
[image: ]
	
Internship Report
On
Human Resource Management Practice Of
Inpace Management Services Ltd. (IMSL)


Prepared for

Dr. Abu Zafar Md. Rashed Osman

Associate Professor

School of Business & Economics

United International University (UIU)




Prepared by

Syeda Shirajum Monira Moon

ID- 111 143 247

School of Business & Economics

United International University (UIU)



Date of Submission: December 21, 2019





Letter of Transmittal


December 21, 2019

Dr. Abu Zafar Md. Rashed Osman
Associate Professor
School of Business & Economics
United International University

Subject: Submission of the Internship Report

Dear Sir,
I’m glad to submit my internship report on the topic you’ve assigned me which is about the HR practices and Human Resource Management System of the Organization. While preparing this report I tried my level best to follow your and my organization’s supervisor’s instructions.
The entire report is based on the practical knowledge I have gained from my three months of internship program while working in Inpace Management Services Ltd. The knowledge I’ve gained from here will add a huge advantage to my career.
I have tried my level best to follow your guidelines on my report. I have collected all the information that is necessary for the report. I am thankful to you for your guidance. If you need any further information to evaluate the internship report, it would be my immense pleasure to furnish you the same. Hence, I would be wondering if you go through my report and give your assessment to my work considering my limitation.

Sincerely yours,[image: C:\Users\INPACE\Desktop\moooooonnn.jpg]
Syeda Shirajum Monira Moon
ID- 111 143 247
School of Business & Economics
United International University




Acknowledgement

At first, I would like to express my gratitude to the Almighty for giving me the strength and opportunity to complete the report within the scheduled time successfully.
I would like to thank my honorable Supervisor Dr. Abu Zafar Md. Rashed Osman who has helped me in every step of my internship.
I would like to express my gratitude to Farhana Karim, manager- HR whose cooperation and guidance have made this project as proximate to perfection. I would also like to thanks my organizational colleagues for their sincere cooperation during the completion of my internship.
[bookmark: _GoBack]I practically work with them, try to share their perception feelings and on the basis of my realization, I prepared report from my own point of view. Then last I shall be grateful to those people who read this report and who shall get benefit from the report at present and in future.





Declaration

I am Syeda Shirajum Monira Moon, student of School of Business and Economics, Major in Human Resource Management of United International University, Bangladesh, do hereby declare that the internship Repot on "Human Resource Practices of Inpace Management Services Ltd." is an original work and has not been previously submitted for any degree, diploma, title, or recognition.



[image: C:\Users\INPACE\Desktop\moooooonnn.jpg]

Syeda Shirajum Monira Moon
ID- 111 143 247
School of Business and Economics

       

[image: gf]




Executive Summary

Inpace Management Services Ltd. (IMSL) is one of the largest marketing agencies in Bangladesh. Inpace Management Services develops highly creative solutions to marketing problem on a worldwide basis. The Human resource department of Inpace is working for the development of every employee. Inpace sis doing their HR practices in some process. They have a structured recruitment and selection process. There are some effective steps to select the candidate as an employee. That’s why they are able to hire the most potential employees. The organization’s working environment is in such a way so that the employees can trained well with practical experience. The training session is held for 4 or 5 days on the basis of off the job training. The probation period of any employee is for 6 months. Inpace evaluates the employees’ performance on the basis of many things. They evaluate the employee’s performance by monitoring their job responsibilities. There is also scope of evaluating the peers and the managers as well. The promotion systems of Inpace are based on the merit and performance of employees. The increment of salary is held according the time being and the performance of the employee. They provide two increments in a year. The report focuses on overview of human resources practice of Inpace. It contains background, mission, strategies, organizational structure, recruitment policy, performance evaluation policy, motivational policy, payroll support policy, training & development policy and so on. The second and the core section focuses on my internship experience, my experiences and influence of Inpace on my career. I also include a section of appendix of literary study on the prospect of outsourcing.
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Chapter 1: Introduction

1. [bookmark: _Toc27501022][bookmark: _Toc27560632]Introduction
Internship is a partial requirement of graduation. It offers a great opportunity for any student to get some remarkable and brilliant ideas about the practical field. It is also a challenging experience to prepare Internship Report which increases intellectual abilities as an efficient graduate. I have got a chance for my internship in Inpace Management Services Ltd. (IMSL)
I had been privileged to have been able to pursue my internship in the department of Human Resources Management at Inpace Management Services Ltd. is a main Total Quality Assurance supplier to ventures around the world. Inpace Management Services Ltd. (IMSL) is one of the leading Marketing agencies in Bangladesh. IMSL is an organization that works with tech products concerned with making life easier. My internship period had been of three months and across the months of my internship period I had been assigned multiple assignments by my supervisor that had helped me learn and implement significant skills and knowledge of the professional platform. I had intently worked with the significant faculty of the office. Because of the chance to work intimately with the experts assuming significant jobs of the division, I had encountered working and finding out about the significant aspects of HR the board in wording or "Ability Acquisition", "Preparing and Development", "Execution Appraisal and Compensation", "Enlistment procedure and Staffing", "Finance Management" and different exercises as far as keeping up corporate culture, complaint dealing with, disciplinary activities, worker commitment and inspirations and the same. This had been possible solely by the assistance and encouragement of the seniors from the HR department of Inpace Management Services Ltd. Notwithstanding the understandings of HR office, the internship time frame had additionally presented me to learn and comprehend of the whole business process and the elements of the various branches of the organization in fruitful executions of the tasks
The internship experience had been an effective platform for me to learn from real experiences and as a very supportive opportunity in implementing my adhered knowledge in business administration after completion of all required courses of the curriculum. Here, in this report I have tried to summarize my acquired knowledge, understandings and opinions regarding my internship.









[bookmark: _Toc27501023][bookmark: _Toc27560633]1.1 Origin of the report
This report is superior for me as it is my Internship report which titled “Human Resource Practices” of Inpace. I have assembled all the rules, activities and Information of Inpace Management Services Ltd. in these three months internship report which began on 13th February, 2019 under the supervisor of Dr. Osman Abu Zafar Md. Rashed who is authorizing me to prepare this report.

[bookmark: _Toc27501024][bookmark: _Toc27560634]1.2 Objective of the report
Objective of the report proceed as a bridge between the starting point and the goals of the study. The objective of the study conducted in Inpace is given below-
· To understand how to accomplish an organization’s HR practices.
· To understand the rules and regulations of an Organization
· To analyze how the company incorporate efficiency of employees.
· Identify the company projects, job descriptions and job analysis for the large pool of
applicant.
· To understand the staffing process of the company.
· Recommend solutions for the company's potential threats and weaknesses along with
Suggestions that can help to improve the company’s performance.

[bookmark: _Toc27501025][bookmark: _Toc27560635]1.3 Scope of the study
The scope of study basically represents all those things which will be confined in the report. It’s just not important to determine the research goals for a clear focus but also because it helps in letting the audiences know as to what kind of information they are looking for. It should be instructive, comprehensive and precise. Inpace management Services Ltd. helped me to prepare the acute and leading report. On the other hand, due to some unrevealed and confidential data there were some problems to find out some information as well. The report is accumulated in some planned, logical and structured way from choosing of the topic to final report presentation.

[bookmark: _Toc27501026][bookmark: _Toc27560636]1.4 Methodology of the Report:
Methodology contains all the tasks that are essential to conduct the study and originate in into a report. This report has been created based on data collection from both primary and secondary sources.
Primary Sources:
· Practical work experience
· Face to face conversation with corresponding clients
· Direct meeting with co-worker and leader

Secondary Sources:
· Annual report of Inpace management Services Ltd.
· Web support from Internet
· Course fundamentals what I have learned from my major subjects in HRM

[bookmark: _Toc27501027][bookmark: _Toc27560637]1.5 Limitations of the Study:
Analyzing the whole Human Resource management department’s activities of Inpace Management Services Ltd. is not easy. As the human resource information are more confidential. The company doesn’t want to disclose the information for security issue.  The limitation I have faced to make this report is given below:

· Time Limitation: The time was limited to complete the study. The time was very short to know details about the human resources management of Inpace management Services Ltd.

· Unwillingness to cooperate: For the confidential issue I couldn’t get touch some areas of human resources management department of the company. Also they were demanding and denied to reveal all the information of their company and give excuses.






















Chapter 2: The Industry and the Organization
[bookmark: _Toc27501028][bookmark: _Toc27560638]2.1 Organizational History
The historical backdrop of INPACE goes back to December, 1998 when Inpace Management Services Ltd. was formed to fulfill the steadily expanding interest for Computer Graphics and DTP, Direct Marketing, Fulfillment Services, IT Enabled Services, HR Management Consultancy, Market Communication, Event Management and PR Management administrations. The essential objective was to explore the market for PC training; visual illustration and printing the executives, corporate advancement, and coordination reinforce administration and occasion the executives. Inpace Management Services Limited was enrolled on first August, 2004 to differentiate its business and serve the clients in a gradually sorted out and proficient way. In the course of the most recent 16 years Inpace was gaining significant ground in accomplishing its essential objectives. While doing this, the organization step by step extended its business into fulfillment Services, Lead Generation, Direct Marketing and IT Enabled Services for the greater part of the prominent worldwide IT organizations present in Bangladesh. At present, Inpace has got its name as a proficient place of satisfaction and re-appropriating exercises for major MNCs and nearby partnerships.
[bookmark: _Toc27501029][bookmark: _Toc27560639]2.2 Organizational Overview
[bookmark: _Toc27501030][bookmark: _Toc27560640]INPACE
Inpace situated at Concord Tower, Suit-601 and 1501, Bangla Motor, Kazi Nazrul Islam Avenue, Dhaka-1209, is an association that works with tech items worried about making life simpler. It is a global association started in 1997. As far back as its foundation, this association prepared in excess of 280 experts. This association is situated towards the tech-based items identified with various global brands, for example, Cisco, HP, and Dell and so forth. All in all, Inpace Bangladesh contains basically of 69 staff devoted to managing, sorting out, allotting just as on the general exercises of the majority of its focuses. At present, Inpace Communications has stretched out its exercises to numerous new driven items. At this point the organization additionally centered on its limited time occasions and it likewise distributed frequent interior productions in which the exercises of the association are secured. It has likewise been dealing with to wind up a stage to reduce the obstruction between the rustic and the urban individuals by giving the administrations in regards to innovative progression. The Government of Bangladesh is giving monitory help both as money and gifts. Also, research and scholarly foundations, firms and other universal associations have approached to influence a commitment in taking care of any sort of issues which is going about as a limit to ebb and flow innovation in this nation. Inpace has been repaid with different national and worldwide acknowledgments.
At Inpace they endeavor to be the most dependable and innovative occasion organization in Bangladesh, continually conveying an elevated requirement of value and incentive for cash to their clients. They work in close association with their clients to offer an administration that sets new principles in occasion the executives. Every occasion is a custom task, independent of size or spending plan. This is the thing that it makes them unique. The various aptitudes and significant 

experience inside the faculty at Inpace is the thing that truly enables them to emerge from the group, and they can guarantee that their occasions do likewise. Connections are vital to the Inpace rationality, and in view of this they focus on building solid associations with their clients. They tune in and continually re-address the regularly changing necessities of their clients to guarantee that they are frequently on top of things.

· [bookmark: _Toc27501031][bookmark: _Toc27560641]Inpace Management Services Limited:
Inpace Management Services is one of the largest marketing agencies in Bangladesh. Inpace Management Services develops highly creative solutions to marketing problem on a worldwide basis. Its service includes brand positioning; brand planning; creative development; and production different artwork and creative work. It is also planning to elevate a new generation of management.

· [bookmark: _Toc27501032][bookmark: _Toc27560642]Inpace Communications:
Inpace Communications is a sister concern of Inpace. Here we work with Global Giant Dell. Inpace Communications are the most dependable and artistic marketing, Event Company in Bangladesh.

· [bookmark: _Toc27501033][bookmark: _Toc27560643]Mint Bangladesh:
Mint BD is one of the most growing e commerce sight in Bangladesh. MintBD.com offer our corporate partners all kinds of support related to procurement, such as providing Original branded Mobile phone, gadget items, Security solution, Gaming product, corporate branding and merchandising, handling weekly office supplies or any kind of urgent product needs. You can learn more about us by visiting our website www.mint.bd.com.

· [bookmark: _Toc27501034][bookmark: _Toc27560644]Pulse Health Services Ltd:
Pulse Health Services Ltd. is a cloud based smart care solution for regular health monitoring by world class gadgets. Pulse Health gives the best therapeutic consideration, Customized treatment and normal wellbeing checking by the World Class medicinal gadgets through cloud-based keen social insurance arrangement, which allows users to monitor, store and access their health Information. Users can monitor information, such as blood pressure, blood sugar/ diabetics and BMI, Using the internet of things (IoT) – enabled, smart medical devices. This data is automatically stored in a secured cloud server, which can be accessed by the user at any time.

· [bookmark: _Toc27501035][bookmark: _Toc27560645]Pulse HR Consultancy Ltd:
They work as management consulting partner and human resource service provider for our clients. Based out of Dhaka, Bangladesh, our team consists of brilliant professionals with various backgrounds (Information Technology, Supply Change Management, Sales-Marketing-Distribution, Human Resource Management and Manufacturing) with decades of experience in local and multinational companies operating in Bangladesh.

[bookmark: _Toc27501036][bookmark: _Toc27560646]2.3 Organizational Mission
To develop market communications with specialized excellence, quality service, cultural enlightenment enhanced by a diverse sensible creativity to defend and promote the interest of our clients.

[bookmark: _Toc27501037][bookmark: _Toc27560647]2.4 Organizational Vision
To be the market leader in marketing and promotion service industry in Bangladesh by consistently exceeding client expectations and continually striving for excellence.

[bookmark: _Toc27501038][bookmark: _Toc27560648]2.5 Organizational Goal
Inpace Management Services Ltd. set their goals which are given below:
· Conducting research through field work.
· Analyzing the circumstances.
· Providing immediate solution.
· Providing long term solution.
· Establishing and promoting measures.
· Training and development of human resource.
1

[bookmark: _Toc27501039][bookmark: _Toc27560649]2.6 The Departments Working Within IMSL
There are seven departments in IMSL. One of them work around the production of advertisement and other ensures smooth functionality of the organization. The management body and all the departments of IMSL are exposed in the following figure;
MD Kamrul Ahsan
Afzal Hossain
Rahat Khan
Shahriar Fuad Rahman
























The Hierarchy level starts with managing director than 3 director post, after 4 administration posts at that point start office head and finally their subordinates; asst. manager, Senior executives, executives, Junior executives and besides occasionally intern. The strategy of these departments are to create prevalent ads for their customers. Accordingly, the promotions should drive deals, make an expanded in mindfulness, and the association's benefits ought to go up.

· [bookmark: _Toc27501040][bookmark: _Toc27560650]Finance and Accounts
Basic functions of Finance & Accounts department are:
· Accounting – keeping books of accounts with necessary compliance
· Finance – budgeting and fund management
· Receipt and Payments – collecting and depositing receipt, placing
Payment for vendors and employees
· Traffic billing – keeping books of Accounts and bill assortment.

· [bookmark: _Toc27501041][bookmark: _Toc27560651]Human Resources
HR department performs following functions in employee management:
· Acquisition – Recruitment, Confirmation, Re-contract, Appointment
· Compensation & Benefit – Salary and Bonus, Leave encashment
· Development – Training, Orientation
· Operations – Evaluation and Performance Managements
· Employee Relations – Grievance handling, Counseling, Motivating
· Employee services – ID card, Mobile phone, SIM card, Business Card, and E-mail address etc.

· [bookmark: _Toc27501042][bookmark: _Toc27560652]Support Service
Support Services department is responsible for ensuring following logistic and administrative supports to business:
· Office Management
· Transport Management
· Inventory Management
· Restaurant Management for events
· Logistic and Protocol Management

· [bookmark: _Toc27501043][bookmark: _Toc27560653]Videography and Creative department:
This is the motor of the company since it is them whom make Inpace well known and powerful to the clients. They play out specific acts. Some of them are given beneath;
· Developing theme for a TV commercial

· Developing features, sub-features and body messages for an advertisement to be imprinted on papers.
· Designing the appearance of the craftsmen in a business
· Visualizing the thought
· Preparing jingles
· Finalizing layout and so on

· [bookmark: _Toc27501044][bookmark: _Toc27560654]Sales & Marketing
Sales department is fundamentally engaged to Business. The Responsibilities are:
· New business search
· Client relationship – potential and existing
· Sales event management – arranging and participating parties, campaigns and projects,    Promotional activities.





Chapter 3: Literature Review

[bookmark: _Toc27501045][bookmark: _Toc27560655]3.1 Human Resource Management
Human Resource Management (HRM or HR) is the strategic way to deal with depict formal frameworks for the powerful administration of individuals in an association,, so that the organization can gain the competitive advantage. Human Resource Management (HRM) is fundamentally the act of arranging, enlisting, procuring, conveying, staffing, controlling and dealing with an association's workers.
According to Ricky W. Griffin, HRM is the set of administrative activities directed at attracting, developing and maintaining an effective workforce.
Human Resource Management involves management functions like arranging, sorting out, coordinating and controlling. It includes acquirement, improvement and upkeep of human asset. It accomplishes individual, hierarchical and social destinations. Human Resource Management is a multidisciplinary subject. It incorporates the investigation of the executives, brain research, correspondence, financial aspects and human science. It includes solidarity and collaboration. It is a consistent procedure.
HRM is helping in giving human significance to the workers taking into advance their ability, possibly, accomplishment, inspiration, expertise, responsibility, incredible capacities, and so on. Thus, that workers characters are perceived as important individuals. This is the thing that the HRM is engaged with each business, administrative movement or presentation. HR Management is worried about the "individuals" measurement in the board. Since each association is comprised of individuals procuring their administrations, building up their aptitudes, motivating them to high level of performance and ensuring that they continue to uphold their commitment to the organization. These are essential to achieve organizational objectives.

[bookmark: _Toc27501046][bookmark: _Toc27560656]3.2 Scope of HRM/ functions of HRM:
The scope of HRM includes the all activities of HRM. These activities are –
· Human resources planning:
Human resource planning means a process by which the company recognizes the number of vacant, whether the company has lack of staff or excess staff and to deal with this excess or shortage. Human resource planning is the constant process of systematic planning to achieve optimal use of an organization's most treasured asset — its human resources. The target of HRP is to guarantee the best fit among workers and occupations while staying away from labor deficiencies or Surpluses. The management of the organization are helped by the HRP process in meeting the future demand of human resource. The strategies and long term goals are aligning with the human resource planning. HR Planning has now became Strategic HR Planning. HR Planning helps the organization in many ways like:
[bookmark: _Toc27560657]HR managers are related the workforce requirements with higher management. HRP planning always prevent the business from falling into the market trap of shifting workforce market.
· HR manager find the appropriate talents skilled employees which needs in the organization.
· In growth stage of a company HR manager helps the most to find the leader who will lead the company toward the success.
· The HR Manager always try to arrange the people who will aligning the organization goal with employee’s intention.

· Job analysis design:
Job analysis is one of the most important parts of HRM process. The company prepares advertisements according to the job analysis. The process of job analysis involves how the job will performed successfully. Job analysis helps what a particular department requires and what an employee needs to deliver. It also helps to know about the job title, job location, job summary, responsibilities, working conditions, possible hazards and machines, equipment and materials which is used by employee.
Through the Job analysis company can find out the human qualifications to perform the job. The worker's degree of learning, experience, judgment, activity, administration aptitudes, physical abilities, relational abilities, responsibility, passionate qualities and uncommon tactile requests are profoundly analyzed in this job analysis sector. Determining the success of job depends on the unbiased and proper job analysis. Through the job analysis HR can chose the right people for the particular job.

· Recruitment and selection:
An effective recruitment process is very important to run a business. According to the company requirements, company will post a job offer in the newspaper, this is recruitment. A number of applications are received after the announcement is issued, interviews are conducted and the right employee is selected thus recruitment. So the selection process is another important area of HRM. Planning the recruitment is the very first step of the recruitment process, where how much positions are vacant position that’s are analyzed and described.
In the selection process at first a candidate is told to complete an application from. The form includes the items those are information on gender, race, origin, education dates and disabilities. The other queries are past salary levels, age, citizenship information and Social Security numbers. New employees must provide the boss with a Social Security number when hired, and it may be needed for applicant background checks, but it is not necessary on the application.

[image: C:\Users\INPACE\Pictures\HRM%20Process%201.jpg]


· Training and development: 
Each representative goes under training program which encourages him to put up a superior performance on the job. Preparing program is likewise directed for existing staff that have a great deal of understanding. This is called refresher training. Training and development is that area where the company spends huge amount money. The worker who gets the required training is more able to carry out in their profession. The training will teach the employee in their obligations inside their role, and in turn construct their self-belief. The training will develop their overall performance and this can only benefit the corporation. The funding in training that a agency makes shows personnel that they're valued. The schooling creates a supportive place of job. Employees who feel preferred and challenged through teaching opportunities might also feel greater delight in the direction of their jobs. A training program allows strengthen skills that each employee needs to improve. Productivity typically increases when a company implements training courses. Increased efficiency in techniques will ensure mission achievement which in turn will improve the company turnover and potential market share.



· Performance appraisal:
Performance appraisal is conducted by the HR department. They check the performance of the employees and examine them according to the rank. The future promotions, incentives, increments in salary are decided based on these appraisals. Performance appraisal is a systematic process in which employee’s job performance is evaluated in relation to the projects on which employee has worked and his contribution to the organization. It is otherwise called a yearly survey or execution audit. It enables the chiefs to put the correct workers for the correct employments, contingent upon their aptitudes.  Employees are often interested to know about their performance details and compare it with their fellow coworkers and then they try to improve upon it. So every company needs a good performance appraisal system to increase their productivity.

· Compensation planning and remuneration: 
There are so many rules in compensation system. Remuneration and compensation planning is the responsibility of HR department. Wages are calculated on an hourly basis and require overtime payment for work in excess of 40 hours per week. Overtime is the double payment of the hourly rate. Although there are paid employees who are classified as non-exempt and, therefore, eligible to overtime pay. The term “salary” generally refers to a yearly salary the employee receives or a method of employee compensation that does not need overtime pay. For example, the reference to a “compensated representative” is generally used to describe a worker who does not get additional time pay. Workers get yearly raises dependent on execution positioning and evaluations. For instance, an extraordinary execution examination could result in a 5 percent compensation increment. Test worker reward and impetus plans incorporate money motivators dependent on a level of the representative's gross compensation or a representative's offer dependent on an optional pool of assets assigned for appropriation to workers whose execution added to business achievement. Numerous official rewards and motivating forces are fixing to progress of the primary concern or even increments in the estimation of offers for openly held organizations.

· Motivation, welfare, health and safety:
Inspiration winds up essential to support the quantity of workers in the organization. It is the activity of the HR office to investigate the distinctive strategies for inspiration. Aside from this specific wellbeing and security guidelines must be pursued for the advantages of the workers. This is likewise dealt with by the HR office. There are solid monetary, lawful, mental and moral reasons why directors should pay attention to wellbeing and security. Monetary purposes behind guaranteeing safe working environment: decreases mishaps, protection, improves worker relations, and encourages representative promise to quality objectives. Representatives have a lawful appropriate to work in a sheltered and solid condition. A solid working environment and one that advances health can have a solid positive effect on the mental contract. It is indicated out those whom contribute the causation of business related infections and do as such intentionally can be considered to be ethically in charge of their activity.

· Industrial relations:
[bookmark: _Toc27501047][bookmark: _Toc27560658]Another essential territory of HRM is keeping up co-ordinal relations with the endorsers. This will assist the association with preventing strikes lockouts and guarantee smooth working in the organization. Mechanical connection is characterized as connection of Individual or gathering of representative and manager for drawing in themselves in an approach to boost the beneficial exercises. In the expressions of Lester, "Mechanical relations include endeavors at landing at arrangements between the clashing targets and qualities; between the benefit thought process and social increase; among order and opportunity, among power and modern popular government; among bartering and co-task; and between clashing interests of the individual, the gathering and the network.
3.3 Challenges for the modern HR
Change is going on quicker than ever and combined with technological expansion, enlarged globalization and a competitive jobs market the HR sector is finding itself in new ground. We’ve spoken before about the  advancement of the HR role and how it’s currently assuming an increasingly dynamic job in an organization’s strategy. This more extensive dispatch has additionally had a thump on impact on the challenges this busy department faces
· Technology:
As advancements change for all intents and purposes at the speed of light, it's fundamental for organizations to develop or be abandoned however numerous CEO's begun their careers and organizations before a large number of these advances even existed. Experts can be vital for integrating new innovations, in specific mobile, app advancement and cloud computing.
· Retention of the employees:
In the modern generation the employees’ need is changing, their demands are changings so it’s very tough for HR to understand their behavior and retain the right employees for the organization. If the HR doesn’t maintain all the activities properly, employee turnover will be high. So it’s a very challenging task for them.
· Multicultural work force:
A multicultural association has a workforce that remembers individuals from different foundations for all divisions and offers them equivalent open door for information and progression inside the organization. In a multicultural association talent, ability and performance are the criteria for progression. So the HR departments need to be conscious and need to prepare exact policy for every employee.
· Women in the work force:
The quantity of female who have joined the work constrain has radically expanded over a couple of years. Female representatives’ face very surprising issues by the male representatives’. They likewise have duty towards the family. The association needs to consider this angle moreover. The test before the HR administrator lies in making sex affectability and in giving a decent workplace to the female representatives.
· Handicapped employees:
This area of the populace ordinarily faces a great deal of issues at work, not much association have occupations and offices exceptionally intended for incapacitated laborers. Hence the test before the HR supervisor lies in making climate appropriate for such representatives and urging them to work better.
· Change in demand of government:
More often than not government rules continue evolving. While a great deal of opportunity is given to organizations some strict guidelines and guidelines have additionally been passed. The legislature has additionally embraced the disinvestment in specific organizations because of which there is dread among the workers with respect to their activity. The test before the HR director lies in persuading workers that their advantage won't be yielded.
· Initiating the process of change:
Changing the strategy for working, changing the disposition of individuals and changing the recognition and estimations of association have turned out to be fundamental today. It is very hard to influence the labors to acknowledge the change. So the HR manager has a big responsibility to influence individuals to adopt the change.

[bookmark: _Toc27501048][bookmark: _Toc27560659]3.4 Importance of HRM:
HRM ends up critical for business association because of the accompanying reasons.

· Accomplishment the Objective:
HRM encourages an organization to accomplish its target every now and then by making an uplifting frame of mind among specialists. Proper HR plan helps the company to decrease wastage and make greatest utilization of assets and so forth.

· Facilitates professional growth:
Because of legitimate HR arrangements, representatives are prepared well and this makes them prepared for future advancements. Their ability can be used not only for the organization but also their career growth.
· Better relations between union and management:
Organizations having a highly developed HRM philosophy and whose employees are strongly union represented prefer to establish a collaborative relationship, have more person-centered HRM practices and may use more progressive HR policies and practices.
· Supports an individual to work in a group:
Compelling HR practices train people how to cooperate with other employees, adopt the environment and change the behavior. The people are presently truly agreeable while working in group hence cooperation improves.	
· Allocating the jobs to the right person:
In an organization HR expert is very important to achieve the goal. If the HR is less knowledgeable they can’t select the right candidate. Only a HR specialized person know, how to hire an employee and which factors they have to utilize.
· Improves the economy:
Successful HR practices help to generate higher benefits and better execution for organizations. Because of this effective HR Operations, the organization accomplishes an opportunity to go into new business and grab new clients through which the productivity will also increases and the company accomplish their objectives.








Chapter 4: Human Resource Practice of Inpace

[bookmark: _Toc27501049][bookmark: _Toc27560660]4. Human Resource Practice
An organization can only assembled a decent group of working experts with a great Human Resources Team. So it has been taken seriously in the modern Organizations. Human resources is important to organizations in many areas, ranging from strategic planning to company image. Inpace for its asset and size of the association doesn't have all the ground of human asset but they try to follow maximum factors of Human resources. So I have tried to cover these issues and information I have gathered.
The HR head of this company is Farhana Karim, Manager- HR. The following key point of Human Resource Management are followed by Inpace are;

· Recruitment & Selection
· Training & Development
· Performance Appraisal
· Leave and Attendance Management
· Employee Relationship
· Payroll System



[bookmark: _Toc27501050][bookmark: _Toc27560661]4.1 Recruitment & Selection:
In simple words who will both execute the client work to a high standard Contribute positively to the company Recruitment process indicates hiring of a person or group for a particular position, it can also be said as activity that creates a link between company and job seeker. Inpace aims to hire individuals’ culture. They want the candidate who is confident enough to deal with their client and satisfy the clients with their work.
Recruitment Process:
Inpace management Services Ltd. follows several steps for recruitment:
At first the line manager informs the HR that he/she wants manpower. According to the requirement and number of vacancy HR department do Head Hunting, Outsourcing and then do CV sorting for selecting the appropriate candidates among bunch of candidates. They basically give their circular to bdjobs.com. They also post their circular in social media on their Facebook page and LinkedIn page. Inpace also appreciates employee’s references from current employees.
CV arranging is the procedure to exclude up-and-comers utilizing progressively and increasingly definite assessments of the resumes. The goal is to find the most qualified possibility for an open activity. After the CV sorting HR department select the relevant candidate and call for an interview.
Employee Selection Process:
In Employee selection process the candidates need to fight with each other to show their capability. Candidates need to prove themselves a better option than other candidates. Representative Selection is the way toward putting right men on right occupation. It is a strategy of coordinating hierarchical necessities with the abilities and capabilities of individuals. Compelling determination should be possible just when there is viable coordinating. By choosing best possibility for the necessary occupation, the association will get quality execution of representatives.
In Inpace employee selection process include 2 steps. Every employees need to go through the 2 interviews. The 1st interview is taken by the HR manager and line manager. In this interview everyone has to give a test about their computer efficiency. Then those candidates are short listed they need to give another interview. And that 2nd interview is taken by the CEO of the Company for which the candidate is selected.
1st Interview: After sorting the CV the candidates are called for the interview. The interview is taken by the HR manger and Line manager. The candidate basically faced the basic questions by HR and are also faced some question according the departmental work for which they are applied. They have to answer the question confidently. Then a 15 minutes test is taken for understanding the computer efficiency of the candidate. After 1st interview there remain 5 to 10 candidates in the list.
2nd Interview: 2nd Interview is conducted with CEO of the company for which the candidates are hiring. If the candidate can satisfy him by his/her answer then the candidate can be a part of the Inpace family.
Here the full process takes 1 week in average. It may differ according to the situation.








Inpace also do internal recruitment and selection. If the intern is qualified and satisfied to the manager by his/her performance then company keep that intern and join him as a permanent employee in Inpace.

[bookmark: _Toc27501051][bookmark: _Toc27560662]4.2 Training & Development:
In the current review, we will concentrate more on the rising need of training and advancement, its suggestions upon people and the businesses.
Inpace recruits the fresh graduate and related experience person. So the training is very important part of the Human resource activities. Inpace gives on the job training. Every employee has a line manager to whom the employee need to report. The line manger set the trainer for the new employees. Then the trainer guides the new employees to understand their work and the expected standard. The old position holder informs the way of work to the new comer. That’s how they can easily cope up with related position.
Inpace is using on the job training. The training method they use is mentorship method. In this method one senior or experience employee tries to guide the new employee. And the new employee is trained about all the official activities in the office time. So that it’s called on the job training. Inpace offers representatives an opportunity to utilize a scope of instruments, assets, existing staff and techniques, to all the more likely comprehend their job, and play out their obligations adequately. With the goal that the new representatives can inundate in their way of life and individuals, optimizing their systems administration in your association and installing them in your qualities and practices. In this technique the two representatives and bosses can get advantage from it. It can likewise have an enduring, positive effect on the organization and its notoriety.
[bookmark: _Toc27501052][bookmark: _Toc27560663]On the job Training method:
In this method new employees can learn easily from the peers or manager. Because the best way of learning is practical learning. In this method the employees can learn by performing the job and trying to imitate their behavior. This method is also cost free. Some of the commonly used methods are-
· Coaching: Coaching is a commonly gainful preparing strategy in which an increasingly ranking staff part offers help and direction to another staff part. Notwithstanding specialized preparing and backing, tutors likewise will in general give enthusiastic guidance and backing to newcomers. This is critical for onboarding as it serves to adequately create bonds between staff of fluctuating offices, cultivating attachment all through the business. A solid coaching program has the ability to manufacture an association that feels really bolstered expertly and associated actually. In some division of Inpace utilize this technique.

· Mentoring programs: Instructing is a decent method to prepare newcomer. It is job explicit and looks to completely prepare new worker on the obligations of their job. It will likewise feature what is expected of them to work productively and effectively in the group and more extensive business. The mentor can be a director, topic master, specialist or colleague, yet the focal piece of these hands on preparing method is that it is led one-on-one, and tries to expand the newcomer's information and work on, improving certainty and ability. Inpace pursues the technique for instructing. The mentor can be the trough or another accomplished representative to learn all the activities and behavior.

· Computer or online-based training modules: These projects are simple hands on preparing arrangement, as they are extensive and don't require the nearness or time of other staff. Most projects can be custom fitted explicitly to the requirements of newcomer and the group in which they will work. In Inpace when the preparation is done then the new workers need to give a test in on the web. It additionally gives substantial estimations of their learning and recognizes regions that should be additionally created.

· Job Rotation: Occupation turn is the act of moving a newcomer between various jobs in association. This can give them more extensive experience and train them in an assortment of aptitudes. This methodology will improve newcomer's information of the work each group is in charge of regularly. It will likewise assist them with understanding who the best purposes of contact are for each group. In following a half year a worker can be turned to another team if it's required. So they additionally utilized the strategy in their preparation procedure.

[bookmark: _Toc27501053][bookmark: _Toc27560664]Off the job Training Method:
Off-the-job preparing is directed in an area explicitly assigned for preparing. It might be close to the work environment or far from work, at an extraordinary instructional hub or a hotel leading the preparation far from the working environment limit diversions and enables students to commit their complete consideration to the material being educated However, off-the-work preparing projects may not give as much exchange of preparing to the real occupation as do hands on projects. In Inpace very rarely provides off the job training. When any new process are introduced then some selected employees are taken for off the job training. If they want to introduce are new tools for work or any customized software then they arrange the off the job training.
[bookmark: _Toc27501054][bookmark: _Toc27560665]4.3 Performance Appraisal:
Performance Appraisal is the precise assessment of the exhibition of representatives and to comprehend the capacities of an individual for further development and improvement. It’s not only evaluates the performance of employees but also the capabilities of the employees to work in the organization. In Inpace the Performance Appraisal is carried out to identify the abilities and competencies of the employees for future growth and development. It is planned for discovering the value of the worker to the association, in which he/she works. Inpace evaluates the employee’s performance according to the organizational goal and budget over a specific period of time.

[bookmark: _Toc27501055][bookmark: _Toc27560666]Performance Determiner:
Performance determiners are those factors which should be present in every organization for better performance of employees. Inpace follows some factors;
· Required KSA (Knowledge, Skill & Ability)
· Good working environment
· Motivation
If any organization doesn’t have any of them the employee’s performance will be hampered. So before appraise the performance every company should ensure those factors. Inpace ensures those three factors.
Required KSA: KSA stands for Knowledge, skill & ability. Those are special qualifications and personal attributes that need to have for a particular job. Inpace tries to identify the relevant knowledgeable and skillful candidates at the time of recruitment. Even after recruitment, employees have the guideline to acquire more knowledge from the training session. They can assure how to improve KSA regarding related task.
Good working environment: Every employee needs a suitable environment for performing the job well. Employees need to be given all the facilities required to work. Not only the tools but also good environment required for work.
Inpace tries to keep good environment for all the employees. The peers have healthy and friendly relationship here. Inpace offers few facilities which allow employees more time to work with refreshment. There is a two kitchen in office buildings. Tea & coffee are available there all the time. There is a place for lunch. Also have the space of taking rest. There is a common room where employees can chill at their break time. There is a prayer room also. That’s how they ensure good environment to allow the employee to stay comfortably whole day long in the office with fresh mind.
[bookmark: _Toc27501056][bookmark: _Toc27560667]Motivation:
Inspiration is a significant capacity which each director performs for impelling the individuals to work for the achievement of objectives of the organization.
Inpace reward the employees in many ways. They always recognize the employee who perform very well in their job. The best performer gets promotion and the appreciation from CEO. The company often uses monetary bonuses as a means of encouragement and compensation for extra work. Bonuses will be agreed to upon separately on a case-by-case basis and are often paid out with the monthly salary unless agreed upon otherwise.

[bookmark: _Toc27501057][bookmark: _Toc27560668]Performance Appraisal Tools:
Inpace uses several tools for doing performance appraisal.
· Goal Review
· Peer Review
· Client review
· Timesheet review

[bookmark: _Toc27501058][bookmark: _Toc27560669]Goal Review:
HR Technologist claims organizations that focus on continuous performance management have better business results. Proper performance feedback can improve the employee's future performance. It also gives him satisfaction and motivation. In Inpace every employee gets a goal to accomplish within a specific time period. The goal is set by the superior of the employee. The goal has three phase;
· Task oriented
· Organization oriented
· Person oriented

[bookmark: _Toc27501059][bookmark: _Toc27560670]Task Oriented:
The line manager or the leader of each team gives a target to the employee to do the particular task. These tasks are the core job responsibilities of the employee. These tasks are get judged for measuring the quality. Based on this the mark is assigned for employee.

[bookmark: _Toc27501060][bookmark: _Toc27560671]Organization Oriented:
There are some tasks which is given to the employee which are organization oriented. Those tasks will contribute the organization welfare which is basically different from usual work. Inpace basically want to be the ISO - International Organization for Standardization certified company in this year. Which employees are working regarding this, they are doing the organizational oriented task.

[bookmark: _Toc27501061][bookmark: _Toc27560672]Person Oriented:
There are some tasks which are person oriented. Those tasks are more focus on personal skill and enrichment. In Inpace those tasks are given to the employee who is eligible for that. Who have that special skill to do the job they work person oriented task.
The goal review need to be specific which will relate the organization goal. The goal needs to be set according to the management and employee together. The employee of Inpace tries to reach the goal by specific period.

[bookmark: _Toc27501062][bookmark: _Toc27560673]Peer Review:
Peer evaluation is a sort of overall performance assessment this is accomplished by one or greater people of matching abilities. Peer overview is commonly carried out the various members of the equal team. This is a method employed to preserve the pleasant popular at a preferred stage and improve productiveness and performance. In Inpace last day of every month all employees have to do the peer review. Every employee need to give the review of their team mates. In Inpace there is manger review system. Every employee need to give the review on their line manager. They provide a Google form in which the employees need to mark beside every employees name in their team. The review system is anonymous to other employee. No employee can see what others gave review for them. Only HR has the access to know about the review of employees.  It presents a wider variety of facts approximately the employees. The feedback is provided by peers are easier to relate with the performance. This enables the employees to recognize their shortcomings and enhance their performance. Peer review is also  part of the 360-degree diploma assessment togetherness with self-evaluation and manager assessment.

[bookmark: _Toc27501063][bookmark: _Toc27560674]Client Review:
The client is the ultimate boss for the business. So it’s very important to collect the review from the client. As the revenue come from the clients, it’s the main duty to satisfy them with the job responsibilities.
Client review also conducted in Inpace. Most of the employees are integrated with the clients. Every employee need to keep regular communication with their clients. Every client has given a quaternary with question regarding the employees. They have to answer the questions. The HR Department of the company will take the assessment from their clients after ending the employee’s quarter.

[bookmark: _Toc27501064][bookmark: _Toc27560675]Timesheet Review:
Timesheet is the sheet where every employee takes a document of their current work list. In this timesheet there are information about their work project, which project they have start when. There is also information about how much time they need to finish the project. By this sheet management can know about the reflection of how much time employees was working. For the performance appraisal there need individual contribution. To find the individual contribution the timesheet review is used. Every employee use a time line sheet for how much time they need to do the work. The client also has the access in this sheet. And the HR also needs that sheet to measure the performance of the employee.

[bookmark: _Toc27560677][bookmark: _Toc534462191]4.4 Leave & Attendance management: 
Inpace has implemented a complete customized HRIS to maintain the leave and attendance track & report. Inpace has its own Leave & Late policy to operate the whole Organization based on Bangladesh Labor Law. Here leave treated as employees’ facility and encourage employee to enjoy their leave when needed.
The office hour of Inpace is 10:00 AM to 7: PM. The attendance will automatically adjusted through the HR software (Octane). If any employee come late their salary will be deducted automatically through the software. Each employee of Inpace has their finger print through which the check in and check out from the organization. If any employee wants to take leave they have to send leave application through the mail to their line manager and HR manager. If the line manager approve the leave, HR department approve him for the leave. 

[bookmark: _Toc27560678]4.5 Employee Relationship:
Here in Inpace the HR Department always conduct different types of training and engagement program to make a healthy and communicative corporate environment. Also they celebrate employees’ birthday, women’s Day, Valentine’s Day, Pohela Boishakh, New Year Eve, fruit festivals, Badminton Tournament, Cricket Match and many more which are arranged by the company employees. The Management always encourage employees to have fun and maintain a healthy relationship with each other in the organization. The main reason to stay here for the long time is flexibility and friendly behavior. Inpace consider the employees problem and if they need urgent leave Inpace provides them this facility without deducting the salary. That’s why the employee get inspiration and works hard for the company. Each employee is very helpful there. For the healthy relationship they can increase productivity and company get benefitted. 

[bookmark: _Toc27501066][bookmark: _Toc27560679]4.6 Payroll Support:
Inpace Management Services Ltd. follows the following payroll Management elements which are collecting payroll inputs, Defining pay components, Gross and net salary calculation of employees, Distributing pay slips and setting up pay policy.


[image: C:\Users\user\Pictures\info-payroll.png]
[bookmark: _Toc534462192]
Inpace always push hard and encourage employee for personal and professional improvement. Here employees get reward for their achievement. Therefore they follow the merit based compensation system. The system helps the HR to track the employee and employee’s performance. The HR can measure the employee’s personal goal by this merit system. To get the better salary every employee need to fulfill their goal.
[bookmark: _Toc27501067]






Chapter 5: Conclusion and Recommendation
[bookmark: _Toc27560680]5.1 My Assignments
I had the opportunity to have three months long internship at Inpace Management Services Ltd. I have come across with different tasks that are conducted by the HR department. I was introduced to the job of HR personnel. There were different types of jobs, some were regular activities and some were periodical tasks. I was assigned to the following jobs regularly. Those were -
· Collecting CVS
· Screening CVs
· Setting Interview date
· Calling For Interview
· Making Interview Lists
· Calculating Evaluation Sheet
· Creating Employee Profile
· Employee Joining
· Providing employee services
· Arranging CV
· Entry in leave register
· Coordinating interview board
· Collecting Business Cards Form

[bookmark: _Toc27501068][bookmark: _Toc27560681]Collecting CVs: As Inpace do outsourcing and also do internal recruitment, we collect CV from bdjobs and our website page. Applicants can also drop the hard copy of their CVs in the CV box at head office. As I have worked mostly in the recruitment Associates, it was my job to collect the CVs and also ask the Office Assistant to collect the CVs from the CV box.
[bookmark: _Toc27501069][bookmark: _Toc27560682]Screening CVs: As Inpace has minimum number of employees, we received CVs in minimum quantity. There were scarcely any zones are to be considered while screening the CVs, these were age, instruction and area. For Associates and responsible position the candidate has to be graduate student and for the position of client service and creative department candidates have to be smart, presentable and unique. For the Logistic department candidates must be SSC graduate.
[bookmark: _Toc27501070][bookmark: _Toc27560683]Setting Interview Date: After Screening the CVs and classified them in to different categories, we set the interview date for different positions and inform the respective resource persons about the interview.
[bookmark: _Toc27501071][bookmark: _Toc27560684]Calling for Interview: After screening the CVs and separate them based on their location, it was my job to call candidates for interview and inform them about the date, time and venue. The interviews were held in the head office of Inpace. After taking interview I had to call the selected candidates to collect their appointment letter.
[bookmark: _Toc27501072][bookmark: _Toc27560685]Add missing information: When I checked their employee profile, I had found some wrong information or some information were not included there like date of birth, bank account number, education profile etc. Then, I checked their file and entry the correct information and including those information which they missed.
[bookmark: _Toc27501073][bookmark: _Toc27560686]Making Interview Lists: While calling the interviewees’ I needed to give sequential number to their CVs for calling the competitors. It was my business to set up a meeting list which contained name of the candidate and contact number.
[bookmark: _Toc27501074][bookmark: _Toc27560687]Calculating Evaluation Sheet: After completing interview I had calculated the score of the Interviewee and prepared a merit list.
[bookmark: _Toc27501075][bookmark: _Toc27560688]Creating Employee Profile: The HR department of Inpace Management Services Ltd. keeps record of their employees manually and also in HRIS (Software-Octane). After recruiting the employees, I learned here to prepare files for new employees. Each new representative is appointed a PIN for their ID. The employee file contains employees joining letter given by Inpace. Employees CV, Photocopy of employee’s educational certificates, NID card, Passport size photo, Reference letter and Clearance Certificate only for previous employment.
[bookmark: _Toc27501076][bookmark: _Toc27560689]Employee Joining: At the joining time I have prepared for the new employee file in order to their file ordering system.
[bookmark: _Toc27501077][bookmark: _Toc27560690]Providing employee services: I also provided employees ID card, Business card, Leave form and other official forms and took their signature in register form which is very important for HR department. I also have updated the employee information in HRIS software.
[bookmark: _Toc27501078][bookmark: _Toc27560691]Arranging CV: Before starting interview session, I arranged the CVs in a serial and separated these based on the departments and positions. I punched all the CVs and kept it in a file with a cover sheet like CVs for Client Service departments, Logistics, Accounts & Finance, Tele calling and for Business programs.
[bookmark: _Toc27501079][bookmark: _Toc27560692]Entry in leave register: I have to entry leave status of individual employees in the software & also in manual register book.
[bookmark: _Toc27501080][bookmark: _Toc27560693]Coordinating interview board: Before interview I kept the important paper and elements on the table which is important for interviewer and interviewee like evaluation sheet, summary requisition, off set paper, newspaper, pencils and pens.
[bookmark: _Toc27501081][bookmark: _Toc27560694]Collecting form of Business Cards: I collect requisition form of employee’s business card and give it to the senior executive manager.

[bookmark: _Toc27501082][bookmark: _Toc27560695]

5.2 Lessons from the Internship program
Working amidst the hustle of a real business setting has brought out the best in me. I have come to realize that classroom learning and learning by doing practical activities are whole different ball games. I have experienced immense development throughout my internship tenure. I have become more punctual, spirited and adaptive now. My supervisor was very cooperative in case of sharing knowledge and helping me in every aspect of my learning process. She helped me to develop my skills that are going to help me mold and foster my professional career. The skills that I have learned in the time of working in Inpace Management Services Ltd. are listed below:
[bookmark: _Toc27501083][bookmark: _Toc27560696]
· Ability to work under pressure:
There were times when I had to handle multiple tasks at a time under severe pressure, also stay and work after office hours to meet challenging deadlines. This has taught me how to prioritize my workload and work effectively and efficiently.

· [bookmark: _Toc27501084][bookmark: _Toc27560697]Team Player Skills:
Many of my tasks required me to work and interact in a cross functional team setting that significantly contributed to my learning experience. Each task I was assigned had different teams consisting of Inpace managers as well as representatives from partner stakeholders. Such a robust experience has allowed me to be confident and responsive when working with people who brought in different dimensions and set of skills to the team.

· [bookmark: _Toc27501085][bookmark: _Toc27560698]Communication Skills:
My communication skills have vastly improved as I have had reach out and interact with my colleagues, supervisors and other executives outside the office. Some people are sensitive, some are a bit rigid while others are friendly. I have innately developed myself to be able to cope with all kinds of people to get the work done. It was a morale booster that pushed me to interact better with people both formally and informally.

· [bookmark: _Toc27501086][bookmark: _Toc27560699]Technical Skill:
The tasks assigned to me required me to use Microsoft Word, Microsoft PowerPoint, and Microsoft Excel from time to time. I became more proficient in using both Microsoft PowerPoint and Excel as I learned many shortcuts from my supervisor which has made me more efficient and quick. Most importantly, I learned how professional and official slides should be designed.

· [bookmark: _Toc27501087][bookmark: _Toc27560700]Presentation Skill:
During my internship tenure, I got several opportunities to present my ideas in front of my department as well as personnel from other departments which whole certain tasks were to be executed cordially. This helped me to enrich my presentation skills while made me more comfortable to speak professionally in an office setting. Alongside, I also learned how to handle queries from managers tactically and to strategically deal with criticisms and feedback.

· [bookmark: _Toc27501088][bookmark: _Toc27560701]Personal Development:
In the period of my internship, it developed a sense of professionalism in me like- dressing in formal and presentable attire, having punctuality; corporate behavior, maintaining confidentiality and working with responsibility. Moreover, it helped to know various rules and regulation in the corporate world and how to fit in there.

5.3 Recommendation:
In the short period of three months of my internship at Inpace Management Services Ltd., I tried to learn, understand and relate the work practices to my academic knowledge of practical feasibility as closely as possible. Although my experience had been a very short time but from my perspective of understanding and analysis I have a couple of recommendations for Inpace Management Services Ltd as follows:
· Training and Development issue: More intensive training program should be introduced to increase the employee performance to the optimum level. The HR approach could incorporate certain arrangements with respect to a reutilized and current preparing.

· Continuous modernization and revision: Modernization and revision of the HR policies and strategies are indispensable for any organization as the world is getting more diversified day by day. The head of HR should continuously monitor the changes happening around and adjust the policies match the changed scenario.

· Compensation Policy: The Company has an unorganized salary system. They don’t pay enough to the fresher. And the salary structure is not so clear to the employees. The salary cap system is also included here. The salary is caped in a certain amount. It is not fare to some employee. So the salary rate should be high according to the responsibilities and need to be clear to the employees.


· Better Working environment: There are 120 Employees in the organization but because of the insufficient room they can’t organize all the things. Sometimes there create more noise so that other people cannot concentrate on their work. So they need to focus in that factor also.

[bookmark: _Toc528841094]
[bookmark: _Toc27560703]


5.4 Conclusion:
Inpace management system recognize as a loyal client service throughout the nation. Here includes the Services like consulting, planning of human resources, event management, marketing, making the public relation and brand promotions. The man power of Bangladesh is growing day by day. The main asset of the global economy is public relation. As a management service limited it is our duty to make the best uses of the human power.
I feel privileged to have been able to work in a well-established and reputed company of Bangladesh where I got on-the-job training which significantly enhanced my learning experience on how to work on strategic human resource management to ensure employee efforts contribute and align towards goal attainments of the company. It was a significant learning opportunity to know how human resource department works having employees from widespread backgrounds, varied job roles to perform, having varied standards for performance evaluation and work presence for some being at the office and others being at construction sites. The learnings from my undergraduate study now makes a whole lot of more sense as I can relate theories with application. This has prepared me with the zeal to pursue my future endeavors. The overall internship experience was one that developed my knowledge and assisted personal growth. Finally, it is time to take what I have learned and incorporate it in my work life; a time to take a step further in the future endeavors.
The organizational performance of Inpace could be explained by its effective recruitment and selection practices and performance appraisal practices. Based on Recruitment and Selection process, the organization got the opportunity to select the effective employees who are benefited for them.


[bookmark: _Toc27560704]
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