress of employees. 
3. Performance appraisal 
For performance appraisal  they do KPI (KEY PERFORMANCE INDICATORS) and assess. They do it at the time of years last. By this they assess their effectiveness.
4. Talent manager and Employee development 
Gemcon assess their employees according to some criteria. Then they add assessment form with performance appraisal. They also give motivation to employees 
5. Compensation 
They follow compensation rules of Bangladesh and provide the increment. Ther are 6 month probationary period. After that they provide increment.









              CHAPTER FOURMy work in Gemcon


                                     
I work in corporate office of Gemcon Group as an HR Intern. There are so many responsibilities in HR department. Like, Recruitment, selection, Performance appraisal, manpower update, reporting on leave, attendance, managing insurance. Gratuity, provident fund, taking interview and so on. 
When I went in Gemcon, they instruct me how I should work and behave. By discussing with them they instruct me to with their HR team and learn the HR function that they maintain within organization. I had to perform different task of HR within Gemcon like,
· Recruitment 
· Attend Interview call and sending messages 
· Maintaining file and documents of employees 
· Manage data of employees, leave, attendance, performance, full and final settlement of employees, talent assessment and employee development file fulfill.






                  
                Work at Gemcon








         Discussion of work
1. FULL AND FINAL SETTLEMENT:
I maintain the file of full and final settlement of employees.  There I input data in a software where some information was given there. Like, Name, ID, designation, I input data of leaving, department, SBU and so many information I had to input. Actually Full and final is for those employees who leave the organization for some reason.
2. INTERVIEW CALL AND MESSAGES 

There I have to attend some interview calls and messages of the candidates. I informed them about:
· Interview time
· Interview date 
· Interview place
· Company address
· Where I got their CV
· Company name 
· Position of job
· Any query from candidates 
3. DOCUMENTATION 
I had to maintain some document of interview candidates within Gemcon, they are
· Their name
· Main copies of certificate along with the attested photocopies 
· Passport size color photographs 
· Medical details
· Family details 
· Reference details
· Nominee details 
4.PERFORMENCE APPRAISAL 
In Gemcon the assistant HR MANAGER  gave me a task of maintaining form of talent assessment and employee development related information. I collect all the information and organize according to their name , department, designation,  SBU. I input those data on two different software form of Talent assessment form and Employ development form. I input data of 200 employees who work in different departments within organization. After completing the entire task Executive HR and Assistant HR checked it and for the rest of the comment they send it to Chief Human Resource officer.
5. MANAGING FILES AND DATA
I maintain the file of different department of employees from lower to upper level and also management team.
I manage data of Executive, Senior executives, Asst manager, manager, admin, support staff, stuff. As they have so many sectors engineering, marketing, producer, security, I also maintain their files on regular basis.
I manage data of employees 
· Employees name
· Department 
· SBU
· Designation 
· Date of joining
· Attendance 
· Leave
· Salary 
· ID
· CV and certificate 
6.CANDIDATE ASSESSMENT 
I help HR Executive in candidate assessment. I collect all the data of employees, their joining, their performance, designation, weather they do anything wrong, their training, achievement. I observed that information and input it on employee assessment software. It helps HR for the purpose of assessing employees. 


7.REGULAR TASK
· I maintain the data of employees leave and attendance on a daily basis
· I organize the data of employees. photocopy and print out the important documents and send it to the assistant HR MANAGER 
· I manage manual leave, Employee attendance form. Level data and Filing information
· I attended in receiving interviewer and take information from them
· Receive important call and message, Email.
· Sometimes I work in HRIS software
· I also visited the Factory on Meena Sweets and learn how to deal with production worker, instruct them.






                 Chapter Five
             LEARNING FROM GEMCON



As I am a BBA student and it’s my first time to work in a corporate office so it’s a new experience for me. In BBA I learned bookish knowledge. But in Gemcon I got the opportunity to utilize my knowledge of BBA in real life. I utilize those opportunities and try to learn as much as I can. I discuss my learning below:
· Gemcon is one of the renowned organizations. So they are very conscious about their qualitiful work and performance. For that reason they are very alert to recruit the best candidates during the time of interview.  There I learned how they assess and screening the candidates. I had chosen the candidates according to requirements and call them. I learned their whole interview process. They are efficient in this sector
· In gemcon there is no nepotism. So there are higher possibilities to be selected without having any particular, reference or back up. As I am directly worked with recruitment team so o see it by me.
· In Gemcon I learned to work how organizational software use to manage the data of employees. I learned real use of employee data and the need of this used
· I work in the process of Performance appraisal that is needed to identify the situation of employees within organization. I learned how the Talent assessment and Employee development done to measure the performance of employees. It really helpful for employee development.
· There are so many training programs arranged in Gemcon every month. I learned how the training programs arranged. Like
1. Inform trainer about the training 
2. Inform candidates about the time, location, topic of training 
3. Food arrangements of training 
4. Room arrangements 
· I learned how to work in excel to manage data, label and entry employees information, Fill up candidate assessment form that are really helpful to identify a qualitiful employee. I also manage their leave, attendance related data and how they manage it and input it on software.





             CHAPTER SIX
     Application of theories to real life situations 



· HR Manager always deals with people. To understand people first they should understand the psychology of people, what kind of person they are. For that reason, they should hire psychologist for recruit the perfect candidate for job.
· They should hire more internal trainer for their organization. In my training and development course I studied if a group of people of organization get training from external trainer, they also can train other employees in the organization. By this organization can minimize cost of training and utilize their manpower for Gemcon.
· In the course of Change management, I studied, if any change occurs in organization, the organization should inform before implementing the change. They also should take feedback of the employee after the change implementation. Like, there are some people who are resistance to change. Senior employees always try to avoid change. For example: Uses of new technology in organization. Senior employees are not flexible in using software, laptop. They are used to working in manual process. For that reason before implementing anything new in organization, Gemcon should identify the feedback from their people, before implementing any change. 
1. Gemcon should collect the feedback from employees 
2. If the feedback is negative gemcon should identify the reason and try to solve it
3. If the change is just needed for Gemcon, they should inform the necessity of change. If any training needed, Gemcon should give provide training to implement the change.
· In my Training and development course I studied about training assessment of employees. I only study theory but in real life I with the process of training assessment in Gemcon. I input information of employees to assess their performance. Also I work with the process of employee development that I studied in course. I learned how the CHRO and Supervisor of Gemcon identify employee development plan, identify one or two targeted competencies that will enhance current job effectiveness or provide growth opportunities. They suggested how the employee can advance this area, including training and non training activities. In talent knows Gemcon identify KPI. They include some factors like, Learning agility, Emotional intelligence, Determination and Perseverance, strategic that things I didn’t learn in book, but I knew in Gemcon
· In the course of Performance appraisal I studied, Candidates should assess properly. In Gemcon, I managed candidates File, entry information. In this assessment process, GEMCON try to identify candidates competencies, leading developing and managing people, managing resources, planning and organizing, problem solving and decision making, pursuing professional experience and excellence, strength, development needs and so on. In book, I didn’t know about all of this information. But in Gemcon I learned about it briefly.
· In BBA I learned about 360 degree feedback.
360 degree feedback or assessment is a feedback or assessment is a feedback system where an employee received feedback from all the people around him related to organization. It is essential for Gemcon, I think so, to evaluate the performance of its employees. By this if an employee is under performing, they must be warned and if they doing well they must be rewarded. I think a renowned organization like Gemcon should follow this.
· In my industrial and labor law course, I learned about attrition process of organization. In Gemcon, I work managing voluntary and involuntary termination, deaths, employ retirement that result of reduction. I manage the file of employees in this sector. In real life I didn’t learn so clearly but when I implement my knowledge in work, I learned a lot.
· I studied in the course of Training and development that after providing training, taking feedback is necessary. In Gemcon I see how they take feedback on training. They gather feedback in training assessment form and then identify the progress of employees training.
               CHAPTER SEVEN
                               Observation

· There is no Nepotism in selection and recruitment process of Gemcon
· The working environment of Gemcon is very friendly. There is no politics within GEMCON
· There are so many training event occurs in Gemcon. They also do Training assessment that is very helpful.
· For identify employees performance they some process like Talent assessment, Employee development
· They maintain some file of insurance, requisition, Full and final settlement, employees settlement, employee welfare and so on
· They update their Manpower file on regular basis.
· The recruitment and selection process of Gemcon is very                                       transparent and they are very alert in Selection of employees. So that they can choose the best candidates according to their requirements

                  Findings


                                
· Recruitment of Gemcon is done centrally by the Human resources department of Gemcon
· Both written and VIVA Test occurred at the time of selection process 
· Job confirmation process is done in Gemcon with formal review.
· There is no discrepancy between Male and female 
· Employees are promoted based on performance appraisal and talent assessment 
· They follow the process of Employee development
· They focus on Employees development. like they arranged so many training every month.
· They update their HR rules in a continuous process 
· Gemcon try to maintain a positive work environment. For that reason they arrange programs, party, Picnic. That is helpful for maintaining a good relationship. 


          Recommendation



                    

Gemcon is a very efficient and modernized organization. They use good technology and efficient people. But there are some suggestions from me  
· They should update their organizational software that is helpful to work. 
Some software need long time to access that consume time. So some software needs to change or update
· I observe they used to gather some info in manual form. It may be disappear accidentally. So they should manage those file on computer/laptop
· Their recruitment and selection process is very lengthy. They can make it short by using “Online job portal". By this that process will become fast and easy.
· Gemcon group Ltd should use “Validation study “before appointing an employee finally. Validation study may include the procedure of reviewing the total recruitment and selection process. It can give a clear and error free result.
· The employee of Gemcon work hard and efficiently. So I think they should increase the salary of employee.
· HR Department should communicate with the failed candidate. They can inform them. So that they don’t feel demotivated. They can appreciate those failure candidates and tell them in future if any opportunity offer come, they will communicate with them.
· Now-a-days all the work of organization become technology based. There are so many HR software use in organization. Like HRIS, HRMS, HCM, ATS, PAYROLL SOFTWARE.
· They should follow Succession planning for their organization.









                              CHAPTER EIGHT
          Conclusion 




At the time of studying BBA in United International University I learned about the different functions of HR, Theories of HR, different terms and techniques. Also learned HR responsibilities are huge and it’s tough to maintain but I didn’t know how this things work in real life.
After attending few interviews I got opportunity of doing internship in Gemcon group (Corporate office). Internship in Gemcon group has helped me a lot to distinguish between the bookish knowledge and the real life situations of corporate office. When I was working in Gemcon,I realized it’s so important to maintain a corporate attitude towards organization, that I didn’t have to maintain earlier. I have to deal with peoples individually. I learned which behavior is appropriate to work in organization that is very helpful for my future. I also learned corporate rules, regulations and dealings with people according to their position. I learned how to take responsibilities and implementing the command of my supervisor. I’m lucky to have a good supervision in Gemcon. They not only give me the lesson of work but also give me the knowledge of organizational etiquette. This internship helped me to identify the reality and surroundings of things that happened in corporate life. It takes some time to adjust in a new environment. I face some obstacles but I managed all of these things by my maturity and knowledge. I had the opportunity to learn and implement some important aspects and experiences during this period.
The working environment of Gemcon is good for woman. They get equal opportunity like man. So I don’t feel any discrimination at the time of internship. I got the opportunity to work with the whole HR team of Gemcon and observing task and their implementation. According to me, Practical knowledge is more important. In Gemcon I learned how HR functions like recruitment, selection, performance appraisal, talent management, Employee development, compensation. In Gemcon I found some facts that they follow to work in organization. Like,
Gemcon always try to recruit the best candidates at the time of     interview, They provide proper training to enhance capabilities, To identify employees growth they try to assess some process like, talent assessment, employee development, they are very conscious about the safety and security of employees, they update their data on regular basis. I’m very lucky to work in such a big organization, like, Gemcon. I need to express gratitude to my University to give me proper knowledge of HR that helped me to complete my internship. It helped me to gathering profitable knowledge and information.
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