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[bookmark: _Toc72945243]Executive Summary

Recruitment and selection are critical processes for any effective organization because hiring the right people enhances and maintains organizational efficiency and is linked to the overall organizational development. The Human Resource Department's primary role in every organizational unit is recruiting and selection, and the recruitment process is the first step toward building competitiveness.
Recruitment and selection activities may be thought of as the foundation upon which all other functions of an organization are built. The importance of providing the right manpower with the right expertise for the right tasks has become increasingly important as the business environment becomes increasingly competitive. Knowledge and skills development is vital to the health of organizations. 
Turnover has become a major concern for every business. Maintaining a professional workforce is vital for an organization's sustainability to remain stable. It is obvious that in order to minimize turnover, job satisfaction must be achieved. Employee satisfaction is dependent on proper recruiting and selection, as happier workers are less likely to leave their jobs.
The report is based on “Analysis of Recruitment and Selection Process of PRAN-RFL and Changes in Their Practices during the Pandemic”. PRAN-RFL Group is a Bangladeshi food and household manufacturing corporation located in Dhaka, Bangladesh. PRAN-RFL is now one among the foremost valued food & beverage brands and among the many people in Bangladesh and 94 other countries within the world, PRAN-RFL goods are regularly exported.  All PRAN-RFL products are manufactured according to international standards that ensure the best quality at all stages of their manufacturing process. 
The report highlights all the gathered information regarding the company and its various recruitment and selection practices. 
i
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[bookmark: _Toc72945244]Chapter 1 Introduction
[bookmark: _Toc67441812][bookmark: _Toc72945245]1.1 Background of the Study 

A required part of the BBA degree is a project report. Each student is required to submit such a report after the completion of all credits, based on a subject specified by the supervisor, based on an organization relevant to the discipline of the student.

The report titled “Analysis of Recruitment and Selection of PRAN-RFL and Changes in Their Practices during the Pandemic” has been prepared as a course requirement of Bachelor of Business Administration Program, School of Business and Economics, United International University. 

This report is based on recruitment and selection process of PRAN-RFL. Through this report an individual can expect to have a good knowledge and clear vision of the recruitment and selection process of PRAN-RFL. To complete this report, I had to talk to the HR manager of PRAN-RFL and have also used my theoretical knowledge that I have gained in the last 4 years of study. 
[bookmark: _Toc67441814][bookmark: _Toc72945246]1.2 Rationale of the Study
The rationale of the report was to find out the recruitment and selection process of PRAN-RFL and how their operations changed during the pandemic. This report portrays an image of what is recruitment and selection, how it is done and what can be done.
[bookmark: _Toc72945247]1.3 Objectives of the Study
[bookmark: _Toc67441815]Broad Objective: The board objective of the study is to identify the recruitment and selection process and to identify the recruitment and selection practices of PRAN-RFL Group before and during the pandemic.

Specific Objectives: The following aspects can be listed as the specific objectives for this practical orientation:

a) To identify the recruitment and selection procedure followed by PRAN-RFL Group 

b) To identify the problems of recruitment and selection process through questionnaire survey analysis 
c) To recommend necessary measures to make it more effective. 
[bookmark: _Toc72945248]1.4 Scope of the Study
· Experienced and gained practical knowledge about the recruitment and selection process of PRAN-RFL
· Broader knowledge of various tools and techniques of recruitment and selection
· Encountered real scenario of the how recruitment and selection is done in organizations like PRAN-RFL.
[bookmark: _Toc67441816]
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[bookmark: _Toc72945249]Chapter 2 Methodology of the Report

[bookmark: _Toc72945250]2.1 Type of Research
“Analysis of Recruitment and Selection of PRAN-RFL and Changes in Their Practices during the Pandemic " is a descriptive research where people are going to have an overview on the recruitment and selection processes and how PRAN-RFL Group does their recruitment and selection and what they did during the pandemic.
[bookmark: _Toc72945251]2.2 Type of Data
The report is mainly based on both primary data and secondary. All the data were collected though field work (Interview) using a survey questionnaire and websites.
[bookmark: _Toc72945252]2.3 Data Collection Method 
Interview has been taken to collect primary data for this report. A questionnaire has been used to gather information for the report. 
[bookmark: _Toc72945253]2.4 Data Analysis Technique
Descriptive Analysis has been done where a detailed information about Recruitment and Selection and how PRAN-RFL recruits and select their employees both before and during the pandemic. To do the analysis, the data were collected through the interview and later on in the finding and analysis part it has been interpreted.
[bookmark: _Toc72945254]2.5 Methodological Limitations
· Due to the lockdown, it was difficult for me to complete the data collection in a timely manner.
· Due to privacy issue, the organization was reluctant to provide information in some cases which couldn’t be added in the report.
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[bookmark: _Toc51984476][bookmark: _Toc67441817][bookmark: _Toc72945255]Chapter 3 Organizational Profile

[bookmark: _Toc67441818][bookmark: _Toc72945256]3.1 Introduction of the Company
'PRAN' began its operations in 1981 as a fruit and vegetable processor in Bangladesh which was established by Major Gen (Retd.) Amjad Khan Chowdhury. The founder and Managing Director of the PRAN group was Major General (Retd.) Late Amzad Khan Chowdhury of Natore in the year 1940. He graduated from the Military Academy & Australian Staff College of Pakistan.
In Bangla, PRAN means "Program for Rural Advancement National ", which in Bengali means:  “প্রগতি রূপায়নে অগ্রণী নবোদ্যম”. 
Among millions of people in Bangladesh and even abroad, PRAN-RFL is presently the most well-known household name. It is Bangladesh's biggest food and nutrition company; it is the largest exporter of processed agro products to more than 128 countries with HALAL & HACCP compliance. The primary operation of the company is the manufacturing and selling of juices, snacks, soft drinks, cakes and milk products. More than 200 food items are currently being produced by PRAN-RFL in 10 different categories, i.e. Bakery, Carbonated Beverages, Sweets, Culinary, Confectionery, Biscuits & Dairy Juices, Drinks, Mineral Water, and Bakery. PRAN-RFL goods are currently shipped to 128 countries worldwide. The business has not only risen in size over the years, but has also contributed significantly to the country's overall socio-economic growth.
The business has its corporate headquarters at PRAN-RFL Base, 105 Pragoti Sarani, Middle Badda, Dhaka 1212, Bangladesh. In Bangladesh, PRAN-RFL is leading in contract farming and procures raw material directly from farmers and processes in their many factories for hygienically packaged food and beverage products through state-of-the-art machinery. In every food and beverage industry segment, the PRAN-RFL brand has developed itself and has raised a product range from juices, carbonated beverages, confectionery, snacks, and spices to even dairy products. Currently, not only for its genuine refreshing juice drinks products, PRAN customers love PRAN, but also for its scrumptious quality bakery products with strong visual appearance and exciting design. PRAN plans to spread its reach to every corner of the globe and aims to make PRAN-RFL a truly global brand that can be recognized globally.
They have helped to create the rural economy, producing jobs, export earnings, agriculture and consumer health through their common values and dedication to society and the environment, in addition to contributing to the changing demographics of our global consumers since 1981.
PRAN-RFL Group is a Bangladeshi food and household manufacturing corporation located in Dhaka, Bangladesh. PRAN-RFL is now one among the foremost valued food & beverage brands and among the many people in Bangladesh and 94 other countries within the world, PRAN-RFL goods are regularly exported.  All PRAN-RFL products are manufactured according to international standards that ensure the best quality at all stages of their manufacturing process.
Products produced by PRAN-RFL Groups have acquired significant acceptance and recognition both in the country and around the world. The PRAN-RFL Group currently has a strong demand for its various goods and has gained goodwill not only in Bangladesh, but in various countries around the world. In this field of accomplishment, the key impetus was the supreme soul of the PRAN-RFL Party, the merit, far-sightedness, strong will and sincerity of Mr. Amjad Khan Chowdhury.
RFL (Rangpur Foundry Limited), a PRAN-RFL Group sister company, took its first steps in 1980 with cast iron (CI) products. RFL's original primary goal was to ensure pure water and inexpensive irrigation resources to enhance rural life. The company now has its broad range of CI products such as pumps, tube wells, bearings, gas stoves, etc. and has attained the reputation as Bangladesh's largest cast iron foundry and light engineering workshop. RFL consolidated its operations into the PVC group in 1996 and the plastics business in 2003 with a mission to serve the common people of Bangladesh with the quality of the requisite goods.
In 1996 and 2003, RFL consolidated its operations into the PVC category and the plastic sector accordingly with the aim of serving the common people of Bangladesh with the quality of the products needed. It is currently dominating the industry in all of these three sectors in the country: cast iron, PVC and plastic. A huge proportion is also exported to various countries.
To design and produce new products, it is fitted with in-house R & D facilities. They use a well-organized research laboratory operated by them to guarantee the consistency of the goods. For its strong compliance with the requirements set by both companies, RFL was awarded the BSTI and IS09001 certificates.
The factory locations are 500,000 sq meters of company-owned industrial parks, completely fitted with state-of-the-art injection moulding processing machines and extruding with a processing capacity of over 20,000 tons per month. At present, RFL uses 1600 moulds by 500 machines, 04 castings and 250 extrusion machines with their own equipment. They are a large company of 12,000 workers committed to the supply of PVC & CI products, personalized and high quality plastics.
By producing high quality goods to provide consumers with outstanding services and true return on investment, RFL has become a standard for competitors on quality lines. A big company in the domestic economy was given to the unmatched goods. This is feasible because individuals who ensure innovation professionally manage and promote the business.
PRAN believes in delivering long-run benefits that are sustainable. Self-sufficiency is nurtured by the availability of instruments, information and finance. PRAN also helps farmers who work by providing them with financial assistance at all stages. PRAN contributes to government spending on education, the construction of infrastructure, the generation of public jobs and the transfer of cash under protection networks. In its domestic region, it is also one of the largest corporate taxpayers.
[bookmark: _Toc67441819][bookmark: _Toc72945257]3.2 Vision
“Improving Livelihood”
[bookmark: _Toc67441820][bookmark: _Toc72945258]3.3 Mission
“Poverty and Hunger are Curses.”
[bookmark: _Toc67441821][bookmark: _Toc72945259]3.4 Aim
‘To generate employment and earn dignity and self-respect for our compatriots through profitable enterprises.’
[bookmark: _Toc67441822][bookmark: _Toc72945260]3.5 Objectives
‘Achieving the social values with sustainable pecuniary advantages for all our stakeholders.’
[bookmark: _Toc67441823]

[bookmark: _Toc72945261]3.6 Core Values

By understanding the requirements and desires of customers, PRAN-RFL believes in providing quality. The purpose of this company is constant innovation and development by targeting consumers and seeking to uphold fairness and openness in all categories. The corporate values for PRAN- RFL are-
· [image: D:\UIU\'A  Project'\Images\value-logo.png]Consumer care
· Supplier care
· Employee care
· Trade care
· Discipline
· Commitment to Work
· Fair Judgment
· Service Orientation
· Continuous Improvement
[bookmark: _Toc67441824][bookmark: _Toc72945262]3.7 Corporate Information of the Organization

	Address:
	PRAN-RFL Center, 105 Middle Badda, Dhaka - 1212, Bangladesh.

	Web Address:
	www.PRANfoods.net, www.RFLbd.com, www.rflplastics.com


[bookmark: _Toc67441825][bookmark: _Toc72945263]3.8 Organizational Hierarchy
[bookmark: _Toc67441826][image: C:\Users\LENOVO\OneDrive\Pictures\Screenshots\2020-09-11 (2).png]
[bookmark: _Toc72945264]3.9 Organogram of HRM Department

[image: C:\Users\LENOVO\OneDrive\Pictures\Screenshots\2020-09-11 (7).png]
[bookmark: _Toc67441827][bookmark: _Toc72945265]3.10 Products of PRAN-RFL (including Exporting Products)

	Furniture
	Chair, Table, Tool, Sofa, Wardrobe

	Household
	Glass, Jug, Mug, Bowl, Picnic set, Basket, Tray, Rack, Clip, Hanger, Dish Cover, Net, Glass stand, Spoon

	Cleaning
	Bowl, Bucket, Paper, Trash bin, Dust pan, Ice scooper, Brush, Mirror, Soap Cases


	Storage
	Organizer, Beauty Box, Book Shelf, Cloth box, Bed Cabinet, Closet, Rack, Fish basket, Milk rate


	Food Container
	Various shaped container, Conical box, Freezer box, Lunch box, Airproof container,
Hot pot

	Kids
	Snack box, Tiffin box
Feeding bottle, Milk pot, Baby potty, Baby adapter, Bath tub etc

	Melamine
	Cup, Plate, Glass, Mug, Bowl, Dish, Tray

	Stationary
	Document bag, Clip file, Punch file, Stationary holder, Pen stand, Stapler, Staple remover, Staple pin, Punch machine, Anti cutter, Duster
Pen, Pencil etc


[bookmark: _Toc67441828]
[bookmark: _Toc72945266]3.11 Products of PRAN (including Exporting Products)

	Beverages
	Carbonated Soft Drinks
	Cheer Up, MaxxCola, Ody, Power Drink. PRAN UP

	
	Drinking Water 
	PRAN Drinking Water

	
	Flavored Drinks
	Colors Orange. PRAN Litchi, Tango etc.

	
	Fruit Drink
	Fruitix, PRAN Mango Fruit Drink

	
	Juice
	Latina Apple

	
	Health Drinks
	Robust

	
	Malt Drinks
	Bracer, Bulldozer

	
	Hot Beverages
	Kofi

	Snacks
	Chips & Crackers
	PRAN Potato Crackers, Tomtom Potato Crackers, etc.

	
	Local Ethnic Snacks
	Mango Bar, Mithai Soan Papri

	
	Noodles & Pasta
	Mr. Noodles, The Chef Noodles etc.

	
Biscuit & Bakery
	Biscuits
	Bisk Club Europa, Bisk Club Fun Crackers, All Time Cookies, All Time Ghee Toast, etc

	
	Bread
	All Time Milk Bread, All Time White Bread, PRAN All Time Arabian Ruti, etc

	Dairy
	Butter
	PRAN Premium Butter

	
	Cheese
	PRAN Dhaka Cheese

	Sugar Confectionery
	Chocolates
	Chocolates

	
	Toffee
	PRAN Éclair, PRAN Layer


[bookmark: _Toc67441832]
[bookmark: _Toc72945267]3.12 Major Exporting Countries

They are currently running their own distribution channel in Bangladesh, India, Nepal, Malaysia, UAE, and Africa
They currently represent in more than 60 countries worldwide in Europe, the Gulf, Asia, Africa, and America.
[bookmark: _Toc67441834][image: network]
[bookmark: _Toc72945268]3.13 Subsidiary Enterprises

PRAN-RFL Group is one of the country's fastest growing corporate houses. It has removed a good number of subsidiaries, including:
· Rangpur Foundry Ltd. (RFL)
This is a developed engineering company focusing on meeting the demands of Bangladesh's rural community. The most prolific tube in the nation is a well-made tube by RFL. Today the company provides a wide range of products and has gained the reputation as Bangladesh's largest cost iron foundry & light engineering workshop. RFL has introduced to the Bangladesh market international standard plastic & PVC goods that have already been cordially welcomed by the masses.
· Introduction of RFL Plastics Ltd. 
RFL plastics began business in 2000 in order to produce plastic furniture & allied products. RFL Plastics currently deals with various kinds of plastic products in various categories, such as housewares, plastic furniture, industrial ware, and accessories for clothing. Day by day, the company has grown its product lines and achieved a diversified product portfolio in the plastic industry.
· Property Development Ltd. (PDL)
This is the oldest enterprise of PRAN Group. The Group was established on the profit made by PDL. This enterprise is one of the pioneers in apartment business in Dhaka.
· Property Lifts
It is a modern PRAN Community enterprise. To satisfy the increasing demand for modern lifts and escalators, it imports lifts and other accessories.
· Agricultural Marketing Co. Ltd. (AMCL)
AMCL was initiated as an enterprise for fruit processing. Other food industry sectors (e.g. chips, mineral water, tomato ketchup, etc.) were also gradually incorporated into the AMCL manifold. At present, AMCL has become the PRAN Group's flagship company. Much of the PRAN Group's resources are now committed to the development and activity of AMCL. The group intends to become a global leader in the field of agricultural industry in the long run.


[image: ]
















Chapter 4
Literature Review
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[bookmark: _Toc67441840][bookmark: _Toc72945270]4.1 Introduction to Recruitment and Selection

HRM refers to the strategies, processes, and structures that affect employees' behavior, perceptions, and efficiency, according to Raymond, A. N.(2007). The core of management, according to H. H. Opatha (2020), is decision making, and decisions are taken only by employees in organizations, and those decisions are executed only by employees. “Human Resource Management philosophies focus on methods of recruiting selection and detail the advantages of interviews, appraisal, and psychometric tests as candidate choices as employee selection process,” according to Korsten (2003) and Jones et al. (2006). Human Resource Management, according to Armstrong (1997), is “a holistic approach to securing, creating, handling, empowering, and gaining the dedication of the organization's most valuable resource – the people who work in and with it.”
Recruitment and Selection are procedures that are significant in an association for choosing the correct contender for occupation and in this way adding to the development of the association. In association enrollment and determination is, for the most part, the errand of the Human Resource division. Individuals mistake for the words enlistment and determination in light of the fact that the two words are utilized with regards to welcoming and choosing new possibilities for the opportunities in the association to manage the obligation of that specific occupation. Yet, the implications of these two words are especially not quite the same as one another. A key idea in the enrollment and choice procedure is individual association fit, for example, pulling in and employing individuals who fit into the association's needs, values, culture, and so on. In like manner, the association ought to be 'appropriate' for the individual, for example, there ought to be two-route harmoniousness between the attributes of the individual and the activity/association
According to Edwin Flippo, “Recruitment is the way toward scanning for planned representatives and invigorating them to apply for employment in the association.” A theoretical explanation also states, "It is the route toward finding and pulling in a talented contender for the business. The technique begins when newcomers are searched for and closes when their up-and-comers are submitted. The result is a pool of up-and-comers from which new delegates are picked”.
Recruitment, according to Costello (2006), is "a set of processes and tasks used to better attract a sufficient number of qualified people at the right place and time so that people and organizations can select each other in their own best short and long-term interests." To put it another way, the recruitment process offers a collection of potentially skilled job candidates from which the organization can make informed hiring decisions to fill vacancies. The pillars of successful hiring are proper job planning and forecasting. “Recruitment is the discovery of prospective candidates for real or expected organizational vacancies,” according to Werther & Davis. “Selection is a mechanism by which applicants are split into two classes: those who will be given jobs and those who will not,” says Dale Yoder. According to Michael E. Porter, Recruitment and selection provide the organization with a channel for recruiting and resourcing. According to Oaya, Ogbu and Remilekun (2017), the two distinct processes in company management are recruitment and placement.
[bookmark: _Toc67441841]During this stage of the staffing process, a company establishes plans to fill or eliminate possible job openings based on an assessment of future needs, skills available within and outside the organization, and current and planned resources that can be applied to attract and retain those talents. The strategies an organization is able to use to identify and choose the best candidates for its growing pool of human resources are often related to the success of a recruitment process. To put it another way, the recruitment process offers a pool of potentially skilled job candidates from which the organization can make informed hiring decisions to fill vacancies. The pillars of successful hiring are proper job planning and forecasting.
[bookmark: _Toc72945271][bookmark: _Toc67441842]4.2 Aligning the Recruitment and Selection with the Organization’s Strategy
[bookmark: _Toc67441843][bookmark: _Toc72945272]4.2.1. Workforce Planning

 i. Strategic Alignment
HR professionals have a lot of work on their shoulders, and there isn't enough time in the day to get everything done at once. As a result, they must ensure that the activities they do or the services they deliver in the areas of performance management, recruitment incentives, and selection, as well as training and development, add value. They are working on it. They are working to move the organization's objectives to the next stage. It's important to ensure that their programs and activities are aligned with the organization's overall strategies. It is important to understand the overall organizational strategies, goals and objectives. Skinner (1974) first proposed the principle of “strategic consensus” or “alignment” of competitive preferences among different roles in a manufacturing enterprise, as well as the need for it. Since then, one ‘best practice' that has been commonly proposed to bring a much-needed comparative edge to companies in the industry is the strategic integration between production processes and marketing functions, according to O’ Leary-Kelly and Flores (2002),   .
What is the ultimate mission of an organization?  The mission statement generally gives the reason the company exists and what it does.  The vision is where it aims to be in the future, and where it hopes to go.  The values are what it stands for, whether that is social responsibility, sustainability, or how it treats its employees. 
It is also vital to understand the value proposition of the organization. The value proposition is really from the customer's perspective, why would they want to buy and use that organization’s product. To understand their value proposition they must be able to describe their target customers the reasons to choose their products or services.  What problem their organization is solving for the customer and why they’d be a better choice than their competitors and what is it that is unique that they offer. Therefore, understanding the plan implies understanding the goals, principles, vision, and value proposition. Knowing these items will assist the company in ensuring that its HR activities are aligned with its objectives.
To analyze strategies, the Value Discipline Model can be considered. This model was first published in a Harvard Business Review article titled “Customer Intimacy and Other Value Disciplines”. Later the authors, Michael Treacy and Fred Wiersema expanded their theories into ‘The Discipline of Market Leaders’ book. Therefore according to the model, the three basic factors that most organizations fall into are Operational Excellence, Product Leadership, and then Customer Intimacy.

Operational Excellence is when the organization tries to be a low-cost provider. Such organizations continuously look at their processes and try to eliminate waste of redundancies. Therefore, because of this, they're able to provide a quality product that is also cost-effective for the consumer. An example could be General Electronics, they think about how they can manufacture products that are of high quality. There is not a lot of waste in the process and they are a good value to the customer.

Product Leadership refers to a company that is thinking about how to innovate their goods and services in order to gain a competitive advantage. So that they can keep up with an endless stream of cutting-edge goods and services, as well as innovative innovations, and quickly implement them. Apple is a fantastic example of a company that is all about product leadership and creativity.
Customer Intimacy is a company that provides one-of-a-kind solutions for its goods or services. Customizing their products for the consumer according to their preferences and then delivering an outstanding customer experience. For example, The Four Seasons Hotel charges a premium for the quality, but their employees provide outstanding service.
Overall, the three types of strategies specify the components that make up the strategy. However, it is important to consider what the company must do to deliver worker behaviors in order to carry out these strategies or what do they have to do in order to carry out their plans. As a result, the organization's Operational Excellence approach requires personnel to be efficient and willing to execute systematic procedures.  The company will mainly concentrate on creativity under Product Leadership. However, for both Operational Excellence and Product Leadership, innovation can be lumped together to some degree. Under Consumer Intimacy, the company would like problem solvers and staff who can really assist consumers in resolving any problems they might have. The key emphasis of companies should be on how they can obtain the actions that will allow them to carry out their strategy in terms of HR systems and procedures, rewards and benefits, and employee motivation. They must keep these in mind when hiring. Organizations that use innovation tactics, for example, will search for creative people to employ.
[image: D:\UIU\'A  Project'\Images\Value-Discipline-Model-PowerPoint-templates-0004-1.jpg]
Figure 1: Value Discipline Model by Michael Treacy and Fred Wiersema 
ii. Internal Environment
There are several viewpoints about how an organization can assess its internal environment. The study of the organization's internal climate involves the resources, skills, and competencies possessed by the company, according to Pearce and Robinson, (2013; Ireland, Hoskinson, and Hitt: (2011); Jay B Barney., Et al: (2010); Thomson & Strickland: (2010). In the RBV strategy, the company's resources are much more important than the industry's framework in achieving and maintaining competitive advantage. The biggest issue, according to the RBV strategy, is a firm's finances and competencies. Pearce and Robinson (2013: 164), for example, split the capital into three categories: (1) Material or Tangible resources are manufacturing equipment, raw materials, financial capital, and computers; (2) abstract or intangible assets are a company's name, prestige, spiritual business, technological competence, inventions, trademarks, and cumulative experience; (3) capacity organization is the expertise and ability to integrate goods, staff, and operation.
It is important for an organization's tactics to be linked to its internal and external environments. The aspects that the company needs to remember inside its own walls have a huge effect on staff planning, selection, and recruitment.
If the organizations disregard any one of the environments, perhaps they will disregard the fact that they will end up losing many people from their organization, and then they would find out that they have inadequate employees and as a consequence, they may lose precious workers. Without replacing them and transferring that valuable knowledge they had may cost a big deal to the organization. As a result, the company would be unable to fulfill its strategy if it does not have this knowledge and does not consider these factors.

When it comes to the internal environment, there are few areas that are considered. The internal environment includes:

1st one is the turnover.  Turnover is the pace at which people quit the workforce and are replaced. For instance to ensure that they will have enough staff, the current turnover rate should be taken into consideration. Sometimes the organizations need to over hire to compensate for their turnover.

2nd one is employee development, which means what training and development opportunities are employees currently involved in, who's trained, and who's available for the training, or do they have some people who are ready to move up. For instance, if an HR manager leaves the organization then is there anyone trained and ready to take that place and handle the situation? If such an incident occurs then the organization needs to think to hire internally or externally.

3rd one is the current workforce profile or the demographic diversity of the workforce. The organizations may have aging workers. If they have workers who are retiring the organization must think of how they are going to replace them. These issues are critical and the organizations must take into consideration while planning and hiring people.

4th one is low engagement drives turnover. If an organization's workforce are disgruntled, it would almost certainly need to increase their recruiting efforts. They should conduct routine employee surveys to assess their levels of interest and areas of concern. As a result, the company must pay attention to internal reviews, because with this information, they will be able to forecast employee turnover.
5th one is the level of performance. The organization must keep an eye on the level of performance of their employees; whether they are high performers, or whether they are productive enough. They shouldn't need to consider paying workers to do the work of one if their employees are efficient.
6th one is the operations, which is an important place to pay attention to and it can determine whether or not a company wants to recruit. So, for example, distribution and operations should consider sales forecasts or what's in the queue for future output figures. If they simply see a drop in revenue, it would change the number of workers they need.
iii. Workforce Planning 
According to Cotten (2007:4), ‘Workforce training is one of a number of proactive HR programs aimed at increasing an organization's effective potential. Workforce preparation is described as the process of aligning an organization's human resources – its personnel – with its business strategy in order to accomplish its purpose. It assists with ensuring that the organization has the right employees with the right expertise in the right jobs at the right time'.
 Workforce planning takes an organization through a process, where they can look at all those internal and external factors to make sure that they have the right people in the right place. They also want to make sure that they avoid layoffs, unnecessary hiring, and throughout the process they examine the external labor market. The organization needs to consider who's out there or who's available, or what the demographic shifts are within the workforce. So, when it comes to workforce planning, there are a lot of things to do.
The core functions of workforce planning are:
a. Aligns the workforce requirements to strategic plan.
b. Identifies and plans for internal and external factors.
c. Discovers where competency gaps exist.
d. Identifies workforce shortage and reduction strategies
It is crucial to analyze the company and its development strategy, as well as to devote time to comprehending and assessing internal and external environmental influences that could have an impact on the business. Effective workforce planning considers and is mindful of environmental input, as well as linking workforce needs to the strategy. HR must determine the competencies they need, the habits they already possess, what they will need in the future, and where the difference exists. The aim of workforce training is to narrow the gap and find out how to close it. Salaries and wages are costs that companies must pay, and in order to stay within their budgets, they must ensure that the right employees are in the right position at the right time and in the right number. Workforce training outlines the organization's workforce shortages and mitigation techniques. 
The five steps in workforce planning are:
a. Strategy 
Workforce planning strategy must align with the overall strategy of the organization. Such alignments help the organizations to cut cost, to have the right people in the right place, to choose the correct method of recruitment and selection and so on.
b. Data collection
Data from internal and external sources regarding the potential employees available in the market needs to be collected which will help the organization to plan the workforce effectively.
c. Data analysis
The relevant data collected must be analyzed in order to deduce how many employees are required, what will be their jobs and what will their salaries. In this step, it is also checked whether there are any flaws in the information collected or whether there are any correction required in the strategy to be implemented. If any gap exists then it is corrected before the implementation. Here, staffing shortage and competency shortages are all must be identified by the organizations. They must examine all of the data they've collected to begin to formulate and analyze a hypothesis about what's going on.
d. Implementation
The data analyzed now must be implemented. This means that in this step the organization needs to shut any gaps that are there in the strategies and implement accordingly. Based on the analysis and the previous steps, the organization needs to decide whether they need to recruit or not if the result is yes then they will go for recruiting the new employees that they require. Before they hire, they will need to figure out the competencies and skill sets do they need for the position or for the specific job. According to the gaps found in the previous steps, the organization might need to change the ways or methods they use to recruit people. They might even have to look for some other ways to hold back valuable people in the organization maybe to improve turnover problems.  Therefore this step is actually about what the organization does to align their strategic plan with the workforce plan.
e. Evaluation
This is the step that the organization must do for each and every plan they do and it is very important to have a continuous check or evaluation of the implemented actions. In this way an organization can actually keep an eye on whether their strategies match their workforce plan or not. For example: If the organization found out, after the evaluation, that a huge number of their employees do not have the right competencies then they need to conduct their workforce analysis and then they have to start the recruiting process using the proper selection method that matches their business strategy. After evaluation the organization may even find out that they have a high turnover rate, or are they recruiting the right people for the right position. Therefore these can be taken into consideration in this evaluation step.

iv. Internal vs. External Hires
It is really difficult to find a balance with the number of employees working in an organization because the business may grow in the upcoming years and with the recent workforce the organization may face shortage of employees. Therefore to fill up the shortage the organizations have to choose between either internal or external hire. On the other hand, they also need to make sure that they are capable enough to provide their valuable employees the scope to develop themselves. Internal hire would actually mean filling up a space with the existing people in the organization for instance using job rotation or giving promotion. On the other hand, external hire would mean looking for new people available outside the organization.

Three benefits of an internal recruitment program were established by Stonner, Freeman, and Gilbert (2000). For starters, people hired from inside are already familiar with the organization and its members, which raises their chances of succeeding. Second, a program of internal advancement fosters loyalty and motivates employees to put in more effort. Finally, it is normally less costly to employ from inside the organization than to hire from outside. Hiring internally is less cost consuming because it requires looking for people from within the organization therefore no hiring cost will be incurred. Internal recruitment also helps in motivating the existing employees because they get the scope of being promoted to the next position therefore they try to perform their best. Internal recruitments also helps the organization to spent less cost in training the employees their new tasks as they do not require the basic training about how the organization works. However internal hires can have some drawbacks. If a person is promoted to the new position, his/her previous position becomes vacant which needs to be filled again and if such internal hiring by promotion takes place then eventually the lowest position will become vacant and the position needs to be fulfilled by external hiring. 

"Many open positions are taken by outsiders. Even when an organization's own employees are relocated or promoted, there may be a vacancy that must be filled from the outside." stated  Ayesha  Yaseen (2015). Hiring externally helps the organization to get new and creative ideas and different perspectives from new employees which may help to improve the current situation of the organization. The people recruited externally may also bring new set of KSAs that might help the organization to increase the competencies of their workforce. External hiring also promotes diversity in the workforce. However the there is a risk of the level of performance that the new employee will show. External hiring is costly because there are quite a lot of costs incurred behind looking for someone outside the organization.
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Job Analysis 
‘Employment analysis is such an important subject for cross-cultural research that most authors consider it to be the "backbone" or "cornerstone" of almost all HR capital practices’, according to Schuler and Jackson (1996: 180); Sherman et al. (1998: 90); Dessler et al. (1999: 127). According to Cascio (1998: 161), ‘It provides HR practitioners with a abundant repository of knowledge about positions and jobholders, which they use to create essential documentation like work descriptions, job specifications, and performance expectations. These papers act as the foundation for HRM decisions in a variety of fields. Recruitment and procurement practices, preparation and growth, success assessment, benefits, and health and safety standards are all largely based on work demand and characteristics. Both the jobholders and the agency must have a good understanding of the work in order for these HR activities to be successful. This knowledge is gained by the application of job review. As a result, it seems reasonable to predict a near link between work analysis and business results.’ In Management: Function and Strategy, Thomas S. Bateman and Carl P. Zeithaml stated "Job analysis is the foundation of HRM practice because it offers accurate knowledge about employment that is used to recruit and encourage employees, set pay, assess training requirements, and make other critical HRM decisions."
For several reasons, human resource practitioners use job analyses; however the primary aim is to gather valuable data about a work. To create a job description, this data is then used. Some people may think that job analysis is kind of obsolete. Due to the rapid rate of change in the market environment, the lifespan of job descriptions is short which means the job changes itself as an impact of environmental change and the organizations taking strategic decisions thus conducts the job analysis. Therefore, a continuous monitoring is required.
One of the significant principles of human resources is job analysis. It is a way of evaluating the essence of the job and the activities that the worker has to perform. It also offers information about what kind of individuals should be recruited for a specific work profile. It is a structured way of collecting data and making judgments on all aspects relevant to a work. Job analysis deals with the detection, collection and analysis of three primary components of the job. They are: Job Description, Job Definition and Job Assessment. Job Analysis method to carry out the review of the information gathered on the job in order to figure out the actual people requirement of the job, for instance the characteristics of the job activities and other essential tasks needed to perform a particular job. When every employee enters the company, it is essential for the employee to have documentation delegated to him or her about the work. In terms of obligation, challenges, abilities and knowledge needed to perform the work, every job is different. The Human Resource Management (HRM) task analysis offers clarity about various components of the job and the situations under which the job should be done.
Job analysis helps in understanding what the tasks are relevant and how to execute them.  Its goal is to recognize and record the work relatedness of employment processes such as recruiting, training, compensation, and performance evaluation. The HRM Job Analysis process makes it easier to identify the job requirement and clarify the appropriateness of an individual who is needed to do the job. In order to prepare job descriptions and specifications, job analysis information is used. It is often used to develop the structure of the organization, the effective recruiting procedure and selection process, along with the compensation provided for the work.
· Analyzing a job requires the following significant steps:
i. Documenting and gathering work data
ii. Consistency in the verification of job related information
iii. Generate a job description based on the data
iv. Determining the KSAs needed for the job

The outcomes of a job analysis guarantee that candidates can completely grasp the results of a job analysis and help them decide whether they are suitable for the job or not. When a job changes in nature, such as in the introduction of a new product or technology, jo can still be used. It is necessary to keep all job descriptions updates so that incumbents understand what is being expected from them and to correctly select new employees based on the job requirements. However it is just not realistic for a company to review every job all the time. So maybe it would make more sense for the HR manager to revisit jobs to remain current every couple of years or so as required.
· The purpose of job analysis is to address to the questions like:
i. What is the job's purpose?
ii. What physical and mental work does the holder of the job needs to perform?
iii. When should the job be carried out?
iv. Where is the work that needs to be carried out?
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Figure 3: Stages in the Job Analysis Process
i. [bookmark: _Toc67441845]Job Description
The job description refers to the description of the employee's tasks and duties that are to be carried out. It also defines the relationship between work and other job profiles, the equipment and materials that will be utilized by the employee to conduct the job, working environment, specification of supervision and job-related threats. It is essential that HR professionals make the job description detailed and transparent.

Purpose of Job Description
· The main purpose of the job description is to gather work-related information in order to promote a specific job.
· It helps to attract, target, hire and pick the right candidate for the right position. In a specific task, it is performed to decide what needs to be delivered. 
· This describes what workers are expected to do if chosen for that specific job opening. 
· It gives employers a clear view of what sort of candidate a specific department or division needs to perform a particular role or work. 
· It also clarifies who to whom it will report.

Components of Job Description
a. The job title is the name of the vacant position.
b. Job Location is the division of the organization where the applicant will be placed after selection.
c. The role indicates the job environment and how the organization determines the duties to be performed.                               
d. The job title is the name of the vacant position.
e. Job Location is the division of the organization where the applicant will be placed after selection.
f. The role indicates the job environment and how the organization determines the duties to be performed.
g. Responsibilities and duties are a list of different job-related tasks to be carried out and taken into account by the applicant.
h. Salary is the scale that the organization is prepared to pay for that specific task. It may be negotiable or it may not be.
i. The rewards apply to the commission and remuneration relevant to the benchmarks reached.
j. Allowances are the other incentives and expenses paid on the candidate's behalf by the organization. 
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Figure 4: Components of Job Description

ii. Job Specification

The qualities, abilities, expertise, educational qualifications, and experience necessary for an applicant to complete a specific job are set out in a job specification. After drafting the work description, the manager drafts the job specification. The manager defines the requisite skills and qualities required to accomplish the task when writing the work specification.
Importance of Job Specification
A detailed understanding of the basic aspects of a job is the significance and function of the job specification. Jobs may be of various kinds and may require a diverse set of skills to get the full performance from a single individual. Job prerequisites also include education and readiness, prior employment experience, managerial experience, personality traits, and other qualities that may assist an employee in achieving the job's objectives. Work qualifications for a recruiter set the groundwork for an organization's ability to attract and pick the right candidate for the role. Only applicants who are nearest to the position are allowed to use job descriptions to search resumes and shortlists, as well as to clearly choose the best candidate or employee. As a consequence, a work specification lays out the fundamentals of a task, such as the skill sets necessary to perform it.


Components of Job Specification
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Figure 5: Components of Job Specification

· Educational qualification is the dimension that offers an understanding of how competent a certain person is. This includes their basic academic degree, graduation, master's degree, other certifications, etc.
· The job specification specifically highlights the experience needed to complete a particular job in a specific context. This involves work experience that may be from a particular industry or place. Leadership experience in the management and supervision of a team may also be a prerequisite for job specifications for a particular role.
· Skills & Knowledge is an essential dimension in job specifications, especially for profiles focused on knowledge and skills. The greater the role in a company, the more specialized the skills become and the expertise needed to perform the job is greater. Skills such as leadership, management of communication, time management, team management etc. are listed.
· Characteristics and personality traits or Attitude is the way an individual acts in a specific situation, manages complicated situations, stereotypical behavior, etc. are all covered in a job description's characteristics. It also includes an individual's intellectual ability.
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“Recruitment is understood as the method of looking for and obtaining candidates for positions, from which the best people will be selected,” says John Douglas. There are a variety of strategic organizational decisions at every level of the organization that needs to be made. Strategic decisions help the HR team to prepare the recruiting strategy or procedure. The responses that come from these organizational choices eventually decide the recruiting practices and messages that will be used by the organization. From where the company is searching for individuals, is an important concern, whether hiring is externally from the market or internally. They're most probably looking for both. Often, according to their needs, they will look for active candidates or passive candidates. The passive applicants are those who may not be actively searching for jobs, but for the right opportunity they will switch.
Once the HR practitioners know who will be hired, decisions must be taken about which strategies suits the strategy of the company. Among other factors, the choice of recruitment methods depends on the organization's decisions on expense, rate, amount of information to be submitted, and the estimated number of applicants to be recruited.     
The impact of recruitment approaches differs. Employee referrals and walk-ins, for instance, are inexpensive and appear to bring best outcomes in better workers, but generate the possibility of a disproportionate effect.   They also tend to support greater stability and less diversity. It is important for the organization to be sensitive and transparent to their external environment in terms of recruitment process.  Recruiting strategies that require staff and travel time, such as campus recruitment, on the other hand, could be more costly. Therefore, decisions about how much the company is prepared to pay for the recruitment process to fit the plan must be taken into consideration.
Purpose and Importance of recruitment
· Determine the present and future prerequisites of the association related to its workforce arranging and employment investigation exercises.
· Increase the pool of occupation competitors at least expense.
· Help increment the achievement rate of the determination procedure by decreasing the quantity of obviously under-qualified or overqualified work candidates.
· Help diminish the likelihood that activity candidates once enrolled and chose, will leave the association simply after a brief timeframe.
· Meet the association's lawful and social commitments with respect to the arrangement of its workforce. 
· Begin distinguishing and planning potential employment candidates will's identity proper hopefuls.
· Increase authoritative and singular viability temporarily and long haul. 
· Evaluate the adequacy of different enlisting procedures and hotspots for a wide range of employment candidates.
· Recruitment is an optimistic cap under which interested candidates are invited to apply applications with the true goal of being considered for the professions required in the affiliation.
· It is through recruitment that many individuals will come to know a company, and eventually decided whether they wish to work fort.
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Internal Recruitment Pros and Cons
· The Internal Recruitment can fabricate solid dependability with the association as the workers get an opportunity to change their situation after a timeframe. The representatives are not squeezed to search for circumstances in the outside activity showcase.
· The Internal Recruitment can be less expensive for the association and can spare the costs committed to the preparation and acceptance of new workers. Additionally, as the hopeful knows the association, the likelihood of disappointment is certifiably not a noteworthy issue to the association.
· The Internal Recruitment needs solid administration from the HRM Function, which can prompt clashes and the HRM Function must have a situation to have the option to go about as a solid facilitator in the compromise.
· The Internal Recruitment can prompt colossal issues when the hopefuls originate from one division. The administrators must have the privilege to secure their very own advantages in the association as they are in charge of the smooth task.
· The Internal Recruitment does not carry new aptitudes and capabilities to the association and association with serious utilization of interior recruitment can experience the ill effects of the new blood.

External Recruitment Pros and Cons
· The External Recruitment enables the association to characterize the correct necessities and the association can choose the applicant, which suits the association best.
· The external recruitment can be much of the time speedier arrangements, for the most part in the circumstance, when the activity market is brimming with potential occupation applicants.
· The external recruitment and proper campaign increase the fame of the association hands-on the market, which improves the situation for further development. Then again, outside recruitment is costly and takes a great deal of vitality from the HRM Function to deal with all the activity applicants in the choice procedure.
   SOURCES OF RECRUITMENT
      

                     INTERNAL SOURCES                               EXTERNAL SOURCES
	i. Promotion
ii. Transfers
iii. Internal                             notification (Advertisement)                  
iv. Retirement
v. Recall
vi. Former employees


	i. Campus recruitment
ii. Press advertisement
iii. Management Consultancy Service & private employment exchanges 
iv. Deputation of personnel or transfer From one enterprise to another
v. Management training schemes
vi. Walk-ins, write-ins, talk-ins
vii. Miscellaneous external sources








  Figure 7: Sources of Recruitment
Recruitment Process
Recruitment insinuates the route to perceiving and attracting job hunters so as to produce a pool of qualified occupation competitors. 
The methodology contains five interrelated stages, by means of,
1. Planning.
1. Strategy development.
1. Searching.
1. Screening.
1. Evaluation and control.
Step 1: Recruitment Planning
Orchestrating is the first step in the recruitment and selection process. Planning entails transforming knowledge about potential job openings and facts about the viability of these careers into a series of targets or spotlights that determine the (1) number of candidates to be approached and (2) types of candidates to be attained.
i. Numbers of contact
The relationship, on a regular basis, intends to draw a larger amount of competitors than they would be able to contact.  When considering an enrollment program, one challenge is to assess the number of candidates required to fill all openings with interested individuals.
ii. Types of contacts
In a fundamental basis, it is concerned with the types of individuals who will be taught about job opportunities. The types of individuals involved are determined by the assignments and obligations involved, as well as the capabilities and expertise anticipated. 

Step 2: Strategy Development
Once it has been assessed that what types of enrollment and what amount are required then one has accumulated in (1) Make or Buy delegates. (2) The imaginative innovation of enlistment and decision devices. (3) Land transport of work markets including work searchers. (4) Sequencing the activities in the enrollment methodology.
i. ‘Make’ or ‘Buy’
Association must choose whether to get the qualified agents and add to getting ready and guidance designer or can utilize gifted work and master. Basically, this is the 'make' or 'buy' decision. Contracting organizations should pay more for professional and specialized laborers.
ii. Technological Sophistication
The second-choice in strategy improvement recognizes the methodologies used in enrollment and decision-making methodologies. The approach of PCs has made it workable for businesses to examine nationwide and worldwide candidate capabilities. In the ongoing screening point, PCs have provided managers and job seekers with a wider range of options.
iii. The Markets to Look
To reduce the costs, affiliations examine work grandstands bound to offer the required movement searchers. All around, associations research the national market for regulatory and capable agents, regional or neighborhood markets for specific laborers and close by business sectors for the authoritative and hands-on laborers.
iv. The Time to Look
Other than recognizing where and what to resemble for job applicants, a successful enlisting structure can be choose the schedules of events.
Step 3: Searching
The hunt technique will begin until a conscription plan and policy have been devised. Search incorporates two phases
i. Source activation
The use of sources and search tools is normally prompted by the issuing of an expert order. This means that no firm decision is taken until a sole boss has determined that an opening exists or could exist. If the affiliation has properly designed and executed its source and search procedures, inception will result in a flood of usages or will most likely continue after a short period of time. The operation must be in the middle of it. It is necessary to contact all who move and invite them to a meeting. Unsuccessful applicants shall receive a letter of discontent.
ii. [bookmark: _Toc67441849]Selling
Correspondences are a topic that needs to be addressed as part of the technique review. Association is a fine line to cross here. On the one side, they would do everything possible to attract attractive candidates. Of necessity, they should avoid succumbing to the attractiveness of overselling their objectives. When it comes to marketing the association, both the advertisement and the publicity should be considered. The message alludes to the workplace. In terms of media, it is possible to convey that the suitability of any chosen message is determined by the media. Some media outlets have a poor level of credibility, and others have a high level of acceptability.
Step 4: Screening
Screening of competitors can be seen as an indispensable bit of the enlisting system, anyway many view it as the underlying stage in the decision methodology. Surely, even the importance of enlistment, many organizations referred too close to the beginning of this part, abstains from screening from its augmentation. Nonetheless, for genuine reasons, many organizations have incorporated screening in the admission process. After the applications have been reviewed and brief, the decision-making process will begin. The hiring of teachers by an university is a common occurrence. The applications received in light of advances have been screened, and only interested candidates have been invited to a meeting. A meeting is led by an assurance alert gathering that includes the Vice-chancellor, Registrar, and subject experts. The admission approach is linked to the application screening. The assurance framework is simply behind schedule.
· Purpose of screening

The aim of the screening is to exclude competitors who are clearly unfit for the action from the recruitment technique near the start time. Successful screenings will help you save a lot of time and money. In any case, caution must be exercised to ensure that potentially exceptional experts are not automatically rejected.
Clear occupation decisions are extremely valuable in screening. The skill of the up-and-comer is decided on a decision based on their understanding, abilities, strengths, and interest needed to do the duty is both an incredible practice and a legal requirement. The mechanisms used to track up-and-comers change depending on the happy sources and enrollment tactics employed. Walk-ins can be screened in meeting and application rooms. Gatherings and resumes are used by grounds spotters and association agents. Reference tests are also beneficial in the screening process.
Step 5: Evaluation and Control
Due to the significant costs associated with the enlistment process, assessment and monitoring are essential. The costs all things considered realized are: - 
· Salaries for enlistment experts. 
· Management and expert time spent on preparing sets of duties, work conclusions, sees, association contact, and so on. 
· The cost of advertisements or other enrollment strategies, which is office costs.
· Recruitment overheads and administrative expenses. 
· Costs of extra time and re-appropriating while the open doors remaining filled. 
· Cost of enrolling unacceptable contenders for the assurance methodology.
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Selection, according to Bernard Oladosu Omisore (2015), is the method of selecting individuals from a pool of candidates who will be selected by the agency based on particular regulatory criteria.
Environmental Factors Affecting the Selection
Determination is affected by a couple of factors. Progressively unquestionable among them are free market action of express capacities in the work feature, joblessness rate, work financial circumstances, legitimate and political thought, association's image, association's methodology, HR masterminding and cost of contracting. The last three include the internal condition and the remainder of the structure the external state of decision technique 
Step 1: Preliminary Interview
The up-and-comers got from occupation searchers would be at risk to examination to discard unfit up-and-comers. This is typically trailed by a groundwork meeting the explanation behind which is basically proportionate to examination of use, that is, clear out of insufficient up-and-comers. 
Step 2: Selection Test
Employment searchers who pass the screening and the starter meeting are called for tests. Different sorts of tests may be controlled, dependent upon the movement and the association. 
Generally, tests are used to choose the up-and-comer's ability, twisted and character.
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Figure 7: Selection Process

The following are the type of tests taken: 
a. Ability Tests
Assist with choosing how well an individual can perform endeavors related to the movement. A splendid portrayal of this is the creating tests given to an inevitable supervisor for secretarial business. 
b. Aptitude Test
Aptitude is a measure that determines whether a person's capacity or latent potential to become familiar with a specific task. When an applicant has little to no experience in the field of work, a bent test is appropriate.
Forms of aptitude test:
i. Mental or intelligence tests ii. Mechanical aptitude tests iii. Psychomotor or skills tests iv. Intelligence test v. Interest Test vi. Personality Test vii. Projective Test viii. General knowledge Test ix Perception Test x. Medical Test
Step 3: Assessment
A meeting is the next step in the assurance procedure. The conference is formal, with the whole exchange planned to assess the candidate's suitability. It is viewed as fantastic determination gadget. It is eye to eye trade of view, thoughts and supposition between the applicants and questioners. Fundamentally, meet is only an oral examination of hopefuls. Meeting can be adjusted to untalented, gifted, administrative and calling representatives.
Objectives of interview
i. Helps acquire extra data from the candidates 
ii. Facilitates giving general data to the applicants, for instance, association techniques, work, things manufactured, etc.
iii. Helps form the organization's picture among the candidates.
Types of Interview
Interviews can be of various kinds. There gatherings used by the associations. Following are the various types of gathering: 

· Casual Interview
An easygoing gathering is an oral gathering and may happen wherever. The agent or the executive or the staff chief may solicit a couple from for all intents and purposes insignificant request like name, spot of birth, names of relatives, etc. either in their different work environments or wherever outside the plant of association. 
· Conventional Interview
Conventional meetings may be held in the business office by the work office in an inexorably formal condition, with the help of especially sorted out request, the time and spot of the gathering will be stipulated by the work office. 
· Non-Directive Interview
Non-directive or unstructured gathering or interview is planned to allow the interviewee to talk his/her mind uninhibitedly. The interviewer does not have any formal questions, but his or her first and last thoughts are on the candidate. By a smidgeon of probing at some time when he or she is still, he or she inquires about the possibility of speaking. "Mr. Jamil, after you graduate from auxiliary school, you can teach us about yourself," for example.
· Stress Meeting
Under circumstances of discomfort, it is decided to test the candidate and his leadership capability and steer it through him. The interviewer may start with "Mr. Derek, we don't think you are compatible enough for this position,' and the reaction of the candidates will be noted. Despite what might be expected, respectable candidates will not concede, he can corroborate why he can deal with the activity."
· Group Interview
It is intended to spare occupied official's time and to perceive how the applicants might be united in the work office and they might be met.
· Panel Interview
Because of prudential and managerial roles, a jury, interviewing board or preference advisory committee may meet with the claimant. This sort of conference utilizes the combined discretion and resourcefulness of the board in the appraisal of the hopeful and likewise in investigating the wealth of the opponent.

· Telephone Interviews
The candidates are on home phone, they must ensure that all flat mates or relatives know about the meeting (no noisy sound systems, yapping hounds and so on.). Talk a bit slower than expected. It is essential that the candidates pass on their excitement verbally, since the questioner can't see their faces.
Step 4: Reference Check
Many companies sell names, addresses, and phone numbers of references in order to verify information and, in some cases, extend competitor information. However, before an up-and-comer has successfully completed the fourth cycle of a continuous judgment technique, references are usually not reviewed on the framework layout. Relationships sometimes commit to candidates before reviewing credentials, particularly when the job market is extremely tight. They should look over all of the cheerful references.
Step 5: Selection Decision
Following the acquisition of knowledge by previous phases, the most critical of the large number of strides decisions are taken. The number of candidates has been limited across various phases of the decision-making process. The pool of people who pass the examinations, meetings, and referral checks must be brought to an end.
Step 6: Physical Examination
After the selection decision and before t the offer of employment is made, the competitor is required to experience a physical wellness test. An offer of work is often contingent on the cheerful being declared fit after a physical examination. The final results of the restorative wellness evaluation was recorded in a statement and kept in the personnel files. A physical examination has a couple of objectives. Simply put, one aim of a physical examination is to figure out whether the person is infected with a contagious disease. Furthermore, the test aids in determining whether a competitor is physically capable of doing the job. Finally, the physical evaluation data may be used to determine if there are physical boundaries that distinguish viable and fewer active agents. Fourth, clinical admission protects candidates with wealth deficits from doing work that is either poorly suited to them or could jeopardize the company's properties.

Step 7: Job offer:
The offer of jobs is the next step in the selection process for those candidates who have cleared all previous barriers. A document of assignment is used to make a company offer. In general, such a letter has a deadline by which the candidate must elaborate on their dedication. A sufficient amount of time must be provided to the agent to write. This is especially important when the person is employed, when the agent is expected to receive a derogatory response from the previous boss. Another action could foresee the development in another area, which would necessitate significant planning and asset development.
Step 8: Contract of Employment
Following the idea of work has been made and contenders recognize the offer, certain records ought to be executed by the business and the candidate. One such chronicle is the affirmation structure. This structure contains critical bits of knowledge with respect to the cheerful that are approved and affirmed by him or her. Confirmation structure would be a considerable source for the prospective recommendation.
Step 9: Concluding the Selection Process:
Despite the importance of discernment, the decision-making process will not conclude with the execution of the company deal. Another campaign – the love delicate one – is endorsing those candidates who were not chosen, not because of any demonstrable flaws in their personalities, but because their biography did not mobilize the need for association. They should be informed that the people chosen were chosen solely on the basis of relative authenticity.
Step 10: Evaluation of Selection Programmers
The notion of the employed workers is a broad preliminary to the practicality of the assurance strategy. Work-power must have been trained and submitted by an affiliation. If well implemented, the confirmation strategy would guarantee the availability of those agents' members. What parameters should be used to evaluate the effectiveness of a decision program? The best course of action is to do periodic reviews. Individuals who serve outside of the HR department must do their own analysis.
[bookmark: _Toc67441853][bookmark: _Toc72945279]4.4.2 Legal Considerations in Selection Process

i. Background Checks
Fraud and theft by employees can undermine an organization or even kill it. It's the duty of the employer to know an employee's history before he or she can start with the organization. If pre-employment verification is not carried out, whatever a business owner or manager has worked hard to create could potentially be ruined, so background checks are an absolute necessity.
ii. Selection Method Standards
Organizations must abide the employment laws and labor laws of the country they are residing in. Employers are advised to make use of accurate and valid selection procedures. It is always useful to use accurate and verified, scientifically reliable and validated measures. Reliability is the degree to which, in repeated trials, an experiment or test produces the same outcome. The approach offers knowledge that is statistically accurate. Validity is the degree to which an outcome is correlated, on a measure like a test score, to what it is expected to access, job results. However, a test can't be accurate unless it's also effective. This means that it will not be correct if they continue to get different results all the time therefore the data cannot be used they cannot trust the data.
[bookmark: _Toc67441854][bookmark: _Toc72945280]4.4.3 Some Specific Selection Tools

The organizations may make sure that they are taking the appropriate steps to get a proper hire. The organizations need to provide strong grounds for a job analysis. Then determine and prepare the job descriptions and job specifications mentioning the prerequisite KSAs, other features and competencies. After that, the selection methods such as structured interview, evaluation of cognitive capacity, are decided that are to be used based on JD and JS.
Determining which selection methods to use
Organizations must ensure that whoever they hire is a reliable representative of the highest level of job success. What are the best metrics of job performance? When a company only has a small budget and time, it is unlikely that it can test employees for factors that may make a significant impact and help forecast work results.
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Figure 6: Some different types of assessment tools that the organizations may use to screen candidates
Work-sample tests, general mental-ability tests, and structured interviews can be used as the predictors of job performance.
Work-sample Tests
This is one of the most effective methods for evaluating a candidate. The findings of such a methodology are genuinely accurate and true, and they also assist in identifying the employees' ability to perform a job. Work-samples come in various types. The 1st is an in-basket exercise, and the 2nd is role-playing exercises.
In-Basket Experience is a kind of testing method where the potential candidates are put in different situations and are seen who they are behaving or acting upon to handle the situations. It is mostly used to depict the administrative duties of a job or a management-level role. For example, the applicant may be given details about the organization or an unrelated organization. The candidate must then do some introspection and attempt to see himself or herself in the role. This will allow him or her to engage with the job they will be doing as they start, and to have an idea of what will be expected of them. The test consist time frame within which the candidates need to finish the assigned work. This shows the time management skills and the candidate's ability to manage, control and supervise jobs and delegate them accordingly which will be required for the job position the candidate has applied for.
The company may have an applicant role-play interpersonal problem. There will be characters where one plays the role of the client, another plays the role of a coworker, and the applicant, of course, plays the part of the job for which he or she is applying. It's very fascinating, and performance is normally assessed by a professional assessor, or it can be analyzed later if it's recorded. Therefore, in work-sample tests, the organizations will be finding out the ability of a worker to do a job, rather than to know the job.
General Mental-Ability Tests
It's similar to work samples in that the organizations are evaluating someone's way of thinking by putting them in a scenario or simulating something. While aptitude and ability tests are often used in IQ tests and other rational thinking tests. As a result, they could have a number of timed MCQs. They may be required to respond to questions on paper or electronically. As a result, aptitude and skill tests are often known as pace tests, power tests, or knowledge tests. Some of the examples of general mental-ability tests are IQ tests, verbal and non-verbal, numerical, motor function reasoning and comprehension, etc. 
Structured Interviews
When conducted correctly, structured interviews have a high level of legitimacy and reliability. The interviewees have been trained ahead of time, and each of them is asked the same questions, ensuring consistency. Then there's the authenticity, which comes from asking questions that are relevant to the work.
[bookmark: _Toc67441855][bookmark: _Toc72945281]4.4.4 Wrapping up the Entire Selection Process: Candidate Evaluation

Recruiting and selecting is a lengthy process. It requires time, money, and patience. The organizations need to ensure that they have the right candidate and to do so they need to evaluate their candidates. Even though giving the best efforts to choose and get the right one, sometimes the newly employed turns out to be a bad fit for that position.
Multiple hurdles could be one of the techniques to evaluate the applications or CV or Resumes. In this way, the recruiter will know whether the job posting requirements have been met or not. If the requirements are met, then they are selected for the hurdles, and those who fail to meet the requirement are rejected. This helps the organization to scrutinize the candidates that are not or may not suitable for the job
The organization now has to make the ultimate decision of whom to select. By this time they must have all the required information about the candidates that were collected throughout the recruitment and selection process. Even if they miss out any they can go back and do a thorough review of the results of each step that they have made, or they can also look back to the applications. They can even review their interview notes or call some of the references.
So they have all of these sets of data, as well as the employee assessment form and a few other types of data to review, and finally, it all comes together to guide the organization in the path of selecting the right person for the job.
[bookmark: _Toc67441856]Now, businesses must bear in mind that this isn't a seamless process and what they're trying to do is incorporate all of the various approaches and techniques in a structured way to find the qualified employee. However, despite the firms' best efforts, they might end up with inappropriate candidates. Besides, if the chosen candidate refuses the offering, they will have to repeat the process and make an offer to a new candidate. They'll have to start again from the beginning. So there are many hurdles to address, but by utilizing these tools and techniques, the firm can at least find them in the right direction in terms of selecting a suitable candidate, if not the perfect fit. 
[bookmark: _Toc72945282]4.5 Onboarding: Bringing on a New Employee

Managers are often so preoccupied with recruiting talented candidates that they overlook whatever might happen after the fresh employee arrives at work ready to work. Onboarding programs are designed to familiarize new workers with the company's overall goals and to assist them as they begin their first tasks, all in the hopes of rapidly achieving the impression of accomplishment and productivity. The overall goal is to minimize turnover and inspire employees to remain with a company for a longer period.
Experts recommend starting the induction process before an applicant is officially hired by including detailed documentation about the organization and community in their website's Careers section. 'The orientation should begin with the first single tap when anyone hits the portal,' said Richard Jordan, a business instructor who's helped reshape the recruiting and orientation processes at a number of technology firms.
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[bookmark: _Toc72945284]5.1 Workforce Planning by PRAN-RFL

 i. Strategic Alignment
PRAN-RFL always tries to look for and understand their value proposition or the reason their customers will be attracted to buy their products. They do this before they launch any new product in the market. Identifying their value propositions helps them to figure out their lacking in their products compared to their competitors and by this they also know what KSAs they would need in their employees to fill up the lacking. Therefore, they try to recruit such employees who are the best fit for their organization.
It cannot be said that PRAN-RFL only follows any one of the strategies; the operational excellence strategy or the product leadership strategy or customer intimacy strategy. Their strategies vary from product to product, their stand in the market for that product, their competitors, the need of their customers etc.
Their main focus is that to provide the best products to their customers and for that they need the best fitted employees in their workforce. They make sure that their employees are equally treated and their competencies match with the organizational needs and requirements.
ii. Internal Environment
PRAN-RFL is very keen to find out information about how the employees are doing their job, how much satisfied they are with their working environment, whether they have any other issues that are bothering them to work or not etc. This is because they consider their employees to be their valued assets and they don’t want to lose them. They always try to keep their internal environment very joyful and share a harmonious relationship with each other. Since the employees are valued, the turnover rate is low, their performance level is high indicating that the overall productivity of the organization is high. 
iii. External Environment
Companies can use Porter's Five Forces Model to understand the competitiveness of any business environment and to identify potential profitability of their strategy at any situation.

Relating Michael Porter’s Five Forces Model with PRAN-RFL
Threats of New Entrants
Profitable markets captivates new entrants, which destroys profitability, unless incumbents have strong barriers to entry, as an example patents, economies of scale or government policies, then profitability will decline to a competitive rate. Threats of new entrants are always there for PRAN-RFL Group as they have been one of the biggest companies of the country and thus there are lots of other companies who have always been looking for scope to get in the market and take or grab the market of PRAN.
Bargaining Power of the Buyers
It is an assessment of how easy it's for suppliers to approach prices. This is driven by the amount of suppliers of every essential input; uniqueness of their product or service; relative size and strength of the supplier; and price of switching from one supplier to another. The bargaining power of the consumer is very low because most of the products are of fixed price so they have no choice of bargaining.
Threats of Substitutes
Substitute products that exist within a market increase the likelihood of consumers switching to alternatives in response to an increase in cost. This reduces both the facility of suppliers and therefore the attractiveness of the market. In the business of PRAN RFL group the threats of substitutes are high. Because there are Akij Food & Beverage Ltd., BD Foods Ltd., Square Food & Beverage, Olympic Industries Ltd. Haque Group of Companies, Dekko Foods Ltd. who try to require the market with their utmost effort. So if PRAN RFL Group is doing something unfair with the purchasers then the purchasers can easily switch to other companies. So PRAN should be aware of that.
Bargaining Power of Suppliers
This is an assessment of how easily buyers can drive down the prices. This is driven by the amount of buyers within the market, importance of every individual buyer to the organization and price to the customer of switching from one supplier to a different. If a business has just a couple of powerful buyers, they're often ready to dictate terms. In the business of PRAN-RFL group bargaining power of suppliers is very low as well. Bangladesh is an agricultural country and there are many sellers of the raw materials of food. Therefore, there are many chances of bargaining power of the sellers.
Rivalry among existing Competitors
The main driver is that the number and capability of competitors within the market. Many competitors, offering unvaried products and services, will lower market attractiveness. Current rivalry is extremely much high of the PRAN RFL group as there are some huge groups like Akij group. So it's seen that the rivalry amongst the current companies is very high.  
 
Figure 7: Porter's Five Forces Model
Iv. Workforce Planning
PRAN-RFL HR's mission is to train employees for the actions that would be needed to carry out the company's strategy. As a result, in order to fulfill that approach, they determine the competencies required to complete a task, the behaviors that they already possess, what they will need in the future, and where the difference exists. They will save money, effort, and needless waste of their own energy if they plan their workforce properly. They must ensure that the right people are in the right position at the right time and in the correct quantity. As a result, adequate staff training addresses the organization's need for vacancy and mitigation measures.

v. Labor Shortage Options
PRAN-RFL sometimes face sudden need of employees for different positions due to poor performance of an employee, or maybe some employees left their job. Therefore in such cases they initially try to fill the gaps with their existing employees by giving them promotions or even by job enlargement. They match the employees competencies with the competencies needed to complete the job. If the competencies do not match then them sometimes they go for outsourcing or look into the external source of recruitment.
vi. Internal vs. External Hires

Factors Affecting Recruitment of PRAN-RFL: Internal and External Factors

External Factors


a. Supply and Demand of Employee
Bangladesh is a country that is heavily populated. There are vast pools of eligible applicants looking for jobs. Since there are no such massive job openings in proportion, much of the job vacancy proposition provides the party with disproportionate responses.
b. Unemployment Rate
In this country, the unemployment rate is also high. The group is positively affected by these variables. With less effort, the group will get workers for the minimum starting wage.
c. Labor Market
The labor market plays a major role in driving the different PRAN-RFL segments. The sales division of PRAN-RFL, for example, has a very diverse and hardworking team. When one says, "There are more employees in the PRAN-RFL Group than planners," he/she won't be wrong though.
d. Sociopolitical 
Just like other companies in the country, hartal and other political and social turmoil are affecting the company. It is not possible to perform general recruitment processes in hartal, such as calling applicants for a written examination, interview, etc. But on those days, HR staffs resume their office hours. They work on Friday in order to back up the loss. These generate challenges for officials as well as candidates.
e. Competitors
PRAN-RFL Group is a leading conglomerate and enjoys advantages over its rivals. Products from the business are also very common among customers. For this cause, by paying less than their present salaries, the organization may acquire candidates in certain divisions.
f. Organization’s Image
The company is the most known foreign brand of Bangladeshi. So, people dream of working here. This makes it a lot easier to source candidates.

Internal Factors

a. Recruitment Policy
The organization has a standard recruiting policy that aims to best screen candidates from a large pool of applicants in the class.
b. Size of the firm
The PRAN-RFL Company is actually a very massive company. Over 100 countries export their goods. They launch new products every month. This calls for a rising base of jobs. Consequently, with a large workload every day, this aspect affects recruitment.
c. Cost
In PRAN-RFL, the budget estimate per recruitment does not seem important. So, the recruiting division may have to use online work sites much of the time to circulate vacancies, although there are more efficient media available, such as newspapers.
d. Growth and Expansion
The organization is currently in its development period. So, it now wants a reliable source of employees on a regular basis. It has some vacancies for some Management Trainee positions each month. For Sales Representative recruitment, every Sunday is reserved. In general, these reflect the effect of growth and expansion.
[bookmark: _Toc72945285]5.2 Foundations for Hiring Used by PRAN-RFL

Job Description of PRAN-RFL
Job descriptions are the basis for the group's employees' recruitment, placement, training, tasks, performance management system, performance evaluation, pay, promotion and other HR behavior. A work description outlines the tasks, obligations and duties of workers, the line of reporting and the interaction with those in the company. It is prepared and contains specific tasks based on the key outcome areas or Key Performance Indicators (KPI) of the job.
In PRAN-RFL, a work description, including a personal profile, is a pre-condition for the acceptance of a new role, regardless of normal or contractual status. In cooperation with HRM and line divisions, work descriptions are jointly prepared and approved by Chief-HRM as applicable. 
Employees are presented with a work description when they are named, transferred, promoted or newly assigned. The Line Manager(s) will ensure that the appointed and revised job description is accessible to their employees. Upon re-designation, employment, promotion or change of role by the boss, each employee must have a job description.
The Rationales of Job Description are as follows:
· To ensure that workers grasp their duties and responsibilities in the fullest sense.
· To hold workers accountable for the execution of their roles and obligations.
· To provide each employee with a written job description upon his assumption of responsibilities.
Job Description Includes
· Job Recognition
· Job Summary
· Main Responsibilities and Duties
· Incumbent's Authority
· Level of Performances 
· Work Environment
Job Description Process for Operation
· Before an employee joins, BU head/HOD will make a written job description accessible for each job under him/her in a specified format.
· BU head / supervisor would ensure that within three days of entering any job, the person holding any job under him/her well-understood his/her job description.
· The job description must be composed as prescribed in the Standard Format. The job description will be descriptive and will clearly represent the key duties and the essence of the position's framework.
· If applicable, the job description may be regularly revised or updated according to the evolving needs and nature of the organization.
· JD should be position-specific to allow HRM to recruit, encourage and organize training programs. JD must be aligned within the HRM Department archive.

Job Specification of PRAN-RFL
The Job Specifications involves the profile of the job to be needed for the recruitment of specific positions, such as age, experience, skills and work conditions. Job requirements must be sent to the HRM department to find the right person in the right place before advertising or hiring any position.
[bookmark: _Toc72945286]5.3 Recruitment by PRAN-RFL: Finding the Best Candidate

Recruitment Process of PRAN-RFL till Selection
Need Assessment 
The process of recruiting begins with the identification of needs. Currently, this is accomplished by individual agencies. The PRAN-RFL Group supports an intelligent tool for the management of human capital, called the "HRMS Portal."  This portal is used to construct all the requisitions for new recruit.
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Figure 8: A Screenshot of HRMS Requisition Section
Checking options for recruiting
Upon receiving the approval of the requisition, the recruitment section begins its operation. Checking the recruitment options is the very first step. The choice typically involves both internal and external elements.
Advertising
Advertising is provided in daily newspapers and employment or job portals and notice boards, leaflets, festoons, etc. are also used. Advertising has a time limit during which requests can be sent.
Sorting Applications 
The recruiter begins CV sorting when the deadline expires. CVs are sorted according to the respective departments' job specifications and requirements. Afterwards, for written test and interview, short listed candidates are called. Invitations are usually provided by phone call or SMS using one of the two methods.
Written Test and Interview
Written test is a must for freshers at PRAN-RFL. And if a reference candidate does not pass a written examination with at least 50 percent points, a reference candidate is not considered for further procedure. A running interview is often carried out while the written review begins. Through this interview, HR managers aim to provide a briefing on the job, its roles and responsibilities, benefits, etc. Through this, recruitment workers are also seeking to determine the candidate's suitability for the job. When a recruiter feels that an applicant does not match for the job, the applicants in the interview session are excluded. Those who passed a preliminary interview, only those written exam papers are judged. Those who failed the written examination were called for an interview again. Then, the line managers of the respective departments administer an interview. They find out whether or not the applicants are suitable for the job.
Selection
A very short list of candidates is produced after the second interview and they are taken to the respective directors for the final interview. The Director picks the candidates of his preference. When an applicant is chosen, the recruitment division prepares and accepts an evaluation report by the respective authority then sends the approved evaluation report to the central staff and gives a Work Offer Letter to the candidate. Whether or not he/she will consider the offer is the candidate's wish. If he/she agrees, then the PRAN-RFL Party will nominate him/her. 
              
Figure 9: Sources of Recruitment used by PRAN-RFL
· Internal Sources of Recruitment

a. Promotion
For workers who work hard and demonstrate good results, the promotion strategy is adopted as a motivational process. Promotion results in compensation, position, accountability and authority changes. For the implementation of the promotion program, the essential prerequisite is that the terms, conditions, rules and regulations should be clearly defined.
b. Transfer
Employees may be moved from one department to another wherever the position becomes vacant or superior authority demands.
c. Internal advertisement
The incumbents may be interested in taking up the vacant positions. They are aware of the specification and description of the available position as they have been employed in the business for a long time. The business HR offers some verbal ads inside the company for their benefit so that the workers can be suggested.

· External Sources of Recruitment

a. Head Hunting
Headhunting is a method of recruitment and selection where the contact details of a particular candidate with certain unique skills and connections are identified by the PRAN Group in order to persuade the candidate to participate in the recruitment process. Headhunting doesn't mean that the nominee will be called by PRAN Group to make a bid. Persuade the applicant to take part in the process.
b. E-Recruitment
Numerous websites such as bdjobs.com, naukri.com, and jagojobs.com are the electronic websites available for applicants to upload their curriculum vitae and pursue work.
c. Press Advertisement
A broad option is available via this source for selecting the appropriate candidate for the position. It provides the vacant positions with exposure and the job descriptions are made available to the general public in the form of the job description and job specification.
d. Campus Recruitment
It is the easiest way for businesses to pick students from different educational institutions. It is simple and economical. Company officials personally visit different institutions and, through interviews, pick students qualified for a specific post. Students get a nice chance to show themselves and get chosen for a good career.
e. Tele Interview 
In the initial interview round of the hiring process, telephone interviews are often performed by PRAN, this form of interview enables PRAN to screen applicants on the experience, skills, and salary requirements of the candidates relevant to the position and the business. This interview process saves time for employers and removes applicants who are unable to meet the standards of the organization. Telephone interviews tend to be performed by managers as a formal interview.
f. Walk in interviews
These interviews are announced and performed for selection by businesses on a particular day and time.
Recruitment and Selection Policy of PRAN-RFL
The Company seeks individuals with the best match of expertise to the need, the highest level of personal integrity and a willingness to meet the challenges of living and operating at the forefront of business at all levels of recruiting, hiring and promotion, while displaying a determination to grow within an evolving company.
The core concept of the Human Resources Department is to put the right employee at the right time in the right place. The basic goal of the Employment Strategy for Human Resources is to provide the best potential workers and to sustain them by continuous growth.
Recruitment Responsibilities of PRAN-RFL
a. Permanent Employees
The Recruitment Section of the HRM Department is responsible for implementing the authorized recruitment processes for the recruitment of permanent employees for any position in the group.
b. Temporary or Casual Workers
A committee consisting of three members, named "Factory Recruitment Committee," is responsible for the recruitment of temporary or casual employees in any factory of the party. The following are the members of the committee:
• Plant Staff Head,
• Director of Plant Operations,
• Manager/ Supervisor of production line. 
c. Age Determination Documents
The PRAN-RFL does not employ people under the age 18 years of age. The following records are checked and their photocopies are then kept in the personnel file of the respective employees in order to assess that the recruited employees are definitely adults. In addition, an accepted checklist is also maintained as a measuring scale in this respect.
The articles are as follows:
· Full bio-data / CV / Resume with 2 passport size photographs,
· NID Card or,
· Birth Certificate    
d. Employee Information Form

	Name:

	Father's/Husband’s Name:

	Sex:
	Age 

	Height:
	Weight

	Identification Mark:

	Current Address:

	Permanent Address:

	Reference: a)

	                 b)

	                 c)

	

	Comments by Company Doctor:

	Basic Health

	Appropriate Area of Work


    
     Signature of the Interviewer
e. Evaluation Report Form

	Position Applied for:
	[bookmark: __RefHeading__5344_185831969]Type of Test
	Marks (Obtained)

	Designation:
	Written test-100
	

	Name:
	Academic Performance
(Marks-24)
	

	S/O:
	
	

	Address:
	Vill: 	PO:
PS: 	Dist.:
	Related  job Experience
(Marks-16)
	

	Age:   Years
	Marital Status:
	
	Dependent(s):
	Job Aptitude
(Marks-10)
	

	Education
Name of Exam
	Institute/Board/University
	Year
	Division/
Class/ CGPA
	Leadership 
(Marks-10)
	

	
	
	
	
	Health  (Marks-10)
	

	
	
	
	
	Communication Skill
(0ral) (Marks-30)
	

	
	
	
	
	
	

	
	
	
	
	Total obtained from above 
General Interview
 (Marks-100)
	

	
	
	
	
	
	

	
	
	
	
	
	

	Position Held
	Experience(s) (Employer)
	Duration/Year
	
	

	
	
	
	Group Discussion
(Marks- 100)
	

	
	
	
	
	

	
	
	
	Computer Skill
(Marks- 100)
	

	Selected for Department:
	
	

	Selected for Division/Company:
	Grand Total
(Marks- 400)
	

	Place of Joining:
	
	

	Salary (PM) on probation: Tk.
	
	

	Salary (PM) on Confirmation: -----------
	Interviewed by
	

	Report to: Outlet Manager
	
	

	Date of Joining: on or before
	
	

	Type(s) of test taken:


	
	


	Prepared by
	Checked by
	Recommended by
	Approved by

	Name:
Designation:
Signature:
Date:
	Name:
Designation:
Signature:
Date:
	Name:
Designation:
Signature:
Date:
	




[bookmark: _Toc72945287]5.4 Selection by PRAN-RFL: Choosing the Best Candidate

Selection Process of PRAN
In order to improve recruitment and retention productivity and to ensure continuity and compliance in the recruitment and selection process, the following steps are recommended.
Identify the vacancy and determine the need for recruitment
· Job Description (JD)
 In PRAN-RFL, a job description that includes a personal profile is pre-requisite for a new job vacancy, regardless of the nature of the job. Job specifications are created under the supervision of HRM and line offices, and then authorized by the Head of HR.
· Prepare for recruitment plan
In PRAN-RFL, the recruitment panel plans the entire recruitment process. Starting from deciding whether to hire from internal sources or external sources to creating a pool of candidates and getting ready for the selection.
· Choose team/person recruitment
PRAN-RFL has their teams responsible for the jobs to be done for conducting a recruitment process. Their individual teams work their best to plan the recruitment. 
· Post Role and Implementation of Recruitment Plan
In PRAN-RFL once the recruitment team is done planning then they try their best to implement their plans and get ready for   screening the applications from the pool of applicants.
· Application Form Screening
Once the recruitment is done the HR teams then starts working on screening and scrutinizing the CVs or the applications from the pool to narrow down the options of candidates leaving potential ones for the written examination.
· Written examination
The potential candidates are called for the written test and are asked to wait for the final interview.
· Orchestrate interviews
A formal interview session is arranged after the written examination. The best scorers are called for the final interview for the selection. 

· Selection
After the interview, the interview panel decides who to select based on their performance in their interview and their KSAs that suits the job they have applied for.
· Reference Check
Once the selection is done, some reference check or the background check is done to ensure that the information the candidate has provided are reliable, valid and not fraudulent. 
· Finalize Recruitment/Offer Letter
Final step, the selected candidates are given the ‘Offer Letter’. The ‘Offer Letter’ contains the name of the position, salary, joining date, responsibilities, name of the supervisor and few terms and conditions. 

Appointment Letter
As per policy, the selected PRAN candidate will be offered employment with PRAN under the approval of the Head of HR. The appointment letter for both non-management and management positions will be signed by the Head of HR. In the absence of the Head of HR, it is necessary to follow the SOP for signatory authority.
Contents of appointment letter
The letter of appointment must provide complete information of the terms and conditions on the part of PRAN. The letter of appointment contains the following information:
· The organization's name and address (PRAN)
· The applicant's name and address
· Position name for the position
· Tasks, duties and responsibilities
· Job conditions: whether permanent or temporary, office time, simultaneous execution of another job.
· Monthly pay
· The contract's length of time
· Joining Date
· Documents to be submitted when joining
· Requirements for Security
· Commitment or declaration, and
· Provision concerning termination
A clearance certificate from his/her last company can be demanded from the chosen candidates, after hiring. In addition, it would be advisable to send all photocopies of the certificate along with the initial certificate. As part of their responsibility, an individual who would need to manage cash would produce a personal guarantor with financial solvency and integrity and properly provided by a notary public. They will need to request a certificate of personality from their local government authority.
Service Book
PRAN is required to provide a service book to any permanent employee. The PRAN HR is in charge of safeguarding this service book. Professionals can request a copy of a candidate's prior service book before hiring them if they believe they have recently worked at another organization. When such a worker has a service book, he or she must give it to the HR Department and leave it in the HR Department of PRAN's possession, for which the employee will receive a receipt. The HR Department will fork over the employee's service book as the employee's job with the firm comes to an end.
Forms of Service Book
The service book shall be of the size and in the form prescribed and shall be attached with a picture of the worker. The service book must contain the following details, namely:
· Worker's Name and Address
· Parents/Husband Name
· Date of Birth
· Staff ID Number
· Name of last employer and address (If any)
· Job Duration
· Department Name and Designation
· Allowance and wages, if any
· Information about leave
· Performance of the employee

Legal considerations in Selection Process
PRAN-RFL does the background checks for any new employees by either calling the references i.e. for the fresh graduates and contact the previous supervisor for any information needed for the once who has just switched job. They also give priority to the validation and reliability of the information that the newly employed is providing. This is because they want to ensure that they have the perfect match for the job.
Selection Tools
PRAN-RFL mainly does the structured interview and this helps them to scrutinize the candidates in every aspect that they want along with written tests. For the written test for executive level, the passing mark is 60 out of 100. Those who pass the written are taken to the next level of examination.
[bookmark: _Toc72945288]5.5 Wrapping up the Entire Selection Process: Candidate Evaluation

Once the selection is done, PRAN-RFL evaluates the selected employees to find out whether they are the perfect fit of not. If they find out any specific competencies are missing in the selected once
[bookmark: _Toc72945289]5.6 Onboarding: Bringing on a New Employee

In PRAN-RFL, all the new employees are given 40 hours of training. The relevant information regarding the training are shared in their private portal ‘HRIS’. The training is conducted by their In-House trainers. In this training, the newly hired are given brief information about the organization, then about the job that they will need to perform and most importantly about the expectation.
[bookmark: _Toc72945290]5.7 Changes in Their Recruitment and Selection Practices during the Pandemic


A COVID-19 pandemic disease eruption triggered by the novel coronavirus SARS-CoV-2, has posed a significant threat to human health around the world. Bangladesh has also been affected by this virus. Bangladesh, just like other countries, faces significant challenges in effectively coping with this situation due to a shortage of testing facilities and recovery programs, as well as public knowledge. Personal recognition and assistance from non-governmental organizations, private organizations, academics, physicians, industrialists, and foreign organizations, in addition to the government, are critical in combating this highly infectious disease.
There has been a massive effect of COVID 19 world-wide; not only in the healthcare sector but also in the education sector, business sector, the economy of the country, and even the lifestyle of every individual in the society. Similarly, it affected the recruitment and selection process of PRAN-RFL. Before the pandemic, they had all the new employees physically present in the office premises, and getting to know each other was very easy. But now they hardly get to know each other. They did the home office. They were given training online. Though the number of newly hired was very little some even lost their jobs. 
PRAN-RFL could start home office for some of the departments but not all. They had to take and provide safety measures for those who had jobs that required fieldwork. Equipments such as safety goggles, PPE, masks, hand gloves, etc. were given to them and a roaster was created so that all the employees get an equal amount of rest, maintaining the safety measures.
Meanwhile, PRAN-RFL had to cut down their costs as well in as many ways as possible. They had to lay off some of their employees this is because it will reduce their cost on employees. They found out that they have employees who can take-over other employee’s jobs even after doing their own job. They started having strong and strict monitoring and PMS (Performance Management Systems) based on the KPIs and the KSAs of the employees. Rather than recruiting new employees, they started looking for incumbents within their existing workforce.
When the COVID 19 situation of the country was comparatively stable than in the March to September 2020, they started recruiting using online platforms. They had their selected candidates sit for the exams online. They were given to solve MCQs and other form of written exams using online platforms. The candidates were given time bounds within which they had to complete their examinations.
The newly hired were given trainings online using ZOOM Meeting app and even they had their orientation programs online. Indirectly this saved the cost of the organization. The organization also had to use Change management system in order to keep their business running. They had to face resistance to change from their existing employees and for them, the top level managers and the supervisors always had to conduct motivational meetings for the new and existing employees and also discuss the need and advantages of bringing change in their working methods. They had to keep in mind that they cannot lose their valued employees therefore they tried to retain their employees.
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[bookmark: _Toc51984491][bookmark: _Toc67441858][bookmark: _Toc72945291]Chapter 6 - Recommendation and Conclusion

[bookmark: _Toc67441859][bookmark: _Toc72945292]6.1 Recommendation

Upon having an interview with the Deputy Manager, HRM PRAN-RFL group, I have found out that they have insufficient people in their teams and this is why they need to struggle a lot to complete their works in time. Therefore, I would recommend them to hire and plan for their workforce effectively and efficiently.
[bookmark: _Toc67441860][bookmark: _Toc72945293]6.2 Conclusions

The organization must remember to use a conceptual model in the future so that they can consider all of the various elements in the internal and external environment, as well as the interrelationships within the workplace while recruiting and selecting. They may also look for efficiencies by looking at the inputs and outputs; link the works with the mission, vision, goals and objectives, culture, and strategies of the organization.
When it comes to recruitment, the firms must make sure to be fair and transparent in the process, as well as obey all applicable laws in the area of the country. They must always be polite and practice good recruiter habits such as having good listening skills.
[bookmark: _Toc67441861]When it comes to selecting the firms must make sure to use legally validated and reliable selection methods that are related to job performance, and look for applicants that have skills that are important to meet the strategies, task, culture, and vision and make sure to perform formal, recorded interviews and educate other managers on how to do so.





[bookmark: _Toc72945294]Appendix

[bookmark: _Toc67441862][bookmark: _Toc72945295]Questionnaire
Topic: “Analysis of Recruitment and Selection Process of PRAN-RFL and Changes in Their Practices during the Pandemic”
Name of the Interviewee: Md. Faisal Kabir         Designation: Deputy Manager, HRM PRAN Group
1. What strategy do you follow? Cost leadership, differentiation or customer intimacy.
2. To what extent do you look for creativity in a candidate? How is creativity measured?
3. Does the organization clearly define the position objectives, requirements and candidate specifications in the recruitment process?
4. Do you face turnover? If yes, then what do you think can be the reason for turnover? How does the organization deal with turnover if any?
5. How do you do your workforce planning?
6. What do you do when you have shortage of employee?
7. How often do you do the job analysis?
8. What is the Source of recruitment that you choose? 
9. What medium of recruitment advertisements does your organization use? 
10. What do you consider to be the HR Responsibilities in the Recruitment process?
11. What are some of the characteristics of effective recruiters that your organization considers before choosing the recruiter?
12. How do you prepare your recruiter?
13. What are some of the different best practices in mobile technology you use for recruiting?
14. Do you do Background checks? How? 
15. How your organization ensures the reliability and validity of the information that the employees are providing?
16. What are the Selection tools that your organization uses?
17. How does your organization evaluate you candidates?
18. How does your organization end the selection process?
19. How does your organization welcome a new hire?
20. What does your organization usually do when it finds out that the performance of the new hire is not satisfying or when the expectations are not met?
21.  How does your organization find out that the development of the employees is required and what does the organization do to develop them?
22. Does your organization provide any training for the new hire?
23. What changes you had to take during the pandemic in the recruitment and selection process?
24. How did you cope up with the pandemic? What is the current situation?
25. How does existing employees react to the changes and /or had an impact of it in their performance?
26. Did your organization face turnover or you laid off your employees during the pandemic?
[bookmark: _Toc67441863][bookmark: _Toc72945296]Visiting Card 
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