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Executive Summary

The objective of the report is to analyze the general banking activities and HR practices performed by Sonali Bank Limted. The Internship Program helped me a lot to learn about the realistic situation of a 
financial institution in Sonali Bank Ltd.. SBL has established itself as one of the leading and fastest growing Bank in Bangladesh. About Bank we can say it is an organization where the people are agree to take financial deposits from the public and make a credit for the purpose of giving loan to the people. This bank works mainly for Government. The main aim of a company is to maximize the value of company. To maximize the value of company SBL needs to take care about General Banking areas. This Report has been made based on “General Banking Activities and HR Practice ” that plays the most essential part for the organization & business and plays the vital role. I have Shown the general banking activities and HR practices which maximize the value of company and the HR departments select Right people for right position to run business efficiently and effectively.
The importance of management system of human resources in Sonali Bank Ltd. has been increased. Human resource is the effective way to increase the value of capital  for adding proper value of the bankThe organization hiring, retaining and maintaining the best employees.The SWOT analysis that analyzing strengths, weakness, opportunities and threats to the bank and figure out some important factors regarding HRM practice in Sonali Bank Ltd. I recommended if the bank takes proper steps to overcome its limitations; it will become a heart -trusted bank of People. I also try to include my real life experience in this report about this banking activities on my way to complete internship.
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1.0 Introduction
ThisTreportThasTbeenTcreatedTasTaTpartTofTanTinternshipTprogram.ThisTtopicTisTselectedTinTorderTtoTgainTsomeTpracticalTknowledgeTaboutTtheoreticalTHRTactivitiesTandTpracticalTHRTactivitiesTandTthisTanalysisTbasedTonTSonaliTBankTLtd.TTheTmainTperspectiveTofTthisTreportTisTtooTfamiliarTwithTtheTmainTfactorsTofTSonaliTBankTLtdTaboutTHRTactivities.TTheTreportThasTshowedTHRMTpracticesTandTpolicyTofTSonaliTBankTLtdTandThowTtheyTcanTuseTtheirTHumanTResourceTforTtheTdevelopmentTofTtheirTbank.
1.1TBackgroundTofTtheTReport
HumanTresourceTmanagementTisTtheTfunctionTofTwithinTanTorganizationTthatTfocusesTrecruitment,TmanagementTandTprovidingTdirectionTforTtheTpeopleTwhoTworkTinTtheTorganization.TwithoutTemployeesToneTcannotTrunTtheirTorganizationTandThumanTresourceTisTconductedTwithTtheTgrowthTofTdevelopmentTofTpeopleTtowardThigherTlevelTofTcompetency,TcreativityTandTfulfillment.EmployeesTareTtheTcoreTresourceTofTanyTorganization.HRMTmanagementTkeepTemployeesTbecomeTbetterTmoreTresponsibleTpersonT.ItTassumesTthatTexpandedTcapabilitiesTandTopportunitiesTforTpeopleTwithTdirectlyTimprovement.
TheTprimaryTpurposeTofTthisTreportTisTtoTgiveTmyTideaTaboutTtheTGeneralTBankingTactivitiesTofTSonaliTBankTLtd.TandTuseTofTHumanTRecoursesTmanagement.T.TTheTreportThasTdiscussedTHRMTpracticesTandTpolicyTofTSonaliTBankTLtdTandThowTtheyTcanTuseTtheirTHumanTResourceTforTtheTgrowthTofTtheirTbankTandTaboutTthereTgeneralTactivities.
ThisTreportTisTanTattemptTtoTreflectTtheTpositionTofTSonaliTBankTLtd.TinTtheTbankingTindustry.
1.2TOriginTofTtheTReport
IThaveTworkedTinTvariousTDepartmentTofTSonaliTBankTLtd,TinTBogra.TInTthisTreport,TITspeciallyTfocusesTonTHRMTpracticeTinTSonaliTBankTLtd.andTITwillTtryTtoTmakeTanToverallTanalysisTonTallTactivitiesTofTSonaliTBankTLtd.T



1.3TObjectivesTofTtheTReport
TheTobjectiveTofTtheTreportTisTToTgiveTanToverallTideaTaboutTtheTperformanceTofTSonaliTBankTLimited.ThereTalsoTgiveTsomeTideaTaboutTtheTorganizationTstructureTandTmanagement.ThereTalsoTincludeThowTtheyTprovidedTservices.ThereTisTsomeTinformationTtoTidentifyTmajorTstrengthsTandTweaknessesTofTSonaliTBankTLimited.

1.4TSCOPETOFTTHETREPORT
AsTITinternTinTtheTSonaliTBankTLtd.TInTBograTITlearnTdifferentTpartTofTbankingTsystem.ITgotTtheTopportunityTwhenTITworkTinTtheTbank.MyTsupervisorTsuggestedTworkingTinTtheTGeneralTBankingTdivisionTandTHRTSectionTinTtheTbank.

1.5 Methodology 
This report is basically a combination of primary and secondary data.For collecting data and information I have adopted variety of data collection procedures.To making a report there need primary and secondary data.
Source of data:

1.Primary data.
2.Secondary data.








SOURCES OF DATA

SOURCES OF DATA




SECONDARY SOURCES
PRIMARY SOURCES





Primary Data  
1.Personal observation from Practical work experience.
2. Information from senior colleagues & the branch
3. Direct meeting with manager and co-worker.
Secondary Data 
1.The service rule book 2008 Sonali Bank Ltd.
2.Information from web
3.Annual Report of Sonali Bank Ltd.
Printed Materials: This study is mostly dependent on the printed materials which may include the newspapers, magazines, journals, directories, annual reports, Bangladesh bank publications, Sonali Bank Ltd Annual Report etc. 
Internet: Internet was another major secondary source that we have used to collect related information to conduct the study. 
Newspapers: We have collected some information from the various dailies and business articles.


1.6 LIMITATIONS OF THE REPORT

Some limitations were faced while constructing this term paper. Some of the limitations are 
listed below:-
1. The main constrain of the study was insufficiency information, which is required for the study.
2. The major limitation of the study was shorter time period. For an analytical purpose there need adequate time.
3. There some legal obligation and business privacy at Sonali bank that I can not get all information.
4. The report has been prepared and formulated based on the secondary data.
5. The management of the bank was unwilling to share some information due to very restricted and inadequate issues.
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2.1 Company Profile
2.1.1 History of the Sonali Bank Limited
SonaliTBankTwasTestablishedTinT1972TunderTtheTBangladeshTBanksT(Nationalisation)TOrder,TthroughTtheTamalgamationTandTnationalisationTofTtheTbranchesTofTNationalTBankTofTPakistan,TBankTofTBahawalpurTandTPremierTBankTbranchesTlocatedTinTEastTPakistanTuntilTtheT1971TBangladeshTLiberationTWar.[7]TWhenTitTwasTestablished,TSonaliTBankThadTaTpaidTupTcapitalTofT30TmillionTtaka.TInT2001,TitsTauthorisedTandTpaidTupTcapitalTwereTTkT10TbillionTandTTkT3.272TbillionTrespectively.TPresently,TitsTauthorisedTandTpaidTupTcapitalTisTTkT10TbillionTandTTkT9TbillionTrespectivelyTTheTbank'sTreserveTfundsTwereTTkT60TmillionTinT1979TandTTkT2.050TbillionTonT30TJuneT2000.TInT2013,T$250,000TwasTstolenTfromTtheTbankTbyTCyberTcriminalsTusingTtheTSwiftTInternationalTpaymentsTnetwork.[8]TInT2016TtheTBankTsignedTanTMemorandumTofTUnderstandingTwithTPayPal.[
SonaliTBankTLimitedTisTgovernedTbyTaTBoardTofTDirectorsTconsistingTofT11T(Eleven)Tmembers.TTheTBankTisTheadedTbyTtheTCEOT&TManagingTDirector,TwhoTisTaTwell-knownTBankerTandTaTreputedTprofessional.TTheTcorporateTheadTquarterTofTtheTbankTisTlocatedTatTMotijheel,TDhaka,TBangladesh,TtheTmainTcommercialTcenterTofTtheTcapital.





Sonali Bank Ltd.Principle Office and Corporate Branch Bogra.
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2.1.2 Management:

TheTmanagementTofTtheTbankTisTvestedTonTaTBoardTofTDirectors,TsubjectTtoToverallTsupervisionTandTdirectionsTonTpolicyTmattersTbyTtheTboardTwhichTisTconstitutedTinTtermsTofTBangladeshTBankT(Nationalization)TOrderT1972T(Figure2.1).TBoardTofTDirectors,TconstitutedTbyTsevenTmembers,ThasTauthorityTtoTorganize,ToperateTandTmanageTitsTaffairsTnTcommercialTconsiderationTwithinTtheTBoardTpolicyTofTgovernment.TThereTareTdirectorsTappointedTbyTtheTgovernment.TOthersTmembersTofTtheTBoardTincludingTMDTareTalsoTgovernmentTappointedToutTofTthatTatTleastTthreeThaveTtheTexperienceTinTtheTfieldTofTFinance,Banking,TTrade,TCommerce,TIndustryTandTAgriculture.TTheTmanagingTdirectorTisTtheTChiefTExecutiveTofTBank.THeTexecutesTallTtheTactivitiesTunderTtheTdirectionTofTBoard.TAllTlineTandTstaffTpersonnelTofTBank’sTareTownTrecruitmentTexceptTmemberTofTBoardTofTDirectors.



















Chairman 
↓
 Board of Directors (BOD)
 ↓ 
Managing Directors (MD) 
↓ 
Deputy Managing Directors (DMD)
 ↓ 
General Manager (GM) 
↓
 Deputy General Manager (DGM) 
↓
 Assistant General Manager (AGM) 
↓
 Senior Executive Officer (SEO) 
↓
 Executive Officer (EO)
 
↓
 Officer



Figure: Management Hierarchy of SBL



2.1.3 Organization:

SonaliTBankTisTtheTlargestTnationalizedTCommercialTBankTofTtheTcountry.TItThasTextendedT1183TbranchesTthroughToutTtheTcountryTandTabroadTtoTserveTtheTnation.TThereTareTtwo,TSonaliTExchangeTCompanyTIncorporationsT(SECI)TinTUSATandTothersTareTinTplanningTstage.TTheTHeadTOfficeTofTtheTbankTisTlocatedTatTMotijheelTCommercialTArea,TDhakaTthatTisTtheTcontrollingTHeadquarterT(Figure-2.2).TItThasTeightTGMTofficesTinTsixTDivisionalTHeadquartersTandTtwentyTsixTPrincipalTOfficesTandTthirtyTtwoTRegionalTOffices.TPrincipalTOfficeTisTheadedTbyTDGMTandTeachTDepartmentTisTheadedTbyTAGM.TDifferentTgradeTofficersTdependingTonTtheTsizeTandTnatureTofTbranchTheadTtheTbranches.

PrincipalTOfficeTHeadquarterThasTjurisdictionToverTtheTentireTareaTofTaTDistrictTi.e.TtheTPrincipalTOfficeTisTtheTlocalTpointTofTtheTBank’sTadministrativeTzoneTofTtheTDistrict.TTheTRegionalTOfficeTisTsituatedTinTtheTThanaTlevelTwithinTtheTDistrict,TisTunderTcontrolTandTsupervisionTofTtheTPrincipalTOfficeTofTtheTDistrict.TRegionalTOfficesTareTresponsibleTforTtheirTactivitiesTtoTtheTPrincipalTOffice.

RegionalTheadsTexerciseTcontrolTandTsupervisionToverallTtheTbranchesTwithinTtheirTjurisdictionTandTkeepTtheTHeadTofTPrincipalTOfficeTinformedTtheTprogressTofTtheirTrespectiveTareasTfromTtimeTtoTtime.






Head Office






G. M. Office



	
Principal Office



Regional Office





Branch





Functional Hierarchy









2.1.4 Branches of Sonali Bank Ltd.
. SonaliTBankThasTaTtotalTofT1214Tbranches.TOutTofTthem,T466TareTlocatedTinTurbanTareas,T746TinTruralTareas,TandT2TareTlocatedToverseas(India).[10]TItTalsoToperatesTtheTSonaliTExchangeTCompanyTInc.TinTUSATandTSonaliTBankT(UK)TLtd.,TUnitedTKingdom,TtoTfacilitateTforeignTexchangeTremittances.TSonaliTBankTUKTremitsTupTtoT14TdestinationsTacrossTBangladeshTdirectly,TtheseTincludeTDhaka,TChittagong,TSylhet,TMoulvibazar,TBeanibazar,TBalaganj,TBiswanath,TJagannathpur,TSunamganj,TGopalganj,TNabigonj,THobigonj,TKulauraTorTTajpur.TThereTareTcurrentlyTthreeTbranchesTinTtheTUK,ToneTlocatedTinTOsbornTStreet,TLondon,TanotherTinTSmallTHeath;TBirminghamTandTinTManchester.
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 Total number of branches (1214)










The graph show total number of branches









2.1.5 Vision: 
Socially committed leading banking institution with global presence. 
2.1.6 Mission: 
Dedicated to extend a whole range of quality products that support divergent needs of people aiming at enriching their lives, creating value for the stakeholders and contributing towards socio-economic development of the country. 
2.1.7 Slogan: 
Your trusted partner in innovative banking. 
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2.1.8 Corporate Information      
	Corporate Profile

	

		

	Name of the Company
	:
	Sonali Bank Limited

	Chairman
	:
	Mr. Md. Ashraful Moqbul

	CEO & Managing Director
	:
	Mr. Md. Obayed Ullah Al Masud

	Company Secretary 
	:
	Mr Md. Ataur Rahman

	Legal Status 
	:
	Public Limited Company 

	Genesis
	:
	Emerged as Nationalised Commercial Bank in 1972, following the Bangladesh Bank (Nationlisation) Order No. 1972 (PO No.26 of 1972)

	Date of Incorporation 
	:
	03 June, 2007 

	Date of Vendor's Agreement 
	:
	15 November, 2007 

	Registered Office 
	:
	35-42, 44 Motijheel Commercial Area, Dhaka, Bangladesh 

	Authorised Capital 
	:
	Taka 6000.00 Crore 

	

	Paid-up Capital 
	:
	Taka 4130.00 Crore 

	Number of Employee 
	:
	18,167

	Number of Branches 
	:
	1214

	Phone-PABX
	:
	9550426-31, 33, 34, 9552924 

	FAX
	:
	88-02-9561410, 9552007 

	SWIFT
	:
	BSONBDDH

	Website
	:
	www.sonalibank.com.bd

	E-mail
	:
	itd@sonalibank.com.bd













The graph shows Total number of employees of Sonali Bank Ltd.










2.1.9 Organization Structure of Sonali Bank Ltd.


CEO-1
DMD-2

GM-14

DGM-86

AGM-218
SPO-737
PO-1498
SO-2747
OFFICER-7346
STAFF-11656


























2.1.10 Organizational Structure of Gohail Road Branch, Bogra. 
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-
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General Banking Sector
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2.1.11 COMPUTERIZATION

SonaliTbankTLtdTstartsTitsTcomputerizationTprocessTatTDecember,T1989.TAfterTthatTitTexpandsTitsTcomputerizationTprocessTbyTestablishingTRISETSystemT(RST16000)TOS/2,TLANTetc.TUpTtoTthisTtimeT113TbranchesTareTunderTcomputerizedTsystem.TBesidesTthisT‘OneTStop’TisTbeingTgivenTinTitsT56Tbranches.TMoreover,

· ForeignTexchangeTbusinessTandTstandardTofTcustomerTservicesTisTbeingTincreasedTandTspeedTupTofTinformationTflowTbyTusingTtheTcomputerizationTsystemTLANT(LocalTAreaTNetwork)TandTWANT(WideTAreaTNetwork).
· ItThasTestablishedT7TsubsidiaryTcompaniesTinTUnitedTStatesTnamedTSonaliTExchangeTCompanyTIncorporatedT(SECI)TandT5TofficesTofTSonaliTBank,TUKTLtd.TestablishTwithT49%TshareTwithTgovt.TinTUKTsoTthatTtheTNon-ResidentTBangladeshiTcanTsendTtheirTmoneyTtoTBangladeshTthroughTaTvalidTchannelTasTfastTasTpossible.
· RecentlyTSECITestablishedTaTWebTbasedTRemittanceTSoftwareTinTUnitedTStates.
· SonaliTBankTLtdTWageTEarnersTCorporateTBranchTestablishedTelectronicTlinkTwithTitsTbranchTinTMiddleTEastTBranchTthroughTwhichTremittanceTisTtoTbeTsent.TBesidesTthisT5TelectronicTlinkTisTinTimplementationTprocessTinTOman,TQatarTandTBahrain.
TIFRMST(InstantTFinancialTReconciliationTandTMessagingTSystem)ThasTenabledTtheTbankTtoTremitTfundTbyTDD,TTT,TInterTbranchTDebit/CreditTadvice.TThisThasTbeenTstartedTasTanTexperimentalTbutTthisTsystemTwillTbeTstartedTamongT300TbranchesTsoon.
	
T





2.1.12TGOVERNMENTTINTERVENTION

FinancialTservicesThaveTtraditionalTbeenTtheTsubjectTofTcloseTgovernmentTscrutinyTandTitTisTtoTbeTexpectedTthatTrates,TinterestTrates,TandTtermsTofTcreditTshouldTbeTcloselyTmonitoredTinTtheTpublicTinterest.TInTtheTrecentTyears,Thowever,TgovernmentThaveTtriedTtoTuseTinterestTrates,TcreditTregulationsTandTinformalTcontrolsTonTbanksTasTaTmeansTofTmanagingTtheTsupplyTofTmoneyTinTtheTeconomyTinTanTeffortTtoTincreaseTorTreduceTconsumerTspendingTandTtoTholdTbackTorTpromoteTinvestmentTbyTbusiness.TDuringTtheT1976TtoTnow,TtheTeffectTofTtheseTpoliciesThasTbeenTtoTaddTaTnewTdimensionTofTriskTandTuncertaintyTtoTfinancialTmarketsTwhichTwereTalreadyTfluctuationTwildlyTbecauseTofTtheToilTcrisis,TtheTcommodityTboom,TincreasingTinflationTandTcontrolledTexchangeTrates.
However,TnetTincomeTofTlocalTbanksTisTdrasticallyTreduced,TasTtheTrequiredTtoTmaintainTveryTlargeTprovisionsTforTbadTdebtsTandTinterestTsuspenseTaccounts.









2.1.13 Core business of Sonali bank 
SonaliTBankTLimitedToperatesTtheTfollowingTservices:T 
· CorporateTBanking
· TProjectTFinance
· TSMETFinanceT
· TConsumerTCreditT
· TInternationalTTradeT
· TTradeTFinance
· TLoanTSyndication
· TForeignTExchangeTDealingT
· TRuralTandTMicroTcreditT
· TNGO-LinkageTLoanT
· TGovernmentTTreasuryTFunctionT
· TMoneyTMarketTOperationT
· TCapitalTMarketTOperationT
· TRemittanc









2.1.14 Other Business: 

· Government Treasury Bonds  
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· A.T.M. Card  
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· Locker Service 
· Utility Bills Collection  
· Ancillary Services  
· Merchant Banking

2.1.15 Service of Sonali Bank
ToTensureTqualifiedTcustomerTserviceTSonaliTBankThasTstartedTinTadditionTtoTcomputerizationTcorporateTclientTserviceTandToneTstopTservice.TToTfacilitateTtheTforeignTexchangeTactivitiesTSonaliTBankThasTlaunchedTSWIFTT(SocietyTforTWorldwideTInterTbankTFinanceTandTTelecommunication)TsystemTinTitsT12Tbranches.TTheTbankThasTlaunchedTWebsite,TReuterTservice,TInternetTservice,TandTReadyTcashTservice.TTheTbankThasTtakenTaTplanTtoTlaunchTsharedTATMTsystemTinTvariousTimportantTplaces.TAlready,TitThasTgivenTworkTorderTforTthis.T

2.2TGeneralTBanking
T2.2.1TPrincipalTActivityTofTSonaliTBankTLimited
TheTprincipalTactivitiesTofTtheTbankTare:T
· ToTfacilitateTandThandleTallTkindsTofTcommercialTbankingTservicesTtoTitsTcustomersTauthorizedTbyTBangladeshTBank.T
· ToTperformTGovernmentTTreasuryTfunctionsTandTalsoTactTasTanTagentTofTBangladeshTBank.T
· ToTexportTandTimportTtradeTofTBangladeshTwithTotherTcountriesTunderTvariousTagreements.T
· InternationalTbanking.T


2.2.2TProduct/TServiceTSchemes:T
SonaliTBankTLimitedToffersTmultipleTspecialTservicesTwithTitsTnetworkTofTbranchTthroughoutTtheTcountryTinTanTadditionTtoTitsTnormalTbankingToperations.T
· GasTbills.T
· ElectricityTbills.T
· TelephoneTbills.T
· Water/TSewerageTbills.T
· MunicipalTHoldingTTax.T
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· Source tax and VAT. 
· Land development tax.
· Passport fees, visa fees and Travel tax. 
· Customs & Excise duties. 
· Source tax and VAT. 
· Jakat fund. 
· Hajj deposit. 


2.2.3 SocialTServices:T
· OldTageTallowances.T
· Widows,TdivorceesTandTdestituteTwomenTallowances.T
· FreedomTFighters'Tallowances.T
· RehabilitationTallowancesTforTacidTsurvivalTwomen.T
· MaternalTallowancesTforTpoorTwomen.T
· DisabilityTallowances.T

2.2.4TPaymentTofTSonaliTBankTLtd.:T
· SonaliTBankTLtd.giveTpensionTandTpaymentTofTvariousTemployees.TheyTare
· employeesTofTGovernmentTandTotherTCorporateTBodies.T
· BangladeshTBankTemployees’TpensionT
· ArmyTpensionT





· Student stipend/ Scholarship. 
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· Govt.T&TNon-TGovt.TTeachersTsalary
· sonaliTBankTalsoTissueTDDTandTpaymentTsectionTandTDDP
· PaymentTorder
2.2.5TSaleT&TpurchaseTofTSonaliTBankTLtd.
· SonaliTBankTLtdTgiveTSavingsTCertificates.T
· SonaliTBankTLtd.TSaleTPrizeTBonds,T
· LotteryTticketsTofTdifferentTSemi-Govt.TandTAutonomousTBodies
· Sanchaypatra.
· ExchangeTofTsoiledT/TtornTnotes.
2.2.6TValueTofTSonaliTBankTLtd.
· SonaliTBankTLtd.TIsTTrustworthy,TDependableTandTReliable
· SonaliTBankTLtdTalsoTveryTProfessionalTandTDynamicT
· SonaliTBankTLtdTisTveryTFairTwithTcustomerTandTemployeesTandTveryTSecureTforTallTcustomerTandTemployee.

2.2.7 DigitalizationTStatusTofTSonaliTBankTLimited:T

BranchTComputerization:T1209TinlandTbranchesTareTnowTcomputeried.T
ForeignTRemittance:TBank'sTownTinhouseTsoftwareT"RemittanceTManagementTSystem"T(RMS+),Thaving,TamongTothers,TtheTfeatureTofTpayingTforeignTremittanceTinstantlyToverTtheTcounterTisTbeingTimplementedTatTallTbranches.TThisTwebTbasedTsoftwareTprovidesTdigitalTservicesTtoTtheTexpatriatesTthroughTitsTuniqueTadvantageTofTsendingTconfirmationTmessageTtoTtheTmobileTphoneTofTtheTremitter/beneficiary.T
ATM:TSonaliTBankTLimitedTisTaTmemberTofTQCashTConsortium,TNationalTPaymentTSwitchTBangladeshT(NPSB)TandTVISA.TCustomersTcanTenjoyTroundTtheTclockTcash withdrawal facility from 75 own ATM(s) and around 6500+ shared ATM booths across the country. Sonali Bank recently launched Credit Card.
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OnlineTandTSMSTBanking:TAtTpresentT1203TbranchesTofTSonaliTBanksTareTincludedTinTtheTOnlineTAnyTBranchTBankingT(ABB)Tnetwork.TSMSTBankingTserviceTisTrunningTinT1094+Tbranches.T1203TbranchesTareTnowTinTautomationTnetworkTwithinT1209TbranchesTatThome.TTotalTnumberTofTCBSTrunningTbranchTisT1094TandTallTCBSTbranchesTsupportTSMSTbanking.T
TheTbankTisTseriouslyTworkingTonTconnectingTallTbranchesTinTtheTReal-timeTOnlineTBankingTnetworkTgradually.TBranchesThavingTABBTfacilityTareTalsoTrenderingTSMSTbankingTservices.TRTGSTenabledTbranchTnoTisT30.T
DutiesTPerformedTinTtheTOrganizationTduringTtheTInternshipTPeriod:T
GeneralTbankingTsectorTisTtheToneTofTtheTmostTimportantTdepartmentTofTeveryTbankingTtransaction.TDuringTtheTinternshipTperiodTITlearnTmostTinTthisTsection.TITdidTmyTworkTinTtheTfollowingTsectionsTinTtheTinternshipTperiod:T
T2.2.8TDispatchTSection:T
FromTmyTfirstTdayTofTinternship,TITwasTinTdutyTofTDispatch.TATnumberTofTbusinessTletters,Tstatements,TandTSCTchequesTareTsentTtoTlocalToffice,TpostToffice,TheadTofficeTandTotherTbusinessTorganizations.TTheseTareTpostedTwithTnumberTinToutwardTregister.TWhenTbusinessTletters,Tdocuments,Tcirculars,Torders,TmemorandumsTcame;TITpostedTinTinwardTregisterTwithTnumber.TNumberingTofTlettersTisTtheTmainTtaskTofTdispatchTsection.





2.2.9 Accounts Opening Section: 
One of the vital sections under general Banking is the account opening section. Banker customer relationship begins in this section. I have gathered practical knowledge about opening of bank accounts. Various tasks are performed in this section. Such as:   

· Opening of different types of account like current accounts, savings accounts,fixed accounts etc.
· Issue of checkbook.  
· Transfer and closing of account etc.  
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Types of Account 
Accounts department is the most important functional area of this branch. There are various types of account in Sonali Bank Ltd.These are:
· Fixed deposits A/C
· Short term deposits A/C
· Savings deposits A/C 
· Current deposits A/C  
· Sundry deposit Accounts.    
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Procedures of Opening a Savings Deposit (SD) A/C:

· TheTproceduresTofTopeningTaTSavingsTDepositTAccountTandTtheTCurrentTDepositTAccountTareTsame.TSomeTofTtheTrulesTandTregulationsTthereTtoToperateTaTSavingsTDepositTAccountTandTtheTCurrentTDepositTAccount.TheseTareThere:-T
· OnlyTsavingsTaccountTholderTorTaTCurrentTDepositTaccountTholderTofTtheTrespectiveTbranchTcanTbeTintroducerTofTtheTapplicantTofTopeningTSavingTDepositTaccount.T
· TwoTcopiesTofTrecentTpassportTsizeTphotographsTofTtheTapplicantTshouldTbeTattestedTbyTtheTintroducer.TTheTintroducerTwillTmentionThis/herTaccountTnumberTinTthisTcaseT.T
TheTapplicantTshouldTdepositTTk.T1000TisTrequiredTtoTopenTaTsavingsTdepositTaccountTandTminimumT2000TtakaTforTaTcurrentTdepositaccount.
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The chart show Sonali Banks deposit and other banks deposit
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The chart show Sonali Banks advance and other banks advance






2.2.10 BillsTandTClearingTSection:T

· ThisTsectionTisTveryTcriticalTandTcomplex.TItTcarriesTrisk.TThisTsectionTofTGeneralTBankingTdealsTwithTbothTtheTclearingTofTinter-bankingTandTintra-bankingTchecks.TTheTchecksTwhichTareTdepositedTduringTtheTwholeTdayTareTscannedTandTsentTtoTBangladeshTBank‟sTcentralTclearingThouseTforTclearing.TClearingTisTsomewhatTaTcomplexTprocess.TEachTandTeveryTscheduledTbankThasTaTclearingTaccountTwithTBBTwhichTisTusedTtoTclearTtheTpaymentsTmadeTbyTchecks.TTheTchecksTthatTareTscannedTandTsentTtoTtheTBBTareTsubmittedTtoTtheTcenterTandTtheTpaymentsTareTmadeTfromTtheTrespectiveTBBTclearingTaccount.TChecksTamountingTmoreTthanTTk.T5TlacTareTimmediatelyTsubmittedTtoTtheTcentralTsystemTbeforeT11:00TamTandTclearedTonTanTurgentTbasis.T

· IThaveTreceivedTcheque,TPayTorderTandTGovernmentTconsignmentsTinTthisTsection.TI‟veTalsoTcreatedTvoucherTforTSCTandTLSC.TInTclearingTsectionTI‟veTlearnedTaboutTtheirTprocessTofTpostingTandTproceduresTofTinwardT&ToutwardTclearing.T












The graph shows total income and total expenditure of Sonali Bank Ltd.
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2.2.11 Advance and Loan Section: 
BROAD CATEGORIES OF LOANS IN SONALI BANK LIMITED
1. Rural Credit
2. Micro Credit
3. Industrial Credit
4. House Building loan
5. Consumer loan




1. RuralTCredit:
RuralTCreditTDivisionTcontrolsTandTmonitorsTthisTtypeTofTloan.TGenerallyTthisTtypeTofTloanTisTdisbursedTinTtheTruralTareas.TItTcanTbeTclassifiedTintoTsixTtypes-
(a)TSACP-SpecialTAgricultureTCreditTProgram:TItTstartsTinT1977.TThisTcreditTprogramTisTespeciallyTforTAgricultureTcrops.TTk.100TcroreTwasTsanctionedTforTtheTprogramTlastTyear.TItsTmainTobjectiveTisTtoTfinanceTinTtheTruralTeconomy.
(b)TPondTfisheries:TItsTmainTobjectiveTisTtoTencourageTtheTfisheriesTsectorTandTthusTtoTsolveTtheTunemploymentTproblem.TDurationTofTtheTcreditTisTthreeTyears.
(c)TFarmingTandToffTfarmingTloan:T
ThisTcreditTprogramTisTforTagroTbasedTorTnonTagroTbasedTproduct.
(d)TSpecialTInvestmentTScheme:TThisTcreditTprogramTwasTstartedTinT1993.TItsTmainTobjectiveTisTtoTreduceTtheTimportTofTmilk.TTk.400-500TcroreTwasTrequiredTtoTimportTmilk.TButTafterTstartingTtheTprogramTtheTamountTgoTdownTinTTk.T200Tcrore.
(e)TSocialTaTforestationTcreditTprogram:TItsTmainTobjectiveTisTtoTgreeningTtheTcountryTinvolvingTtheTruralTpeopleTandTthusTtoTimproveTtheTecologicalTconditionTofTtheTcountryTalongTwithTtheTimprovementTofTtheTeconomicTconditionTofTtheTpeople.
(f)TAgriTfarmTcreditTprogram:TItsTmainTobjectiveTisTtoTbuildTupTaTlargeTcomprehensiveTfarmTandTthusTtoTencourageTtheTagricultureTsectorTofTtheTcountryTandTtoTsolveTtheTunemploymentTproblem.






2.TMicroTCredit:

1.TGovt.TpatronizedTNGOTBRDBT(BangladeshTRuralTDevelopmentTBoard)TimplementTtheTmicroTcreditTprogramTinTthreeTsectors.TSonaliTBankTLtd.TsanctionsTloanTinTtheTnameTofTBRDBTandTBRDBTdisburseTtheTloanTthroughTTCCATorTUCCAT(TVillageTlevelTsamity)
(a)TCropTloan
(b)TIntegratedTWomenTDevelopmentTProgram
(c)TPrawnTCultivationT(generallyTinTKhulnaTandTSatkhiraTregion)
2.TAgricultureTEquipmentTLoan
3.TSanirvar:TThisTcreditTprogramTstartedTinTtheTvillageTlevelTnamedT“DhekiTRin”.ButTtheTprogramTfailedTdueTtoTcorruption.TLoanTsanctionedTinTtheTmemberTlevel.
4.TCreditTprogramTthroughTBARD
5.TCreditTprogramTthroughTRDAT(ConcentratedTinTBograTdistrict)
6.TSassoTGudamTBiz
7.TCreditTforTdisabledTpeople
8.TCUMEDT(CreditTforTUrbanTWomenTEntrepreneurTDevelopment)
9.TUnmashT(ConcentratedTinTMoulovibazarTdistrict)
10.TGoatTFarming
11.TSmallTfarmingT
12.TRuralTSmallTBusiness
13.TSaltTcultivation
14.TPovertyTAlleviation
15.TNGOTLinkageTLoan

3.TIndustrialTCredit:
DueTtoTtheTfailureTofTBSBTandTBSRSTSonaliTBankTLtd.TstartedTtoTplayTroleTforTindustrialization.TInT1977TSBLTstartedTdifferentTsmallTloanTprojects.TSBLTstartedTfinancingTtheTsmallTindustriesTandTstartedTtoTgetTsuccess.TAfterTgettingTtheTSBLTstartedTfinancingTallTtheTsmallTorTbigTindustries.TButTwithTtheTpassageTofTtimeTcreditTrecoveryTisTgettingTworsening.TAtTpresentTdefaulterTcaseTisT32-40%TandTtheTmainTreasonTisTpoliticalTinfluence.
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4. HOUSE BUILDING LOAN:
· HousingTloanTforTgeneralTpeople:T
HouseTBuildingTFinanceTCorporationT(HBFC)TisTtheTmainTinstitutionTtoTmeetTtheTrequirementTofTloansTinTthisTfieldTbutTSonaliTBankTLtd.TalsoTsupplementTtoTthisTsector.TAdvancesTforTconstructionTofTresidentialThousesTagainstTrealTestatesTasTprimaryTsecuritiesTasTallowedTbyTbanksTupTtoTTK.T5.00TlacsTperTpartyT(includingTcostTofTland)TminusTanyTloanTtakenTfromTHBFCTforTtheseTpurpose.TSonaliTBankTLtd.TmayTgrantTadvancesTforTconstructionTofTcommercialTbuildingTalsoTagainstTrealTstates.TTheTrateTofTinterestTforTallTsuchTloansTisT16%TperTannumTandTmaximumTrepaymentTperiodTisT20Tyears.TAtTpresentThousingTloanTforTgeneralTpeopleTisTstoppedTdueTtoTbadTexperiencesTofTcreditTrecoveryT(CR)
· HousingTloanTforTSBLTstaff
ItTisTaTgreatTadvantageTforTSBLTstaffTgettingThousingTloanTatTaTlowerTinterestTrate.TItTisTnowTonlyT5%.TTheTstaffsTrepayTtheTloansTwithTinterestTatTaTmonthlyTinstallment.TForTthisTchequeTbookTofTeachTborrowerTisTmaintained.TATcertainTinstallmentTisTcutTfromTtheTsalaryTeachTmonth.
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5. ConsumerTloan:T
ConsumerTloanTisTprovidedTtoTtheTmiddleTincomeTpeopleTtoTmakeTthemTableTtoTpurchaseTdifferentTfurniture,TmotorTcycle,TbicycleTetc.TMainTcopyTofTindemT(nameTofTfurniture,TpriceTetc.),TSalaryTstatement,TnoTclaimTreportTetc.TareTrequired.TChequeTisTmaintainedTandTaTcertainTinstallmentT(Tk.3370)TisTcutTfromTtheTsalary.TMax.T1TlakhTTk.TisTgivenTinTthisTpurpose.TInterestTrateTisT14%.TPaymentTperiodTisT3Tyears.TBesidesTthereTareTbicycleTloansTandTmotorTcycleTloans.TInTthisTcopyTofTlicenseTisTtaken
2.2.12TComputerTsection:T
ThisTsectionTisTveryTimportantTbecauseTallTtheTworksTareTdoneTbyTcomputerTthroughTtheirTpersonalTCBSTsoftware.TI‟veTworkedTvariousTtypesTofTworkTinTthisTsection.TTheyTareTgivenTbelow:T
· FundTTransferT
· AccountTclosingTforTdeadTperson.T
· KnownTaboutTStandingTInstructionT
· SignatureTScanningT
· InventoryTCreationT
· InventoryTTaggingT
· EntryTofTtransactionTandTdebitT-TcreditT
· EntryTofTDDTissueT
· PostingTofTTransactionT
· CashTReceivedT
· DD/POTpaymentTEntryT
· SMSTBankingT
· BatchTcreation.

2.2.13TForeignTExchangeTSection

ForeignTremittance,TinTsimpleTterms,TmeansTmoneyTremittedTinTforeignTcurrency.TMoreTprecisely,TitTisTtermedTasTremittancesTinTforeignTcurrencyTthatTareTreceivedTinT&TmadeToutTabroad.TConceptualTIssuesTInternationalTremittancesTareTdefinedTasTtheTportionTofTmigrantTworkers’TearningsTsentTbackTfromTtheTcountryTofTemploymentTtoTtheTcountryTofToriginT(ILO,T2000).TRemittanceTcanTalsoTbeTsentTinTkind.TTransfersTthatTtakeTplaceTinTkindTisTquiteTdifficultTtoTmeasure.TRemittancesTcanTbeTindividualTandTitTcanTalsoTbeTcollective.TWhenTindividualsTsendTremittanceTtoThis/herThouseholdTorTkithTandTkinTthatTcanTbeTtermedTasTindividualTremittance.TWhenTaTgroupTofTmigrants,TtheirTassociationsTorTprofessionalTbodiesTmobilizeTresourceTtogetherTandTsendTforTcollectiveTorTcommunityTprogramTthatTcanTbeTtermedTasTcollectiveTremittance.TIndividualTremittancesTareTmostlyTgearedTtowardsTtheTfamilyTwhereasTcollectiveTremittancesTareTgenerallyTusedTforTcommunityTdevelopment.
TransferTofTremittancesTtakesTplaceTthroughTdifferentTmethods.T46%TofTtheTtotalTvolumeTofTremittanceThasTbeenTchanneledTthroughTofficialTsources,TaroundT40%TthroughThundi,T4.61%TthroughTfriendsTandTrelatives,TandTaboutT8TpercentTofTtheTtotalTwasThandTcarriedTbyTmigrantTworkersTthemselvesTwhenTtheyTvisited.
SonaliTBankThasTarrangementTwithTsomeTforeignTbankTandTtransferTagenciesTinTvariousTcountries.TWhenTtransferTisTmadeTfromTthoseTcountriesTandTthroughTanyTofTthoseTfinancialTinstitutions,TtheyTtransferTitTdirectlyTtoTtheTSonaliTBank.TThisTtransferTisTmadeTthroughTonline.TGenerallyTSonaliTBankTWageTEarnersTBranchTreceivesTallTtheseTremittanceTandTthenTsendsTitTtoTtheTrespectiveTbranchesTofTtheTbank.TThisTisTtransferredTbyTfillingTupTaTTTPOT(TelegraphicTTransferTPayTOrder)TformTorTFTTT(ForeignTTelegraphicTTransfer)Tform.
ForeignTexchangeTsectionTisToneTofTtheTmostTimportantTsectionsTinTtheTbankingTsector.THereTIThaveTlearnedTaboutTtheTprocedureTofTforeignTremittance.TTheTsystemTofTtransmittingTorTsendingTmoneyTfromToneTbankTtoTanotherTbankToutsideTtheTcountryTisTknownTasTremittance.TItTisToneTofTtheTimportantTfunctionalTareasTofTaTbank.TIThaveTlearnedTaboutTtheTfollowingTfunctionsTfromTthisTsection:T
SpotTCashT/TCashTPickTup:TIThaveTcollectedTpinTno.TandTphotocopyTofTnationalTIDTcardTfromTcustomersTtoTcashTpickTupTwhichTisTsentTfromTforeignTcountries.T
DollarTendorsement:TIThaveTcheckedTallTtheTdocumentsTandTfilledTtheTformTrequiredTforTdollarTendorsement.T
ForeignTBillTforTcollection:TIThaveTseenTtheTprocedureTofTforeignTbillsTcollectionTandTcheckedTtheTdocumentsTrequiredTbyTbank.T
LetterTofTCredit:TIThaveTgatheredTtheTpracticalTknowledgeTaboutTtheTprocedureTofTmakingTLC.TIThaveTalsoTgetTanTopportunityTtoTseeTtheTshippingTdocumentsTlikeTProformaTinvoice,TCommercialTinvoice,TBillTofTexchange,TBillTofTlading,TCertificateTofToriginTetc.T






2.2.14 Government Section:  
In Government section, I have received chalan and posted those chalan in the software. There are different types of chalan like, chalan for tax collection, chalan for exam fees, chalan for penalty etc. Different codes are followed for different chalans.
Financial services have traditional been the subject of close government scrutiny and it is to be expected that rates, interest rates, and terms of credit should be closely monitored in the public interest. In the recent years, however, government have tried to use interest rates, credit regulations and informal controls on banks as a means of managing the supply of money in the economy in an effort to increase or reduce consumer spending and to hold back or promote investment by business. During the 1976 to now, the effect of these policies has been to add a new dimension of risk and uncertainty to financial markets which were already fluctuation wildly because of the oil crisis, the commodity boom, increasing inflation and controlled exchange rates.
However, net income of local banks is drastically reduced, as the required to maintain very large provisions for bad debts and interest suspense accounts.
Human Resource Management 
Human resource management includes all management decisions and practices that straightly affect or influence the people, or human resources, who work for the organization. In modern years, louden attentiveness has been devoted to how organizations manage Human Resources. This increase focus comes from the comprehension that an organization’s employees facilitate an organization to achieve its goals and the management of these human resources is vital to an organization’s achievement. 
Human Resources Management (HRM) is a innovative concept. It is a grouping of HR, Accounting, Management, Financial Management and Economics. Globalization to would economy has unprotected the commercial business organization to universal competition, enlistment of professional manpower and modern numerical management practice. So, there are increasing understanding cannot achieve its goal successfully and efficiently. To face this multifaceted management challenge, actual objectively measurable database system to quantity and apply HRM information.
Now-a-days, in Bangladesh, every year, and big amount of cash and talented HRM are being involved by corporate to recover the efficiency or skills o f their workforce across the country. Such huge expenses are made with the anticipation of future returns in terms of better-quality services to be rendered by skilled employees. In other words, organizations by capitalizing human resources development certainly growth the service potentials personified in human resources and these reserves thus create economic assets for the organizations.
Human resource (or personnel) management, in the sense of receiving things done through people, is an important part of every manager’s errands, but many organizations find it beneficial to establish a professional division to provide an skillful service dedicated to safeguarding that the human resource function is achieved competently.
“People are our most valuable asset” is a chestnut which no member of any senior organization team would affect with. Yet, the reality for many administrations are that their people continue under valued, under experienced and under utilized.
The rate of modification facing administrations has never been greater and administrations must absorb and achieve change at a much faster rate than in the past. Acceptable to instrument a successful business policy to face this challenge, governments, large or small, must ensure that they have the correct people accomplished of distributing the strategy.
There is a long-standing disagreement about where HR-related purposes should be prepared into big organizations, e.g., “should HR be in the Organization Expansion department or the other way around?”
The HRM function and HRD profession have experienced wonderful change over the past 20-30 years. Many years ago, big governments looked to the “Personnel Department,” mostly to achieve the paperwork around engagement and paying people. More recently, organizations contemplate the “HR Department” as playing a main role in staffing, training and serving to manage people so that people and the association are performing at all-out competence in a highly rewarding way.
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Functions of HRM: 
· Design for Organization, Jobs and People 
· Strategic Human Resources 
· Job survey
· Obtain Human Resources Alike Employment chance 
· Recruitment 
· Selection 
· Emplacement

· Prizing  Employees with Compensation and benefits 
· Performance Appraisal 
· Creating Performance    
· Training 	 
· Human Resource Development 
· Managing Human Resources 
· Welfare and Health 
· Labor Relationship 
· Employment moving 
· Continueing multinational HRM 







4.2 Importance of Human Resource Management: 

In the new business world, experts in the human resources area are important elements in the achievement of any organization. Their jobs involve a fresh level of sophistication that is supreme in human resources management. Not astonishingly, their status in the organization has also been raised. Even the name has altered. Although the terms personnel and human resources management are normally used interchangeably, it is significant to note that the two connote quite dissimilar aspects. Once, a single individual heading the personal function, today the human resource department head may be a vice president sitting on executive boards, and contributing in the growth of the overall organizational strategy. 
Human Resource Management mentions to the performs and policies one need to carry out the people or personnel features of one’s management job. These include: 
i.Leading job analysis (determining the nature of each employee’s job)
 ii.  Forecasting labor needs and engaging job candidate. 
iii.Choosing job candidates 
iv. Positioning and exercise new employees 
v. Functioning wages and salaries (decisive how to compensate employees) 
vi. On condition that inducements and benefits 
vii. Evaluating performance 
viii. Interactive (questioning, counseling, correcting) 
ix. Training and growth 
x. Structure employee obligation
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2.3 Human resource activities of Sonali Bank Ltd.
Human resources remain the single most influential factor behind the success of any organization though all technological and intellectual developments occur. Human resources is the main driving force for performing at the highest level in a fiercely competitive financial market like Bangladesh by a competent, committed and fully motivated team this think are believed by Sonali Bank Ltd.
By attracting, retaining and motivating the most talented and success driving people the bank maintain HRM strategy. The Bank has developed a detailed HR manual.The service rules covering the recruitment guidelines, promotion criteria, training and other related issues. The transparency and continuous endeavors for achieving the excellence are the core strength of HRD at Sonali Bank Limited.
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 2.3.1 Selection and Recruitment policy of Sonali Bank Ltd

ATdecisionTmakingTprocessTcalledTselection.TATprocessTisTaTnumberTofTinterrelatedTactivities.ATseriesTofTstepsTthroughTwhichTapplicantsTpassTisTaTselectionTprocess.TForTexample,TaTcandidateTwhoTfailsTtoTqualifyTforTaTparticularTstepTisTnotTeligibleTforTappearingTforTtheTnextTstep.SoTeachTstepTisTcrucial.TFailureTofTanyTstepTdisqualifiesTtheTcandidateTfromTattemptingTtheTnextTstep.T
FirstTtheyTtakeTpreliminaryTinterview.ThenTthereTisTselectionTtests.AfterTemploymentTinterviewTandTthenTreferenceT&Tbackground.ThenTtheTdepartmentTtakeTselectionTdecision.WhenTtheyTtakeTthenTtakeTmedicalTexamination.WhenTtheTcandidateTpassTtheTmedicalTexaminationTthenTheTorTsheTgetTjobToffer.ThenTtheyTcontractTaTfileTnameTemploymentTcontract.AndTfinallyTEvaluationTprocessTisTtheTlastTprocessTofTselectionTofTHRTinTSonaliTBankTLtd.
ByTrecruitingTorganizationTgetTtheTbest-TqualifiedTapplicantsTtoTfillTvacancies.SoTrecruitingTisTimportant.TRecruitmentTisTtheTprocessTofTfindingTandTattractingTqualifiedTorTsuitableTapplicantsTtoTfillTvacancies.JobTanalysisTisTtheTmethodsTandTproceduresTusedTtoTacquireTanTunderstandingTaboutTjobs.TThereTareTmainlyTtwoTsourcesTofTrecruitment:TinternalTandTexternal.TOnTtheTotherThandTOnTtheTotherThandThiringTsuitableTpeopleTforTjobTisTcalledTselectionTprocess.TheTmainTgoalTofTselectionTisTrightTmanTforTrightTjob.PreliminaryTreceptionTofTapplication,Tinterviewing,Ttest,TmedicalTtest,TreferencesTandTfinalTdecisionTofThiringTareTtheTstepsTofTselectionTprocessT.T
SBLTalsoTpracticesTaTformalTestablishedTrecruitmentTandTselectionTprocedures.basedTonTtheseTtwoTdefinitionsTofTrecruitmentTandTselectionTofThiringTsuitableTpeopleTforTjob..T






Selection and Recruitment policy of Sonali Bank Ltd
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Recruitment Flow-chart of SBL

Workforce forecasting
↓
Prepare and publish advertisement
↓
Receive application through several sources
↓
Sort the CV’s according to the criteria
↓
Plan for Selection Test
↓
Create Database and Inform Candidates (Interview cards, emails, phone calls etc)
↓
Taking necessary preparation for exam
↓
Recruitment File closing with reports
↓
Taking Joining/File Handover to the appointment unit

               

  2.3.2 Performance appraisal of Sonali Bank Ltd.

Sonali Bank Ltd. There is performance is one of the manager’s most important tasks though they improve others.Managers freely admit performance appraisal.In Sonali Bank Ltd.improvement coaching gives them difficulty. This is not easy for Judging an employee’s performance accurately.
Often the judgement even harder to convey the employee in a constructive and painless manner and to translate feedback on past performance into future improvement.There is a great importance to determine appropriate compensation related to task.
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A. The appraisal and counselling discussion

· Sonali Bank Ltd. Arranges an appraisal and counselling interview once in a year for employees to
· To discuss work process
· Make suggestion about job content
· Discuss career interest and aspirations to be told of the bank general assessment of performance.
· Raise question about work,the bank or the individual
· Understand overall performance rating as one aspect of salary review.
· To prepare for the discussion employees are given atleast three working days before the interview.
· The interview is concerned primarily with problem and suggestions about work,career interest,personal or other problems that are raised and the banks assessment of performance.
· Employees follow up with their officer on any outstanding points raisd during the interview.


A. Career management

Career management is policy of SBL to ensure that individual are given the most possible career  development consistent with both organizational need and personal aspirations.In major tool in achieving  personal development in their appraisal system which  identifies employees strength and weakness and counselling them to achieve higher performance levels and ultimately greater and more rearding responsibilities.It is conducted under the guidance of the officers and formalized training programs of SBL.






B. Promotion

All the promotions of SBL,from lower grade to higher grade are made on the basis of criterion laid down and the directives given by the board from time to time.
Promotion occure either of the two sets of circumstances:
· As a result of evaluation,if it is observed that a job career a level higher than that of the incumbent.
· Where a vacancy exists within the bank for which internal candidates are sought from a lower level.
In either case selection of candidates is on basis of
· Qualifications 
· Performance
· Potential
In all cases the selection of the individual to be promoted are discussed and considered by the promotion of  advisory committee of SBL constituted for the purpose.

C. Counselling unsatisfactory performance

When it becomes necessary to discuss performance shortcoming the officers of SBL meet the employee to discuss the problem and their underlying reason. Suggestions are made on how improvements can be achieved and a date set for reviewing situation again.At the end of the period situation are discussed with the employee.If no improvements are achieved,further period is set.If still no improvement,or if the performance still falls short of the target set ,the situation is discussed with the personnel department.When improvements occure ,they are recognized and encouragement is given to maintain and further improve performance.


D. Job description

SBL ensures that every employees has clear understanding about his or her duties and responsibilities and he or she shares this understanding with his or her supervising officer.The means of achieving this understanding is the job description.
It is responsibility of all supervising officer of SBL to prepare a job list describing the details of duties to be performed by his or her subordinate in the bank.

2.3.3 Training and development policy of Sonali Bank Ltd.

To performing the activities every organization needs well-trained people.Employees increase knowledge and skill by training and development.Without  updated by proper training knowledge becomes obsolete. For every organization it is necessary to raise the skill levels and increase the versatility and adaptability of employee.Now a days jobs become more complex.There are use of different technological software.So the importance of employee training was increased. Sonali Bank Ltd. spend billions of dollars each year on formal training. There are intensified competition, technological change and the search for improved productivity.So Sonali Bnak Ltd. are motivating management to enhance expenditures for training.A firm depends on the knowledge and skills possessed by the employees for competitive advantage . So Sonali Bank Ltd manage the training and development.

A. Staff training and development policy 
· SBL training and development policy are based on its personnel policy.
· All training and development activities sponsored by SBL ,in and out premises ,internal and external ,at all levels ,are job related and geared towards improvements of current performance and further development of the employees.


Training and development policy
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Functional elements of training and development of SBL
· On the job training
· Training for further promotions
· Supervisory skills training 
· Managerial skills training
· External job career related training
· Implementation of technical criteria on filling vacancies
· Implementation of multifaceted training programe to cope with the turnover consideration about the job enrichment possibilities to facilitate individual development and promotional career path.

B. Training budget

· In the SBL ,the HR department works with the divisional heads during the fourth quarter of each year with a view to identify training needs for the upcoming year.
· A plan of training for each department is drawn up utilizing existing,modified or potential in house programs and external courses.
· A consolidated budget is presented to the managing director for approval by the board of directors. 
C. Career management

· SBL training efforts are given to improve employees performance in their present posts and recognizing and developing potential for advancement.
· SBL HR departments role is primarily to meet needs,to increase competence and current performance.
· HR departments works continuously with departments head to ensure that high potential staffs are identified,developed by training and experience.
 
  
2.3.4 Transfer and separation policy of Sonali Bank Ltd.

A. Transfer
· At the banks request: Any vacancies occure in SBL ,other than at trainee level,are filled by an internal candidate whenever possible.The personnel department selects suitable candidate and inform the individuals through formal office order about the transfer.
· At the employees request: Employees of SBL can apply, through proper channel to the personnel department,for a transfer to another department or office.The discreation to allow such a a transfer with the competent authority.
· Job rotation: In the SBL transfers of duties of staf at regular intervals are provided to ensure safeguard against fraud as well as to assist in making the services of every staff of greater value of SBL.


B. Resignation
 In the SBL if any employee wants to resign from the service of the bank,serves on the competent authority a notice in writing disclosing his or her intention to resign as under:
· 90 days notice in case of permanent / confirmed officers grade.
· 60 days notice incase of probationary officers subject to other condition s mentioned in the agreement or bond.
· 30 days notice incase of trainee astt officer subject to other conditions mentioned in the agreement.
· 30 days notice incase of permanent/confirmed non officers grade.
· 30 days notice incase of temporary/unconfirmed employee.




C. Termination of service

· SBL terminates the service of an employee or call upon him to resign from the service of the bank.90 days notice incase of confirmed employees.
· 30 days notice incase of temporary employee and employee on probation including probationary officer.
· Over or above the notice of or salary,such employees are entitled to other benefits as may be admissible under the law for the time being in force.
The employees promotion, transfer, demotion and separation- is a major aspect of human resource management. In Sonali Bank Ltd. actual decisions about whom to promote and who to fire can also be among the most difficult, and important, a manager has to make.













2.3.5 Compensation 
Salary administration and Employee benefit
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A. General Policy

· The job they are filling in terms of its technical demands and responsibilities in relationship to other jobs in the bank.
· A fixed pay for the holder of the post.

B. Job evaluation
 In SBL,the first stage of salary administration is the evaluation of each position by the management committee.For this purpose supervising officer ensure that any substantial changes in the job recruitment or responsibilities are incorporated in the revised job description.As a minimum they review description once a year as part of the appraisal process.
As a result of job evaluation each job is place in a grade with an associate salary range which is applied to its incumbent.

C. Positioning of staff within ranges
SBL merit increase programe :
· Reward employee who by their individual effort and performance are making progress in their position
· Assure fair and equitable pay for all employee in relation to performance in their position.

D. Fixation of salary on promotion
In SBL after an employee promotion his or her substantive salary is fixed at the minimum level of the salary range for the new position.In case the employees existing substantive salary exceeds the minimum level for the new position.it is fixed at a level in the higher salary range which is immediately above the existing substantive salary of the employee.

E. Payment of salary
In SBL substantive salary and allowance is accrue from the commencement of the active service of an employee and is generally become payable on a working day during the last week of each month is determined by government from time to time.

F. Medical facilities
In SBL all employees of the bank get medical facilities as per scheme approved by the government.

G. Provident Fund
The benefits of provident fund is approved as per provident fund rules of SBL
Gratuity
· The gratuity is to be compensated to the concerened employee for the past service rendered to the SBL
· SBL creates a gratuity fund by annual charge to revenue expenditure and all gratuity payment is made out of the said fund.
· The gratuity is paid at the rate of one months basic salary for each completed year of service.
· The basic pay for the calculation of gratuity is the basic pay drawn by the employee concerned for the immediate last month.
· An employee who has completed 10 years permanent and continuous service in SBL is entitled to gratuity.
· The gratuity is paid to the employee concerned in SBL.In case of his/her death the gratuity is payable :
· To the person nominated by him/her before his/her death.
· To his/her legal heirs in the absence of any nomination.
     2.3.6 Leave rules of Sonali Bank Ltd.
A. General Policy
· An employee of SBL can not be absent from his/her duties or leave his/her place of posting without obtaining leave sanctioned by competent authority.An employee is not allowed for leave of absence on the ground of illness or maternity unless the same is substantiated by a medical certificate to that effect from a medical practitioner designated by the board.
· SBL doesn’t draw any pay for its employee unauthorized leave.The employee are liable to disciplinary action as the competent authority may impose including dismissal from service availing unauthorized leave.
· All applications for leave are addressed to the controlling authority,which must contain the full contact address during the period of leave applied for.
· Employees of SBL submit their leave application well ahead so that it can be processed and sanction given before they are allowed to proceed in leave.



[image: ]

B. Types of leaves
Casual leaves
· In SBL casual leave is granted not more than 10 days in a calendar year.
· Not more than 3 days casual leave can be taken by an employee.
· Casual leave is not combined with any other kind of leave,or procced by any holidays.
· Any unauthorized casual leave during a calendar year is not carried forward next year.
      Earned leave
All staff employeed by SBL are entitled to annual leave uon completion of one year service
· Assistant officer/probationary officer and above gets annual leave of 4 weeks.
· Assistant with three years and above service gets annual leave 4 weeks.
· The maximum period of earned leave which is taken at any one time by an employee is 45 days.
· An employee entitled full salary and other admissible benefits during the period of his/her earned leave.

Maternity leave

Maternity leave of female employee is granted with full salary and other admissible benefit for six months.
Extraordinary leave

· Extraordinary leave can only be granted to an employee of SBL when no other leave is unavailable to him/her.
· Any unauthorized leave may at the discretion of the competent authority be treated as Extraordinary leave.
· No pay ,allowance and other benefits are given to an employee during the period of spent on Extraordinary leave.

2.3.7 Employee relation

HR is much more than just recruiting people.A proactive HR department helps the new hire become a productive and satisfied employee when the employee selection is completed  . The process of becoming a productive and satisfied employee is important to the organization and to the employee.The new comer think about if he will be able to do the job. If he fit in around there.How is the boss behave with him.At the time of employment Employees are think to quit when their first few months passes. Orientation program familiarizes new employees with their roles, the organization, its  policies, and other employees. It is a process of  adaption that helping new employees adapt to their new organizations and work responsibilities.
New employees  faces anxiety about their job and job environment. Anxiety is bad for health and job so  new employees want to reduce that anxiety very quickly. The new member feels a lack of identification and that create Stress.Loneliness and a feeling of isolation are not unusual response. New employees need special attention to put them comfort.
An adequate amount of information to reduce uncertainties and ambiguiti helps employee to overcome this. Through this program, personnel department can reduce employee turnover. By meeting personal objectives of employees can reduce turnover .Turnover cost is very high.Recruiting, training and developing new employees are including with cost. When employees quit, the loss may be high because of training, skills that they take with them.   
Sonali Bank Ltd.help employees that they can easily overcome their stree and anxiety and comfort with the Socialization or Orientation with the environment of Sonali Bank Ltd.



Ethics and fair treatment at work

More or less SBL tries to take care of the matter that its employees are being treated with the fairnesss and justice that they deserve.Perception of fairness relate to enhanced employee commitment,enhanced satisfaction with organization.
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2.3.8 HR Practice at Sonali Bank Ltd. Gohail Road Branch,Bogra

In Sonali Bank Ltd. Gohail Road Branch,Bogra there are HR activities.The HR practices in this branch motivate employee to work timely and properly.In this branch the HR practices are these:
•	Monthly salary.
•	Office order for employees. 
•	Sent regular official statement at Principal Office & Corporate Branch in Sonali Bank Ltd. 
•	Maintain correspondence with Principal Office & Corporate Branch in Sonali Bank Ltd. 
•	Prepared charges and suspense vouchers. 
•	Maintain leave record register.
•	Prepare launch salary for employees.
•	Stocked office stationary for employees.
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2.4 SWOT Analysis of Sonali Bank Ltd.
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Strengths:
· characteristicsTofTtheTbusinessTorTprojectTthatTgiveTitTanTadvantageToverTothers.ThatTisTcalledTStrength.InternalTStrengthsTofTSonaliTbankTLtd.Tare:T
· TheTlargestTcommercialTbankTofTtheTcountryTisTSonaliTBankTLtd.TheTbankThasT1214TbranchesTinTurbanT&TruralTareasTwithTwideTnetwork.
· TheTbankThasTaTwell-educated,knowledgableTandTtrainedTworkforce.T
· TheTbankThasTsustainabilityTplansTasTindicatedTinTitsTapproachTtoTdiversifyTitsTlineTofTbankingTbusiness.T
· SonaliTBankTLtd.TIsTgovernmentTbankT&TmainTsupportTofTgovernment.T
· SoundTorganizationTshowingTgoodTrelationship.TItThasTforeignTcorrespondenceTrelationshipTwithTotherTcountry.
· SonaliTBankTLtd.THasTwideTimage.T
· RuralTpeopleThaTunlimitedTtrustinessTaboutTSonaliTBankTLtd.
· SonaliTBankTLtd.ThasThighTcommitmentsTforTcustomers.T
· SonaliTBankTLtd.THasTqualifiedTandTexperiencesTpersonnelTetc.
· LargestTcommercialTbankTinTBangladesh.
· WidelyTrecognizedTandTstrongTbrandTname.
· AgentTofTBangladeshTbank.
· QualifiedTandTexperiencedTworkforce.
· StrongTliquidityTandTfinancialTcondition.
· StrongTnetworksTallToverTinTBangladesh.

Weakness:T
characteristicsTofTtheTbusinessTthatTplaceTtheTbusinessTorTprojectTatTaTdisadvantageTrelativeTtoTothersTisTcalledTweakness.InternalTweaknessesTofTtheTbankTare:T
· SonaliTBankTLtd.TExcessiveTClassifiedTLoans.
· BackwardnessTinTusingTmodernTbankingTtechnology.
· InTSonaliTBankTLtdTCostTofTfundTisThigher.
· MoreTdependenceTtoTgovernmentTsectionT&Tself-financeTprojectTinTexportT&Timport.T
· ThereTisTinsufficiencyTinTcommercialTexportT&Timport.T
· ThereTisTabsenceTofTITTapplications.T
· InTSonaliTBankTLtd.TSomewhatTmanualTbasedT
· HugeTamountTofTbad/debtTloan.
· LackTmotivationTofTworkers.
· ServiceTisTnotTupTtoTtheTmark.
· OnlineTbankingTisTnotTstrong.
· AbsenceTofTteamwork.
· WeakTbranchTcontrollingTandTmonitoringTsystem.
T






Opportunities:
elementsTinTtheTenvironmentTthatTtheTbusinessTorTprojectTcouldTexploitTtoTitsTadvantageitiesTisTcalledTOpportunities.SonaliTBankTLtd.TAlsoThaveTsomeTopportunities.TheseTare:
· ItTcanTexpandTtheTbusinessTbyTusingTtheTnetworkTofTlocalTbranchesT&TforeignTsubsidiaryTbranches.TSonaliTBankTLtd.TCanTexpansionTofTinterTbankTforeignTexchangeTbusiness.
· ItTcanTalsoTexpandingTcommercialTimportT&Texport.
· ItTcanTfinanceTtoTexportTorientedTindustries.T
· ThereTisThighTdemandTofTsmallTenterpriseTfinancing.T
· ThereTisTalsoThighTdemandTofTremittanceTfacility.T
· InvestmentTpotentialityTinTBangladesh.
· IncreasingTdemandTofTcustomerTfinance.
· EnormousTopportunityTinTforeignTremittanceTsection.
· ByTimplementingTe-commerceTandTonlineTbankingTremarkable
· OpportunitiesTareTcreated.








ThreatsT:
ElementsTinTtheTenvironmentTthatTcouldTcauseTtroubleTforTtheTbusinessTorTprojectTisTcalledTthreats.
· DayTbyTdayTincreaseTtheTcompetitionTofTtheTbankingTsector.T
· DefaultingTcultureTofTtheTborrowers
· ThereTisTtoughTcompetitionTwithTGovt.TPrivateT&TForeignTcommercialTbank
· ItTisTaTthreatTofTunwillingnessTtoTworkTofTsomeTofTemployees
· SomeTrulesTandTregulationsTofTBangladeshTBankTalsoTcreateTthreatTforTtheTbank.
· HighTstandardTCommercial/ForeignTbankTasTwellTasTprivateTbank.
· IllegalTinterferenceTofTCBATinTbankingTactivities.
· HighlyTqualifiedTandTexperiencedTbankersTleaveTtheTbankTaTveryThighTpercentage.
· CannotTtakeTproperTactionTagainstTbadTdebtorTdueTtoTpoliticalTinterference.
· IncreasingTpercentageTofTshiftingTcustomerTloyalty.
· LowTInterestTrateTcompareTtoTprivateT/ForeignTbanks.













Chapter Three
















3.0 Finding of the report         
I have find out some points by screening the whole study, which are expressed as major findings. The conversations with the Sonali bank officials were very significant for the findings.
· This branch office space is not large as its operation. 
· The service of this bank is not fully modernized.
· Foreign Exchange Business is the main Sources of Income.. But in my branch there is no Foreign Exchange department.
· In this branch the products are not up dated. Schemes’ rate are very low than Private Banks. 
· Human Resources should be developed which is a must for service organization. 
· There needed business knowledge that should personnel having  by BBA and MBA. 
· The banking system is not properly used in systematic way.
· There need ensure proper division labor in the desk. Unfortunately, someone works more, Someone passes time by gossiping. 
· There need sufficient manpower in Sonali Bank Ltd. For the lack of employees the work load more. 
· Supervision is not properly managed.
· As a commercial bank, Sonali bank still follows the traditional banking. This organization still concentrates on production oriented approach but for the present era of Marketing. The large distribution channel and the inefficiency of the employees do not permit the proper marketing orientation in Banking.
· There is a training institution and a human resource division of Sonali bank to run the activities of human resources.
· The communication of Sonali Bank is open and free. Sonali Bank uses notice board, magazine, newsletters, the suggestion programs etc as a method of communication.
· It uses pay, financial incentives, flexible working hours, work sharing, promotions, giving responsibilities, autonomy and decision as a method of motivating employees.
· It provides compensation according to the government pay scale.
· It has no any procedure to determine salaries and wages.
· There is no provision for overtime in Sonali Bank.
· It uses negotiation procedure to grievance handling.
· It has a better labor management relationship.
· There is no specific job analysis for the evaluation of the position in the Sonali Bank.
· Sonali Bank describes the duties and responsibilities of the department and the department describes the duties and responsibilities of the sections of the department.
· Sometimes inefficient allocations of resources have created a huge amount of had debt.
· Sometimes pressure groups are involved  sanctioning loan.








3.1 Recommendation        

 I find something that are some recommendations, if the bank follows the recommendation mentioned bellow, it will overcome its problem.These are:
· Employee and customer smooth co-ordination should be needed. 
· Bank needs efficient employees who must be honest.. 
· Sonali Bank Ltd. must increase their service like private commercial bank.Like they can increase ATM service in anywhere andready cash service etc. 
· For it’s vast banking operation the branch need large office space. 
· The bank should give more promotional activities 
· Human Resources development must be needed.
· Proper communication system should be ensured.
· The proper supervision is necessary.
· Bank should have a proper computer section, It is the demand for modern era. 
· CBA activities should be reduced. 
· All branches should be properly decorated 
· All the Staff and officers of Sonali Bank Ltd.should speak polite and low voice
· Bank should introduce new product
· In training sector bank should provide appropriate training
· Bank should motivate the employee  
· It should be use IT to perform all banking activities 
· The manual based operation should be neglect by bank
· All the department should be known about their goals and objectives. It is essential to execute company objectives into individual target.
· Banking is a service-oriented marketing. Its business profit depends on its service quality. That’s why the authority always should be aware about their service quality.


















3.2 Conclusion

Sonali Bank Limited is the largest commercial bank in Bangladesh.So there is as well as the largest employer in both the public and private sector in Bangladesh.By developing of industrial sector the bank is playing an important role in the socio economic development.In the economy period The bank provides all the conventional banking service.The bank also specialized financing activities.
  The Banking arena in recent time is one of the most competitive business fields in Bangladesh. As Bangladesh is a developing country, a strong banking sector can change the socio economic structure of the country. So we can say, the whole economy of the country in linked up with its banking system. There are 54 banks in Bangladesh in which 38 are indigenous commercial Banks. Sonali Bank ltd is the largest commercial Bank of Bangladesh. This bank performs hundreds of important activities both for the public and for the government as a whole. It has an outstanding bearing to thrive our business sector. It has strong performance on General Banking, Loans & Advances, Industrial credit, foreign Exchange and HR activities.
Finally I can say by controling its expenses and takes proper steps to overcome its limitation the bank will become the most modern commercial bank of Bangladesh. Every organization has its positives as well as negatives.In case of  Sonali Bank Limited it can be said that the management is determine to reach the near of success .In conclusion I can say that the negatives will be eliminated in near future because Sonali Bank ltd. is near to the heart of the people.I can say that Sonali Bank Limited get success more and more with new generation ensuring digital Bangladesh.
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Total number of branchs

2013	2014	2015	2016	2017	2018	1000	1050	1100	1150	1200	1214	


Total number of employees
2013	2014	2015	2016	2017	2018	18100	18150	18100	18000	18301	18167	


Total Income	2014	2015	2016	2017	2018	1300	1500	1600	1690	1670	Total Expenditure	2014	2015	2016	2017	2018	1250	1450	1550	1590	1600	Net profit	2014	2015	2016	2017	2018	



Foreign exchange business position
Export	42339	42705	43070	43435	5150.5	4150.5	5721.21	6150.5	Import 	42339	42705	43070	43435	5294	3995	8523.6	6456	Remittance	42339	42705	43070	43435	6069.67	4231.3100000000004	5766	5064	
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