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Here is my internship report on “Union Capital Ltd”. I am submitting thisreport as the part of my internship in Union Capital Ltd.While preparing this report, I tried my level best to follow your guidelines and also took help and suggestions from my organizational supervisor Mohammad Salah Uddin Pallab, Manager (HR & Admin). The entire report is based on my practical experience in the Union Capital Ltd. Corporate Head Office in the HR department. I have tried my level best to include almost everything what I have learned during the internship program at Union Capital Ltd. I shall be highly encouraged and obliged if you would be kind enough to receive this report. If you have any further query concerning any additional information I would be very pleased to let you know.

Thanking you.
Sincerely yours,
_____________
Shatabdi Margaret Botlero
ID-111-141-390
BBA Program, School of Business and Economics
United International University
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EXECUTIVE SUMMARY
As I have mentioned earlier that this is an Internship report, which is a partial requirement of graduation program. I am Preparing report on Recruitment and selection of employee in the Union Capital Limited.. Human Resource department are the core part of each and every company to get a competitive man power and advantage from the competitors. There are many functions are followed globally to manage their employees. This report is about a little brief about Recruitment and Selection Process followed by Union Capital Ltd. and how their process is improving their efficiency in the market and what are the procedure follow to recruit the right talent. I have also tried to identify their recruitment and selection process. Their HR directors and other departmental heads handle the recruitment and selection process.I think their HR department are good structured, having proper job specification and description. They only took those candidates who have a good knowledge of HR and perfect for that particular position. This complete analysis is based on my journey as an intern of Human Resource Department in Union Capital Ltd.
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Chapter One: Introduction

1.0 Introduction
Internship is an integral part of the BBA degree to have a practical working experience. It is an effective component to apply the academic knowledge and soft knowledge in a real working environment. It also gives the fresh graduates a little experience so that they do not run errands when they work in an office permanently. I, as an about to be graduate, was fortunate to work at Union Capital Ltd. in the HR department which is my area of concentration. Union Capital Limited is a Non-Banking Financial Institution. This internship gave me an immense opening to get an in-depth idea about the Non-Banking Financial Institution. My organizational supervisor was Mr.Mohammad Salah Uddin Pallab Manager of HR & Admin. I was mainly integrated to Recruitment Division of the company where I got to know how to arrange an interview session. I would be keeping the records of the interview, co-ordinate interview programs and analyse the feedback reports. 
[bookmark: _1fob9te]I also got a chance to work with the salary and payroll and training divisions as well. This type of cross functional works has developed my skills and made me more efficient. This internship has also taught me how to manage multiple works and influenced my career goals.
1.1 Origin of the report
The first objective of the report is to fulfil the partial requirement of the BBA and my internship program. Secondly, to give an overview of Union Capital Limited in general based on my work experience. This is the host organization for the three month’s internship program which began on 15th November 2018 to 14th February 2019. The origins of the report are:
· To analyse recruitment and selection process of Union Capital Limited.
· To understand the various Human resource planning process, Training and Development HR policy , code of conduct of Union Capital Limited.
· To make recommendation to eliminate the problems faced by Union Capital Limited on it’s over all activities
[bookmark: _3znysh7]


1.2 Statement of the problem
HR practice is backbone for a organization, Without a good HR practice a organization could not become a good company in the market. A good HR practice could bring a healthy environment in a company, and the employee of the company would positively express their affection towards the company. So a good HR policy could be one of strategy for becoming top in the market.
[bookmark: _2et92p0]1.3 Objectives of the report
The main objective of the report is comparative analysis and to examine some data and trend on recruitment and selection process that are using Union Capital Limited. This report will reveal how Union Capital limited focusing on recruiting & selecting fresh employee. This objective comprises three main goals:
· To highlight organization Recruiting & Selecting process.
· Provide Company overview
· To provide market overview and analysis that is why I tried to find out the turnover situation and actual growth in this organization. I also tried to know the organization’s HR code of conduct, their future plan and the rules and regulations of this organization. Knowing about this organization HR management motivation technique were also an objective in this report.
[bookmark: _tyjcwt]1.4 Scope of the study
The scope of this report is confined to recruitment & selection process of Union Capital Limited. It should only cover how the company manages human resource management.
[bookmark: _3dy6vkm]1.5 Limitations of the study
There were some obstacles, which were hard to meet up with. The limitations are:
· Lack of adequate information due to confidentiality.
· Lack of documented and concrete secondary materials.
· Busy working environment.  
· Lack of time.
· Lack of records & support.


1.6 Methodology
By doing research we can find out the solution of any problems. So research is an important element. It is necessary for a recording, an investigation and an analysis of evidence for gaining any important knowledge. By doing this research I faces so many problems rather I will try my best to collect both primary and secondary sources of information so that I can done my report perfectly and want to make my report more presentable with as less retraction as possible. The subsequent study explains the comparisons of Human Resource Management practices in Union Capital Ltd.
1.7 Types of research
This report was prepared based on Recruitment and Selection Process of Union Capital Ltd. I have followed two kinds of methodology for the arrangement of the report. I have collected information in two ways. Thereby, this study is dealt with qualitative data while analyzing the sampled questionnaire. Interpretation of qualitative data and it is relevant in this report’s aspect.
1.8 Data collection
Data will be collected through face to face interview with the key personnel of Human Resource department from this company. Interviews helped to obtain-depth information and helped the interviewee to share their thoughts and views in detail. A slight drawback was faced when certain executives were reluctant to disclose some specific information due to their confidentiality, for which some important details were missed out.
1.8.1Primary Sources
Direct interview though a questionnaire. The questionnaire combined of close ended as well as open ended questions. In close ended questions dichotomous, some dimensions, checklist questions and multiple choice questions are used. I have collected this data with the help of a manager of HR, talk directly with the overall employees of Union Capital Ltd.





1.8.2Secondary Sources
Secondary data is the data that is copied or exported from another source which can be either primary or secondary. They are secondary in nature and are in shape of finished product. Secondary data was collected so as to have accurate results. Required data was collected from various books, magazines, journals and internet. I visited the institution’s website to know about organization. I have collected some basic information from the website and analyzed the information.

1.9 Sources of data
To satisfy the first specific objective of this study – identifying the Recruitment & Selection process of Union Capital Limited, existing Human Resource management practices of this company have been analyzed. Face to face interviews with the key personnel of Human Resource department from this company have been conducted.
1.9.1Population
An element is the object about which or from which the information is desired. The element of target population of the research study will be all the employee of Union Capital Ltd.
1.9.2Sample
A judgment sampling was used in order to collecting- depth information to achieve the objective of the study. A questionnaire consists of different dimensions of Human Resource Management practices was developed to collect the data from the company.  Face to face semi-structured interviews were conducted with the key personnel of Human Resource department from this company. Interviews are conducted with Manager of HR, Head of HR, and HR executive.Therefore, the total sample size consists of four top level personnel of HR Department and two entry level employees of HR Department of Union Capital Ltd. 
1.9.3Data Analysis and presentation
The study used face to face in depth interview research on Recruitment & Selection process of Union Capital Ltd. Face to face in depth interview research design is the most appropriate for two reasons. The first is that it is a cross-sectional research study where the data was collected at a particular point in time. In addition, the second reason is that it is purposed to measure the perception of the existing Human Resource Management which are practiced at the workplace. The interviewees would be asked to share the existing human resource management practices that have been practiced by Union Capital Ltd.
1.10 Data Editing
[bookmark: _1t3h5sf]After conducting the interviews of key personnel of Human Resource department from this company, those data   were   checked   for   any   incompleteness and for in consistencies. They were also edited in order to eliminate errors which are important in ensuring that minimum data quality standards are met. This includes an initial screening to determine the legibility, and completeness of the responses. Where the responses are illegible, there search needs to approach the respondent again to clarify the areas that were not clear   or alternatively    eliminate   the   whole   response   altogether.   In   this   case, the questionnaires were subjected to the processes and the few incomplete responses were rectified and edited.
1.11 Abbreviations
· HRIS (Human Recourse Information system)
· KPI (Key Performances Indicator)
· CM (Change Management)
· TNA (Training Need Assessment)
· RS (Reward System)

[bookmark: _4d34og8]





Chapter Two: Literature Review

2.0 Company Overview
Background: Union Capital Limited is a financial services group which is operating in Bangladesh. This company has two principal subsidiaries Unicap Securities and Unicap Investments Limited. Unicap Securities & Unicap Investments Limited both are providing capital market services. UCL is a non-banking financial institution that provides comprehensive financial services. Their ordinary shares are traded on both the Dhaka and Chittagong Stock Exchange Since 2007.Union Capital Ltd. and its subsidiaries both are forming a one of the largest financial groups, which began its activities more than 19 years ago. Union Capital Limited which was established in 1988 in Hong Kong. They are involved themselves in a wide variety of financial and non-banking activities in Bangladesh. Union Capital Limited operating their activities in 8 branches which are located in Dhaka, Chittagong, Sylhet, Gazipur, Bogra and Narsingdi along with their two Subsidiaries. Their main focus is to provide their customers with extensive financial solutions, high-level professional services and a wide variety of products adapted to each customer’s needs. In order to fulfil their strategy, they operate their customers through different business loans, with each business line providing financial services to a particular customer segment. They provide different services like: their corporate financial services including leasing and term finance to SMEs and large enterprises of different sectors, capital market services include issue management, share trading and portfolio management through its subsidiaries and Retail Customer Services include deposit schemes and personal lending. This company is a publicly traded company which is listed on both Dhaka and Chittagong Stock Exchange .Union Capital Limited gives more emphasize on business with strong management and a clearly defined business plan which creates value and delivers shareholder return from core operating business. This non-banking financial institution is a diversified company which creates value and delivers shareholder returns from core operating business. Their main Focus, Core competency and competitive advantage is driven by their team’s depth of knowledge, experience and hands-on expertise.
.

2.1 Mission 
To be the best run, customer-focused and integrated financial institution with a unique and inclusive employee culture.
2.2 Vision
To became a leading and sustainable financial institution providing integrated financial services that reflects its principal and values by aligning with our mission giving special focus on enhancing value for all stakeholders through excellence in performance and good governance.
2.3 Goals
Union Capital Limited’s main focus is company’s business concept but they also set a financial goal which established company’s growth, profitability and return. They want to achieve these goals so that they can create the necessary scope for their organization’s development and increased value for their important shareholders by giving annual dividend and boosting the value of the company.



2.4 Products and Services
As a full service financial institution, UCL Group offers tailored products and services to meet appropriate and diverse needs of our customers, which include:
2.4.1 Financing & Investment Products
· Lease Finance
· Term Finance
· SME Finance
· Project Finance
· Corporate Finance
· Car Finance
· Bridge Finance
· Apartment Finance
· Student Finance
· Professional Finance
· Real Estate & Venture Capital
· Women & New Entrepreneur Finance
· Construction & Renovation Finance
2.4.2 Capital Market Services
· Underwriting
· Margin Loan
· Share Trading
· Fund Raising
· Equity Investment
· IPO Management
· Portfolio Management
· Pre-IPO Placement
· Investment Management
· Corporate Advisory Services
2.4.3 Deposit Products
· Fixed Term Deposit
· Education Deposit 
· Home Planning Deposit
· Double &Triple Money Deposit
· Monthly Income Deposit
· Widow/ Senior Citizen Deposit
· Marriage Deposit
· Profit First Deposit
· Millionaire Plus
· Periodic Income Deposit





2.5 Human Resource Management:
[bookmark: _2s8eyo1](HRM) main focus is to how to manage the people within an organization. Mainly it is the practicing of hiring, recruiting and managing the organization’s employee. Every HR manager has some responsibility towards their organization but their main responsibilities are: staffing, employee compensation and benefits, and defining or designing work. Especially their main purpose is how to maximize the productivity of an organization by optimizing the effectiveness of its employees. (Armstrong, Michael. A Handbook of Human Resource Management Practice.Kogan Page Limited, 1999.)
2.6 Standards OF HUMAN RESOURCE MANAGEMENT 
Business experts take note of that cutting edge human asset administration is guided by a few abrogating standards. Maybe the foremost rule is a basic acknowledgment that HR are the most vital resources of an association; a business can't be fruitful without adequately dealing with this asset. Another essential guideline, verbalized by Michael Armstrong in his book A Handbook of Human Resource Management, is that business achievement "is well on the way to be accomplished if the work force strategies and methods of the undertaking are firmly connected with, and make a noteworthy commitment to, the accomplishment of corporate destinations and key designs. (Mathis, Robert L., and John H. Jackson.Human Resource Management.Thomson South-Western, 2005.)
2.7 POSITION AND STRUCTURE OF HUMAN RESOURCE MANAGEMENT: 
Human asset office duties can be subdivided into three zones: individual, authoritative, and profession. Singular administration involves helping workers distinguish their qualities and shortcomings; remedy their inadequacies; and make their best commitment to the venture. These obligations are brought out through an assortment of exercises, for example, execution audits, preparing, and testing. (Johnston, John. "Time to Rebuild Human Resources."Business Quarterly.Winter 1996.)
2.8 HUMAN RESOURCE MANAGEMENT-KEY RESPONSIBILITIES 
Human Resource Management is worried about the improvement of their employees and the association in which they work. Their main and important goal is to secure and building up the abilities of people labourer, yet in addition they also want to improve correlation and collaboration between those individual specialists with a specific end goal to support hierarchical progress. 
The important elements which are related with human asset administration include: work research and staffing, organization and use of work power, estimation and examination of work, usage of reward for representatives, efficient progress of labourers, and upkeep of work drive. (Gubman, Edward L. "The Gauntlet is Down." Journal of Business Strategy. November-December 1996) 
2.9 Job Analysis:
Comprise of deciding regularly with the assistance of other organization nature and obligations of different business positions. This can include assurance of the aptitudes and encounters important to satisfactorily perform in a position, recognizable proof of occupation and industry patterns, and expectation of future work levels and ability prerequisites. "Occupation investigation is the foundation of HRM hone since it gives legitimate data about employments that is utilized to enlist and advance individuals, build up compensation, decide preparing requirements, and settle on other critical HRM choices," expressed Thomas S. Bateman and Carl P. Zeithaml in Management: Function and Strategy. Staffing, in the interim, is the genuine procedure of dealing with the stream of faculty into, inside (through exchanges and advancements), and out of an association. Once the enlisting some portion of the staffing procedure has been finished, choice is expert through employment postings, interviews, reference checks, testing, and different apparatuses. The procedure of employment investigation includes the investigator portraying the obligations of the occupant, at that point the nature and states of work, lastly some essential capabilities. After this, the activity investigator has finished a frame called a vocation psychograph, which shows the psychological prerequisites of the activity. The measure of a sound occupation examination is a substantial undertaking list. This rundown contains the useful or obligation zones of a position, the related errands, and the essential preparing suggestions. Topic specialists (occupants) and chiefs for the position being broke down need to approve this last rundown with a specific end goal to approve the activity examination. 
Occupation investigation is urgent for to begin with, helping people build up their vocations, and furthermore to help associations build up their workers keeping in mind the end goal to augment ability. The results of employment investigation are entering impacts in planning getting the hang of, creating execution intercessions, and enhancing forms. The use of employment investigation methods makes the verifiable presumption that data about an occupation as it by and by exists might be utilized to create projects to enlist, select, prepare, and evaluate individuals for the activity as it will exist later on. (Wilson, M. (2007). A background marked by work investigation. In L. Koppes, Historical points of view in mechanical and authoritative brain research. Mahwah, NJ: Lawrence Erlbaum Associates)  
2.10 Recruitment and Selection 
Recruitment is a centre capacity of human asset administration. It is the initial step of arrangement. Enlistment alludes to the general procedure of drawing in, short posting, choosing and selecting reasonable possibility for occupations (either perpetual or brief) inside an association. Enlistment can likewise allude to forms associated with picking people for unpaid positions, for example, wilful parts or unpaid student parts. Chiefs, human asset generalists and enrolment masters might be entrusted with completing enlistment, however now and again open segment work offices, business enrolment offices, or authority seek consultancies are utilized to attempt parts of the procedure. Web based innovations to help all parts of enlistment have progressed toward becoming wide spread. According to (Syamala Devi Bhoganadam, Dr.DasarajuSrinivasaRao, and October 2014) among all other HR capacities enrolment is the prime capacity where representatives are passage into the associations. It’s a difficult task to find the right people for right task. 
Many other researchers say recruitment should be ethical to the organization in order to sustain in the competitive market. There are many other sources for traditional recruitment is by employee referrals, transfers and promotions, walk-in and by the advertisements.  (https://en.wikipedia.org/wiki/Recruitment).







                                       Chapter Three: Recruitment & Selection
[bookmark: _17dp8vu]
3.0 Job Responsibilities
At the time my internship though I wanted to gather knowledge about each and every activity of the company but at the same time they assigned me some duties so that I can have some practical knowledge, which I found very interesting and challenging. Some of the job responsibilities are described below:
3.0.1 Employee Assessment: As employee turnover is one of the vital problems of every company that’s why company needs to higher employee daily. Those who are chosen for assessment they have to give their details information in the HR department. Then their information about previous experience, education qualification, and addresses & other important information is being written in the assessment book and sends for the physical interview.
3.0.2 Posting Information: Those who passed in the physical interview their detail information need to post in the official EMS (employee management software) software where all the information of the worker is store for the future requirement.
 When any Employees need leave they have to post in the company software so that in case of emergency this can be checked.
3.1 Employee Recruitment policy
3.1.1Motto
· Equal opportunity of employment.
· No discrimination in gender, sex, religion & colour.
· Right candidate for the right job.
· Fair judgment for all employees.
· Respect for individuals.

     3.1.2 Recruitment Policies
· First of all, we determine the employee requirement as per process & machines.
· After preparing employee requirement they go for advertisement in daily newspaper, and through online like face book, their official pages, Posters, Personal Contact, CV bank, Bdjobs.com and so on.
3.2 Recruitment philosophy of Union Capital Limited
Union Capital Limited want to promote from within the organizations, but when their need arise, they also want to hire from outside for vacancies at all levels.  They always want to hire employee for a longer period of time. UCL want to attract and select those applicants who will move through the organizational hierarchy to the higher level positions in the future. They have developed a corporate culture which is more attractive for the new employee. They don’t treat their employees only as an employee but their family members also because together they form a family and all employees are the members of the family.
3.2.1 Types of Recruitment: Union Capital Ltd. practices two types of recruitment
  Yearly recruitment: this is done each year, according to the HR plan.
  Need-based recruitments: this is done when there is a sudden vacancy and based on their need.
3.2.2 Mode of Employment: Union Capital Ltd. has three types of employment to meet the highest order of the satisfaction level of its clientele. These are:  
1. Full Time
 2. HR Contractual
 3. Internship Programs (IP)
      

3.2.3 Recruitment Process
· Do not recruit any employee who is less than 18 years old.
· Do not recruit employee any force labour r& prison labour.
· Procure applications from the suitable candidates.
· Separate the application’s as per Criteria.
· Finalize the suitable candidate.

They also provide Opportunity for internship. Recruitment process starts from Job Requisition. Then the next step is Job Ad preparation followed by Advertisement. Then comes CV sourcing and CV Screening. After that written Exam is being taken from the shortlisted candidates. Those who are qualifies in the written exam, they have to give a preliminary interview. Then they go for final interview. But this process is not applicable for intern. They have to give only oral interview.
3.2.4 Interview Process:
· Candidate have to face an oral interview to the responsible department head
· In the written test candidates have to face question about relevant background.
· Those who pass in the written test are asked for employment interview where candidate negotiate about compensation/salary.
· Employees also have to give medical test.
· After final selection we issue appointment letter to select candidates mentioning all terms &condition of his/her employment.









3.3 Definition of Selection
 Most of the organization doesn’t use this elaborate screening device; they select candidates through a selection process. The selection process is a sequence of specific steps used to decide which candidates should be hired for the organization for the right position. This process starts when candidates apply for the job and ends with the hiring decision. Recruiting & selection are associated with each other and sometimes called the employment function in many organization & HR departments. When it is a large HR department, the employment function is the responsibility of the employment manager but in case of a smaller department, the HR manager handles the duty. Sometimes department’s existence depends on employment. The selection process is the key function for the HR and sometimes it is most difficult tasks for HRD.
3.4 Selection Process of Union Capital Ltd
The selection process of Union capital Ltd. is not different from what is practiced in more organizations. It starts with initial screening of CVs, goes on to written tests and a Preliminary interview then a final interview before selecting the person.

3.4.1 Initial Screening
 In the initial screening they choose from the CV’s that fulfil their requirements. When company announce a vacancy and collect CVs from the different sources, they start the initial screening process. Then they sort the CV through the online system for those who has the actual qualifications (Degree, age, experience & other required skills) for their require post. Then they called those candidates for the written test.
3.4.2 Written Employment Test
 In this company when their initial screening is finished, their next step is the written employment test. In Union Capital Limited this type of test is applicable for all entry level positions. By doing this test HRD want to assess the employee’s ability and their capability. HRD is taken the written test so that they can check the candidate’s subject knowledge, sometimes their general knowledge, IQ and also check their written & speaking communication skill.  In Union Capital Ltd. HRD always prepares the question papers for the written exam, takes the written test, checks out the answer sheets and sends the number-sheet to the higher management. Then the higher management decides which applicants should appropriate or capable to call for the interview.
3.4.3 Work Sample Test
For the post of Trainee Officer (IT) they use their tests to assess actual performer from the job candidate. Work sample tests require the applicant to perform tasks that are actually a part of the work required on the job. The tests are carefully conducted by the IT Division to include the major job functions. 
3.4.4 Interview for entry level positions
After finishing the work sample test a comprehensive interview is conducted by a dashboard including the Managing Director, Head of other Departments, CEO and The Head of Human Resources & Admin Department. This interview is always unstructured and they give the grades to each candidates based on their motivational level, communication skill, confidence, educational skill & how they handle difficulties etc. When the interview is finished, the total marks of the written test and the interview are added. Those who pass the written test, the work sample test and the interview (if any) are considered for final appointment. From those candidates, specific number of employees are taken by HRD and given the final appointment.  
3.4.5 Salary Negotiation
 For the entry level positions, the salary is fixed. For other positions, the Head of HRD negotiates the salary with the suitable candidate whenever necessary. The negotiation for suitable position also takes place during this phase. 
3.4.6 Job Offer
In this company the Head of HR & Admin offers the job to those candidates who get the final approval.  Only the Managing Director of the Union Capital Limited can sign the appointment letter for the other post of the organization. In this appointment letter other departmental head’s sign is also needed. In UCL the Chairman of the Board of Directors is the only authority who can sign appointment letter for the post of Managing Director. 
3.4.7Background Investigation
Background investigation is an important task for the employer. This type of investigation is applicable for the experienced candidates. By doing this investigation the employer want to make sure whether the information given by the candidate is true or not. They did this investigation so that they could know details about the candidate’s interpersonal skills, performance, characteristics, and so no. The final step is the physical examination part to make sure whether the candidate can cope with the work and pressure that he or she may have to undertake. 
3.4.8 Pre-Joining Documentation
The following documents are obtained from the candidate before his joining. Officers of Human Resource Division are responsible for the following documents: 
·  Medical Report from the Designated Hospital. 
·  Verification of all academic and other certificates. 
·  Copy of Last Education and Professional certificates.
· 4 copies of passport size photographs.
· One photocopy of NID

3.4.9 Provision Period 
Those employees who do not have any previous experience have to serve a probation period for at least one year & who have experience have to serve 6 months’ probation period before getting confirmation as a full time employee. After completion of probation period employee get their confirmation letter. Sometimes the selected employees have to submit a bond that he/she will not leave the organization before certain years of service. 
 3.4.10 Intern Recruitment
Now-a-days most of the organization gives intern opportunity to the fresher’s so that they can gather experience for their future career life. So Union Capital Limited also gives this offers for those students who are about to get graduate. They give this opportunity so that fresher can involve with their corporate environment and their work life. This company try to hire almost 20 students as interns in every four month from different universities so that they can learn and gather experience from the company. HRD will prepare the intern recruitment proposal and take the consent from the higher authority and place the internee accordingly. If any student performs well during his or her internship in their organization, UCL recruit that student as their permanent employee. 










Chapter Four: Data analysis

4.0 Frequency Distribution
Table 4.1: Gender of the respondents
	Gender
	Frequency
	Percent

	Male
	40
	80

	Female
	10
	20

	Total
	50
	100.0



Among the employees of sample division of Union Capital Limited, 80% are Male and 20% are Female.




Table 4.2: Division of the Respondents
	Division
	Frequency
	Percent

	Human Resource Department
	5
	10

	Credit Administration Department
	10
	20

	SME
	15
	30

	Legal
	4
	8

	Treasury
	16
	32

	Total
	50
	100





Among the employees of sample divisions 10% are in Human Resource Department, 20% are in Credit Administration Department, 30% are in SME, 8% are in Legal dept. And 32% are in Treasury dept.  
Table 4.3: Your Organization places the right person in the right job
Your organization places the right person in the right job.

According to the table, 100% respondents said that, they are “Strongly Agree” about this statement. Here nobody “Disagree or Neutral “with this Statement.
Table 4.4: Selection of a candidate in our organization is strictly based on his/her merit.
 Selection of a candidate in our organization is strictly based on his/her merit

According to the table, 100% respondents said that, they are “Strongly Agree” about this statement. None of them are “Disagree or Neutral” with this statement.
Table 4.5: Your organization makes all payments due to us in time.
 Your organization makes all payments due to us in time.

According to the table, 100% respondents said that, they are “Strongly Agree” about this statement. None of them are “Disagree or Neutral” with this statement.

Table 4.6:Performance appraisal in our organization aims at improving employee performance and strengthening our job skills.
 Performance appraisal in our organization aims at improving employee performance and strengthening our job skills.

According to the table, 0% respondents said that, they are “Strongly Disagree” about this statement. Another 0% respondents have “Disagree” with this statement. And 0% respondents have “Neutral” with this statement.20% respondents said that “Agree” and 80% respondents are said “Strongly Agree” with this statement.
Table 4.7:We do not work under the threat of losing our jobs.
We do not work under the threat of losing our jobs.


According to the table,0% respondents said that, they are “Strongly Disagree” about this statement. Another 0% respondents have “Disagree “With this statement.And another 26% respondents have “Neutral” With this statement.12% respondents said that “Agree” and 62% respondents are said “Strongly Agree” with this statement.






Table 4.8:Is the organization doing timeliness planning and audit for HR requirements?
Is the organization doing timeliness planning and audit for HR requirements?

According to the table, 0% respondents said that, they are “strongly Disagree” about this statement. Another 0% respondents have “Disagree” with this statement.22% respondents said that “Neutral”, another 16% respondents said that “Agree” and 62% respondents are said “Strongly Agree” with this statement.
Table 4.9:Does HR provide an adequate pool of employees after HR planning process?
Does HR provide an adequate pool of employees after HR planning process?


According to the table, 0% respondents said that, they are “strongly Disagree” about this statement. Another 0% respondents have “Disagree” with this statement.12% respondents said that “Neutral”, another 32% respondents said that “Agree” and 56% respondents are said “Strongly Agree” with this statement.
Table 4.10:Do you think company is doing HR planning according to the skills, knowledge and education of existing employees?
Do you think company is doing HR planning according to the skills, knowledge and education of existing employees?

According to the table,0% respondents said that, they are “Strongly Disagree” about this statement. Another 0% respondents have “Disagree “With this statement. And another 0% respondents have “Neutral” With this statement.10% respondents said that “Agree” and 90% respondents are said “Strongly Agree” with this statement.
Table 4.11:Do you think HR Audit and planning in the organization helps to analyze effective utilization of human resources?
Do you think HR Audit and planning in the organization helps to analyze effective utilization of human resources?

According to the table,0% respondents said that, they are “Strongly Disagree” about this statement. Another 0% respondents have “Disagree “With this statement. And another 0% respondents have “Neutral” With this statement.30% respondents said that “Agree” and 70% respondents are said “Strongly Agree” with this statement.






Table 4.12: Does the company consider Leaves and overtime of the employees in HR audit process?
Does the company consider Leaves and overtime of the employees in HR audit process?



According to the table,0% respondents said that, they are “Strongly Disagree” about this statement. Another 0% respondents have “Disagree “With this statement. And another 10% respondents have “Neutral” With this statement.32% respondents said that “Agree” and 58% respondents are said “Strongly Agree” with this statement.







Table 4.13:How could you rate the HR department’s performance in HR Audit and Planning process?
How could you rate the HR department’s performance in HR Audit and planning process?

According to the table, 0% respondents said that, they are “strongly Disagree” about this statement. Another 0% respondents have “Disagree” with this statement.0% respondents said that “Neutral”, another 10% respondents said that “Agree” and 90% respondents are said “Strongly Agree” with this statement.









4.1 Findings of the Study
Recruitment and Selection Policy:This organization follow strict rule in case of recruitment and selection of an employee. They hire people based on their potentiality, merit and capabilities. But i think there is a problem in “lack of right place”. So their main lacking is ideal recruitment and selection programme.
Job Analysis Policy: This policy is not so standard and the manager of human resource department is not capable of apply various HRM functions.
Promotion: In this organization some employees are not promoted for longer period of time. For this reason, they are unhappy. This issue is making that employees work very hard.
Performance Appraisal Method: This organization’s all departments are follow the same performance appraisal method system.
Employees are overburdened by work: In this organization some employees of some department like SME & CAD overburdened by work, at the same time other employees have low work pressure.
Discussing Problem: If any employee of any department face any kind of problem while he or she working, he or she can easily share with the management of the organization. In this situation management tries to solve the problem without any hassle.
Performance Appraisal Policy: The Company try to follow the performance appraisal program accurately. But there are some discrimination and nepotism exercised. Employees with some efficiency are given different score by different author.
Training and Development Policy: In this organization employee development policy is not appropriate. Employees’ orientation and training neither is nor arranged properly in the company. For this reason, employees are not able to communicate with others.
Fail to get skilled Employees: Skilled employee is necessary for any type of company. Union Capital Limited also needs skilled employee. But the employees are not skilled enough who join recently. Company have to spend a lot on the training and developing the employee.
Less Focus on the promotional activities: The industry where Union Capital Ltd stands are competitive enough and getting more and more competitive day by day due to different factors. Other competitors promoting their companies and offered new services, But Union Capital Ltd do not focus on their marketing and promotional activities that much.
Gives ad in net only:Union capital Ltd. mainly advertises their job vacancy in the net. They don’t use the other media like newspaper, magazines etc. But newspaper is more noticeable media used by the applicant. Now-a- day’s people use net most of the time but they don’t necessarily use net to find job. So Union capital Ltd. should use newspaper, job fair and campus recruitment more often.


















Chapter Five: Conclusion & Recommendation 
  
5.0 Conclusion
It was my great experience working at the Union Capital Limited. This experience increases my strength and confidence which is beneficial for my future professional life. Their working environment was friendly. I feel myself as a employee of their organization not as an intern. They taught me positive attitude and how to work in team as a player. It was great opportunity for me. As an intern my primary objective is to gather a real life working experience and put their theoretical knowledge in practice. I am very grateful to the entire team of HR and Admin of the Union Capital Limited for their support and friendliness. By working in this department,  i came to know about the importance of HR department and the role of Head of HR, HR manager, HR Senior Assistant, Junior Assistant, Training Executive and HR Supervisor in an organization.
Union Capital Limited should improve and focus on their HRD to handle the employee in the organization and also keep right track of the employees working.HR is an important department for an organization. They should also need to focus on their workforce and implement the recommendation for their good future.
From the above discussion i can say that in HR recruitment and selection is a most important and critical issue for an organization because it plays a vital role in the organization. If any organization wants to gain benefit from HRD they should follow all the sections of Human Resource Management. Union Capital Limited should adopt some good policy to improve their recruitment and selection process, compensation system, training, job analysis and salary survey so that they can be a market dominant to meet their goal.
So, I can conclude that my internship experience was too good to my professional and academic experience in the UCL.I also enjoyed their working environment and the challenges that came in my everyday working life during internship. I have learned many valuable things which is important for my future professional life.


5.1 Recommendations
 The company should take only those candidates who have a good knowledge of HR Staffing & planning strategy but most of the time we found that majority of companies in Bangladesh hire people who are performing the HR activities are not having a sound knowledge or a degree on HR. These people are found to have completed their bachelor degree in other fields like Accounting, Marketing and Engineering etc. I recommended that when they hiring people to work on HR, they must make sure that the person has a sound knowledge on HR, a degree or MBA with major in HR. It is necessary for any organization. Sometimes they think that HR is a very simple work so any one can handle or do the HR activities but it is not true, it is their responsibility to hire an appropriate people for it. If they think that it is not possible for them to hire an appropriate one, then they may go for some external consultants or sources in the country that can help them in the talent acquisition process by charging certain amount of fees. The Justification behind the recommendation is that when they have these HR experts in their organization they will be able to hire appropriate people, created loyalty between employer and employees, retain the high performing employees in the organization, improved compensation system and they will be able to have good industrial relation with others. 
To conduct standard performance appraisal program: HR dept. should follow the accurate policy of performance appraisal otherwise company might be fall in problem due to unfair standard performance appraisal.
To set a standard HR planning policy: Company should set a standard HR planning policy for its own betterment.
Ideal recruitment and selection policy: Recruitment and selection policy is more important for any organization as well as HR dept. So they should be more careful about this policy.
To conduct proper job analysis program: The upper level should conduct proper job analysis for their better output.
Performance Appraisal method: This method or form should not same for all employees. It should be according to job nature, department, position task and responsibilities.
Discussing problem: It is very helpful to improve employee’s performance as well for creates good working environment.
Working policy: As we find out that some employees are overburden by work so it should be reducing by creating a rule that everyone have to do their own work none can force another to his or her work.
An effective training and development policy:  An annual budget may be allocated for training purpose. If they give proper training to their employee, they get better output and employee also develops their performance and skill.
Job security: Employees can give best output and work without any tension if management ensure the job security.
Promotion: Organization should give promotion to the employee as per company rules and regulation. No other reason can make their promotion delay.
Employee’s benefits: Every employee expects benefits from their organization. The company gives some benefits which are very common and are very few in numbers. These benefits are not attractive comparing to other companies. They should introduce some attractive and unique benefits for their employees. By doing this they can differentiate their organization from the competitors.









                                           Appendix & References
6 Appendix
6.1 Survey Questions
· Your organization places the right person in the right job.
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· Selection of a candidate in our organization is strictly based on his/ her merit.
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· Your organization makes all payments due to us in time.
=Strongly Agree           =Agree              =Neutral= Disagree                  =Strongly Disagree
· Performance appraisal in our organization aims at improving employee performance and strengthening our job skills.
=Strongly Agree           =Agree              =Neutral                 =Disagree                  =Strongly Disagree
· We do not work under the threat of losing our jobs.
=-Strongly Agree             =Agree=Neutral=Disagree =Strongly Disagree
· Is the organization doing timeliness planning and audit for HR requirements?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· Does HR provide an adequate pool of employees after HR planning process?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· Do you think company is doing HR planning according to the skills, knowledge and education of existing employees?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree

· Do you think HR Audit and planning in the organization helps to analyze effective utilization of human resources?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· Does the company consider Leaves and Overtime of the employees in HR audit process?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
· How would you rate the HR department’s performance in HR Audit and Planning Process?
=Strongly Agree           =Agree              =Neutral                  =Disagree                  =Strongly Disagree
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